INSERTING LINKS INTO A WEBPAGE
 IN FRONTPAGE 2003
The big difference between a printed publication and an electronic publication is the use of links.  A website does not usually involve a linear progression. What is the second page of a website?  (Links are sometimes called hyperlinks; it’s interesting that hyper means over, above, or excessive.)  
Characteristics of Links
· Clickable text or a clickable image is usually indicated by a pointer/hand.
· The URL of the link’s target is indicated in the browser’s status bar.
· Clicking leads to another webpage in the website (or a different website) or to a specified place on a webpage.
· Hypertext is underlined and blue by default; these attributes can be changed by the webmaster.
· By default, the color of hypertext changes to purple after a link is visited, but the default color can be changed.
Types of Links
  

	INTERNAL
	An internal (local) link connects pages in a website.

	EXTERNAL
	An external (remote) link refers the visitor to another website.

	BOOKMARK
	An addition to a regular link, a bookmark targets a specific location on a webpage.  The symbol # appears in the URL of such a link.  (Do not confuse this use of bookmark with Internet Explorer’s Favorites and Netscape’s Bookmarks.)

	RELATIVE
	Most of your internal links will be relative.  When the webmaster specifies a local link, its location is identified in relation to its location in the web folder (and sub-folders).  For example, staff.htm is a relative link.  FrontPage will automatically add the first part of the path:  http://mulligan.mcsdga.net/.

	ABSOLUTE
	External links are always absolute and appear in this pattern:  

http://mulligan.mcsdga.net/staff.htm.  Sometimes you will have to type in the http://.  In some rare circumstances, internal links must be absolute.

	MAILTO
	A mailto link opens the customer's personal email program (like Outlook--not webmail) and automatically inserts the specified email address into the Send To box.  This type of link does not work on a shared computer.


To Insert an Internal Link 
1. Highlight the text (or select the image) you want to identify as the place for the viewer to click.
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Click the INSERT HYPERLINK tool (the chain link) on the toolbar.
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3. In the INSERT HYPERLINK dialog box, scroll to find the target file and doubleclick it.  The name of the file will appear in the address box.  If you have sub-folders, you might need to use the UP ONE FOLDER arrow to locate the file. (You could also type the file name of the target document and its extension in the address box—not recommended if you are subject to memory loss or typos.)
To Insert an External Link 

1. Highlight the text (or select the image). 

2. Click the INSERT HYPERLINK tool on the toolbar. 

3. In the address box, type in the full (absolute) URL of the webpage or paste the URL you have previously copied.  (Use Control + V.)
To Remove or Correct a Link 

1. Highlight the underlined words of the link (or select the image). 
2. Click the INSERT HYPERLINK tool on the toolbar. 
3. Click REMOVE LINK or correct the link in the text box. 
To Insert a Mailto Link
1. Highlight the text (or select the image). 

2. Click the INSERT HYPERLINK tool on the toolbar. 
[image: image4.png]Insert Hyperlink

Link o

Text to display: purins Checkers

[Saeme

Existing File or
eb Page

Place in This
Document

|

Create lew
Document

s Address

E-mail addess

Subject

Recently used e-mail adresses

maito:dupshaw@ncsdgs.net
maitoryveasey@mesdga.net
maltoimsterke@csdgs.net

Parameters,
Style.





3. In the INSERT HYPERLINK dialog box, click E-MAIL ADDRESS.
4. Type or paste the email address into the E-MAIL ADDRESS box.

To Link to a Not-Yet-Created Webpage

1. Highlight the underlined words (or select the image). 

2. Click the INSERT HYPERLINK tool on the toolbar. 
3. In the INSERT HYPERLINK dialog box, click CREATE NEW DOCUMENT. 


4. In the NAME OF NEW DOCUMENT dialog box, type the name of your soon-to-be-created document.  Be sure to include the extension, for example, homework.htm.

5. Depending on your mood, select the EDIT THE NEW DOCUMENT LATER option or EDIT THE NEW DOCUMENT NOW.

NAVIGATION AIDS

All websites should have a system of navigation aids.  Although most of your customers will know how to use the BACK and FORWARD buttons in their browsers, other options can be essential, particularly if your website is large and has several sections.  Links not only take your customers from one page to another, they provide structured guidance for the customers to locate the information that you want them to have. 

Navigation aids can be simple, like text links across the top, bottom, or left side of a page, or complex, like vertical or horizontal javascript menus.  Some webmasters put these section links into interactive buttons or linkbars (stylized FrontPage features that are covered in other handouts.)  For the convenience of the webmaster, navigation aids are sometimes placed in shared borders (another handout).
What you highlighted appears here.
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