Copyright © 2004 SJ Namo Interactive, Inc. All rights reserved.

No part of this publication may be reproduced or transmitted in any form or by any means without the express written
consent of SJ Namo Interactive,l nc.

SJ Namo Interactive, Inc.
3003 North First Street
. San Jose, CA 95134

Web: http://www.namo.com

Namo WebEditor is a registered trademark of SJ Namo Interactive, Inc. All other trademarks mentioned in this
publication are the property of their respective owners.


http://www.namo.com

Contents

Contents.......... R S creesnnansnenens vreerneae ceneeeennnae ceresessnnannen iii
1 Before You Begin ......... cerrsesnasareninaans cersessssssennnrenisssennnn venernnen S |
About this manual 2

HOW to US€ this MANUAL .....ceeceiiiiiiieticentrererc e reeer e ereeresesesaestsstensseee e emeensnasstsstsneonencnseneeness 2
Typographical CONVENtIONS.....eceuceceeerirerrreesieieniieintscacsisesssseseserasasssssssssnssnnns 3

GloSSAry Of COMIMON LEIMNS....ccuoueeuiierirtiriisresrisisiiisiiasisessssasesasassesessssssesssssssesssssssassnsssssassssncrassens 4

System requirements
Installing Namo WebEditor

Getting technical support

What's new in Namo WebEditor 6 10
2 Namo WebEditor Fundamentals ...... crereserennreene PR .
Starting Namo WebEditor 30
The visual authoring environment 31
DOCUMENT WINAOWS ...vcecrreeereriesenerineeseeenineesmsisnisssiessissssssssssesessssasssssissssssssassassisssasssssssosssasassenens 33
Viewing Edit and HTML modes simultaneously .........cccoociiniinvneniienininncnscnncssseseeeens 34
Toolbars and the ShOrtCUt Bar.......cccceviiieeieciiiniecteteccereccecisiiest sttt sasesaecanneennes 36
The Inspector and Other to0l PANELS.......cccvivneiiriiiniinc b 38
TheE TAZ SEIECLOL ..ottt et csb ettt bbb s s s s a e p e b b e b e bt s aabaseseans 40
THE StAtUS DAL ...cecenricerietirceinteiciciscieenct bbb nesssensnerssssenane 42
Rulers, layout guides, and layout grids....... et aasabene 43
Special marks in Edit MOde.......ccccoceiincciiniiiicncnrerrsse s nens 44
The RESOUICE IMANAZET ....cueirieerieceterenestereensetecaetesesesestsassesocsessessstssisasstsssassasentsstsentossensasestse 45
Preferences and settings 53
Setting image display options ettt beber st et se s ens 53
Setting the default display fonts for Edit mode ... 54
Specifying default colors and character set for new documents.........c.cccvvimrinveniiinniisinencenns 55
Configuring editing Preferences ...t aee 56
Configuring file saving and backup SEttNES ........cccvvmviiiiiiiicinerc e 58
Working with documents 59
Creating NEW dOCUINIENLS ....veveeveriecrerisnnsreesisissesesseismossnsiosesesssserermssssssmisssnsssresessessosssssesssssssrarens 59



Saving a document as @ temMPlate ........co.oceieiiienienie e 64

Moving and renaming reSOUICE fIlES.........c.ccvuirrverreereerernnrieneerrrrerseesesesrssstesssasssessssesssesacmenae 64
Viewing transfer information..........eevevcrecreniinieesen ettt srt e s sas s 65
Printing dOCUITIENS .....ccceivimiriiernterrirsissessssaeestesrseae e esestsseestsassstese st e s st e sesasenesesensesassnesassne 66
Basic document editing 70
INSETTINE LEXE . .veeueeeiererneeiiriereterererteseerereesseceeseeseentessestenserstestoseosasasanssansasensessestsestosensensassssesse 70
EIING tEXL..... ettt seresas sttt s ise st sas s st st e s s b s sn b s a s sr s sn s oo be s 71
Finding and replacing teXt .......o.covciviiriiiiiiiiictcc e 72
Inserting SPECIal ILEIMS.....cccuiiuiiirrerrrnier ettt sttt sttt s sen s st sb s ear e s 74
Working with local sites 78
WHhat 1S @ 10CAL SIET ......cceiriiiirrenreieierces sttt et essret st st e s s s st sanessssane st saassbessosaessenane 78
Creating @ 10Cal SIE.....ccoveeiiviiiieeicineeetresesi st sreseeen e et st se e et s b e bbb e b sab b sab e e smne 79

