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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.
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Step 2
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If you have any questions, or require further assistance, please contact the ITS Help Desk at 508.793.7745 or
helpdesk@clarku.edu.
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Step 3 Save Embedded Files E

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 get 965;1{0
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single images folder, within your web
site. Click on the Change Folder...
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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.

If you have any questions, or require further assistance, please contact the ITS Help Desk at 508.793.7745 or
helpdesk@clarku.edu.
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Creating a new folder

Step 1
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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.

If you have any questions, or require further assistance, please contact the ITS Help Desk at 508.793.7745 or
helpdesk@clarku.edu.
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Uploading and linking document files
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If you have any questions, or require further assistance, please contact the ITS Help Desk at 508.793.7745 or
helpdesk@clarku.edu.
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Step 4
Select the Existing

Edit Hyperlink
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File or Web Pag e Link: too: Text to display: |Using Dreamweaver to access a Universiby website ScreenTip...
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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. Itis a good idea to

Target Frame 5

o]

Cancel |

S

Current frames page Comman targets

Page Default (none)
Same Frame

Whole F'aﬁe

Parent Frame
(none)

Targek setting

[ Set as page defaulk

| Ik | Cancel

test a new hyperlink with a browser as soon as it is saved.

Web Browser:

 Using FrontPage to edit websites

If you have any questions, or require further assistance, please contact the ITS Help Desk at 508.793.7745 or
helpdesk@clarku.edu.
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