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Help Document Series: Inserting documents and images into a website 
using FrontPage 
 
In order to display, an image or link to a file, such as a PDF or .doc, the file in question must be 
uploaded to your website.  This means the file will be stored online, and thus be accessible to anyone 
viewing your web site. 
 
Inserting an image 
 
 
Step 1 
With an .htm file already open within FrontPage, choose 
where you wish to insert the image.  You should take care to 
arrange the pictures in a logical manner that fits within the 
template.  The area for content on the Clark web site is 500 
pixels wide, so no image should be larger than about 400 
pixels wide.  Images should be resized before they are 
uploaded.  
 
 
 
 
 
 
 
 
Step 2 
Open the folder on your local machine that contains the 
image you wish to upload.  Drag the image from within 
its folder into the FrontPage window where you wish the 
picture to appear. 
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Step 3 
When you have the image positioned 
where you would like it, save your 
document.  This will prompt 
FrontPage to upload the image to 
your web site.  In order to keep the 
site organized, you should have 
FrontPage save the image into a 
single images folder, within your web 
site.  Click on the Change Folder… 
button.  
 
 
 
 
 
 
Step 4 
Once you are in the Change Folder 
window, browse to the top level of your 
web site, and then select the images 
folder.  Click the OK button to proceed. 
 
 
 
 
 
 
 
 
 
 
 
 
 
Step 5 
Once you have changed the folder, you will return to Save Embedded Files window.  Click the OK 
button to save the file to your web site.  This will ensure that the image can be viewed by those 
visiting your pages. 
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Creating a new folder 
 
 
Step 1 
Because organization is one of the most important things in 
web design, it is wise to make a new folder to contain 
documents you wish to add to a particular part of your site.  
Using the Folder List, browse to the part of your site you wish 
to add documents to.  Within this folder, you should see the 
“index.htm” file that contains the content.  If no folder exists for 
the documents you wish to upload, you can make one here.  If 
a folder has already been created to house your documents, you can skip down to the next section.  
 
 
Step 2 
Next, right-click in the contents of your web site tab, in the 
white space under the files you already have.  From the 
drop-down menu that opens, select the New and then 
Folder options.  
 
 
 
 
 
 
 
 
 
 
 
 
 
Step 3 
Give the folder a name by clicking on it and 
typing in the desired name.  The name should 
reflect the sort of documents the folder will be housing.  
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Uploading and linking document files 
 
 
Step 1 
Once you have a 
folder you with to add 
files to, you can easily 
open the folder by 
double-clicking it, and 
then upload files 
directly from your 
computer.  When a 
file is dragged from 
the local machine to 
the FrontPage 
window, it is instantly uploaded and can then be linked from your web pages.  
 
 
Step 2 
Select the text (or image) you wish to make a 
hyperlink.  
 
 
Step 3 
Right-click on the highlighted text (or image) and select Hyperlink 
Properties from the drop-down menu.  
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Step 4 
Select the Existing 
File or Web Page 
option in the Edit 
Hyperlink window.  
You can then use the 
Look in: box to 
navigate through your 
website and select the 
file you recently 
uploaded.  The 
mechanics of this are 
the same as navigating 
through the file system 
on your computer.  
 
 
 
Step 5 
Click the Target Frame... button to open a 
window with the same name.  Under the 
Common targets section, pick the option you 
would like to occur when the link you are creating 
is clicked. 
 
For documents (pdf, doc, etc..) being opened up 
within the Clark web site, it is good practice to 
select the New Window option so that the 
document will be opened in a new web browser 
window.  Click the OK button to proceed. 
 
Next, click the OK button in the Edit Hyperlink 
window to finish creating the hyperlink. 
 
Within FrontPage, hyperlinked text will appear 
blue and underlined, while on the web, it will 
appear gray and underlined.  It is a good idea to 
test a new hyperlink with a browser as soon as it is saved. 
 
FrontPage: 

 
 
Web Browser: 
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