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FrontPage Directions 
T.I.A. 2008 

 
Creating a new Webpage 
�  Open up Internet Explorer 
�  Type in the url:  http://cfbstaff.cfbisd.edu/yourlogon 
 

Example: http://cfbstaff.cfbisd.edu/justices  
 
You should see your initial user default page. 
 

 
 

(Note:  your home page should be named default.htm ; Never use spaces when naming files that go in 
 your webpage) 
 

�  Once the web site opens, on the tool bar you should see an icon that looks like this  
 

 

click on the drop down arrow  and choose Edit with Microsoft FrontPage . 
 
�  You will then be prompted to enter your username / password. 
   Example:  user name: cfbisd/justices 
       Password:  your password to logon to your computer 
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Within CFBISD, the teacher web pages are stored on cfbstaff.cfbisd.edu  server.  Each user has a folder for 
storing all the necessary information for their web pages.  The folder name is the same as his/her username.  This also will be 
the URL address for the teacher’s web page (e.g. http://cfbstaff.cfbisd.edu/justices ).  It is a 
good practice to save all the images used on your site in a folder called images  inside your user folder. 
 
 
 

 
 
 
 
Adding text to your page 
�  Enter the title for your page; change style, font type, font size, justification and text color 

 
�  Add a few other lines (about yourself on this page) and practice using the formatting toolbar.  When adding a new line, 

pressing the enter  key causes double-spacing.  To single space your lines, you must hold the shift  key and press 
the enter  key. 
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Changing Background 
 
�  Format menu --> Background 

 
�  Click in the “Background Picture” box to use a background image.  On your workstation, you may access these clip arts 

on the D drive (C:\ drive for new machines), MS Office  folder, Clipart sub-folder.  All images (gif or jpg) used 
for background or anywhere else on your web page should be saved in your web page images  folder (you will be 
prompted to do this). 

�  You may choose a background color, instead of an image, from the drop down menu. 
�  Be sure the text colors on your page contrasts well with the background.  Keep your colors professional and easy to look 

at.  Save your page and click on the Preview Tab to see how your page would look on the Web. 
 
Adding Graphics 
�  Graphics should be used with care because they add to the load time for your page. 
�  Insert - > Picture  
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�  You may choose a clipart or other images on your computer or the Internet.   
�  Resize the image by clicking on it and dragging a corner of the image towards (make it smaller) or away (to make it 

bigger) away from the center. (resizing should do only with clip art since .jpg files could get distorted) 
�  Be sure to save all your images in the images  sub-folder of your web page.  Another good practice is to name your 

images with appropriate filenames (e.g., mustang.gif  instead of 102416.gif).   
 

 
 
Adding another page 
 
�  Add another blank page (as you did on page one) and save it as schedule. 
 
Inserting Tables 
 
�  Table - > Insert - > Table 
 

 
�  Choose number of rows and columns (for example, 5 rows by 3 columns) 
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�  Type your schedule in the table 
 

 
�  You may choose to add images, change font type, style, size and alignment. 
�  Right click on a cell to change the properties (e.g., alignment, color, etc.) of a specific cell. 
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�  Right click anywhere on the table to change the properties of the table as a whole (e.g., remove the table  border by 
changing the border size to 0) 

 
Creating a link to another web site 
 
�  Open your home page (default.htm ). 
�  Add “Back to (your school name) Home Page” at the bottom of your screen. 
�  Highlight the text you’ve added. 
�  Click on the insert hyperlink button. 
�  Click on Browse the Web button 
 

 
�  Browse through the net to get to the specific site you want to link to.  Then close this page.  FrontPage automatically 

inserts the address for you. 
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Creating a link to another page within your WebPage 
 
�  Add “My Schedule” above the link you just created. 
�  Highlight the text you’ve added. 
�  Click on the insert hyperlink button. 
 
 

 
�  Browse through the list of pages displayed and select the schedule page.  FrontPage automatically inserts the address for 

you. 
 
Adding your e-mail address to your page. 
 
�  Add “E-mail address xxxxxx@cfbisd.edu ” at the bottom of the screen, where xxxxxx  is your user-id. 
�  After you press the enter key, FrontPage changes it to a link. 
�   To remove the link, right click on it and choose hyperlink properties. Erase the E-mail address on this window and click 

OK. 
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Linking a Graphic 
 
�  Right click on the image and click on hyperlink.  Follow the steps from previous sections to: 

�   Creating a link to another web site, or  
�  Creating a link to another page within your WebPage 

 
Accessing your Web Site on the CFB Server 
 
�  On the Internet, enter your URL in the address area (e.g., http://cfbstaff.cfbisd.edu/justices) 
�  To edit, click on the Edit button on the standard toolbar. 
 
�  You will be prompted to enter your user name (cfbisd\yourusername ) and your network password. 
�  If you have Front Page on your workstation, you can make changes and click on Save to store the changes. 
 
Importing an Existing Web Site to the CFB Server 
 
If you already have created your web site, follow these steps to bring and save your web site on the cfbstaff  server. 
 
�  Log on to a teacher workstation using YOUR user name and password. 
 
�  Open Internet Explorer. 
 
�  Enter the following in the URL line http://cfbstaff.cfbisd.edu/username 
 
  Example: http://cfbstaff.cfbisd.edu/justices  
 
�  Once the web site opens, on the tool bar you should see an icon that looks like this  
 

 
click on the drop down arrow and choose Edit with Microsoft FrontPage. 

 
�  You will then be prompted to enter your username / password. 
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�  After you enter your username/ password, click OK. 
 
�  You should now be in FrontPage. 
 
�  To Import your web page(s), click on FILE from the toolbar. 
 
�  After selecting FILE, scroll down and select IMPORT (if you do not see IMPORT, click on the down arrow at the 

bottom of the drop down menu). 
 
�  The IMPORT box should be on your screen. 
 
�  On the right hand side of the window, select FROM WEB option. 
 
�  The next window should be Import Web Wizard .  
 
�  Select From a source directory of files on a local computer or network .  Enter a:\  in the location line AND check 

Include subfolders (see below). 
 

 
�  Click Next.  Make sure your disk is in drive A:\.   Click Next and then Finish. 
 
�  Go to another computer, and start Internet Explorer, enter the following URL where username is 

your login name  
 
 http://cfbstaff.cfbisd.edu/username  
 
 You should see your website up & running on the server.  Check each page to make sure all of your links are 
working and your images load correctly. 
 
 
 
 
 
 
 
 
 
 
 
 