3 Laying Out Web Pages..........cccuurnueee teeeresssnnsnnsnsasssassnses R veesssereess 89
About page layout 90
Using layout boxes 91
Creating a layout box and 1ayout CellS.......cvureerninrrnniiicni s 92
Resizing layout boxes and layout cells .........c.ccovevrnirnininniinniniininnc s 93
Moving, duplicating, and removing 1ayout CellS........ccovvuerrieninricricerincnrcrinitsesrsiieceae 94
Aligning and distributing 1ayout CelIS.......cuuvirerceiniiiiieiie et 95
Changing properties 0f 1ayout BOXES .........cocevievviiinni 96
Changing properties of 1ayout CEIIS .......ovveeriiienrirniniret ettt seeneas 97
Converting between layout boxes and tables........covevvevreveeeiernienicinirerccre e 98
Using a table for layout 99
Using frames 101
About frames and frameSeLs.......cccvreerienriniereirrei e 101
Creating a frAMESEL .....cccvveireriieeenereeressessesesest e e st esanssseae et et enee st e e e e e sabessesbesbesbesessnsnsesnsen 102
Setting a frame's initial dOCUMENL ........ouivreereeiiiiieireretceeeceereeert ettt 103
SAVINE @ fTAMESEL.....ciiiiiicrrireirirtrrrrsenrrnrreesiest st s e st et e e st ses s besese e sbs e b e smsbssanobe s s snsonsans 104
Previewing @ fTAmESEL.........covvviieiorinreenrnenteertreerne st ecesessaeessseens s besb e sesas s s st ssbssne st sasornananns 104
Printing @ frameSsel ........cocviiiiiiieenerinenniii ettt sttt ere bbb 104
RESIZING fTAMES.c.cceveiiiiieriinnneneenrcientrsreesiest s ssts st s sasaesessasns s sesbesss sessesessserssssssension 105
Adding and removiNG fTAMES......ccvririirneiererieriiereereiresriseseteseseetsaeesesstossosestossestossssonn 106
Setting a frame's default target......c..coveceeviciiiirenini 107
Naming or renaming a frame ....oeveeeceeinciiiic s 108
Setting frame margins, scrollbars, and borders.......ccooeveeeerreciririinensre e 108
Modifying frameset dOCUMENt PIOPETLIES ....cccvvvererrervermesierestrsinrensetnsesitssrsesssessassssesseressesssseness 109
Adding "NOframes"” COMIENL......covvviiverrrireiisrercieeerieiesreesssseerasesnsetessesnesssssstosstsasssssesssasssesraones 110
Using layers 111
Creating and positioning @ IaYeT ........cocvvvviiiiiiniiiirinistieien s ssssrsssessssanes 112
ReESIZING @ JAYET....cruieiiiiriiiriiitiitnetsierit ettt bbb e as st st e b as 114
Adding content t0 @ IaYer .......ccirecuvirencmniniiiinccciei st 114



DEleting @ LAYET ...oveveeeeieeerrneeeree st reer st st sttt cas s s st n st ssa e e s b st e saes e esesenr et s steas 115

Setting a 1ayer's Z-0TAeT.......cocieiimirreriiniiintininintirnieiaesietcsresssessrsrissessresassessessesasssesaneesae 115
Setting a layer's initial VISIDILILY .eecuevurereerricrienerce et scssee e s se e soes 116
Changing @ 12YEI'S ID ......c.cecieeeeeeereiereee e et eseescete e e snte e sseseucaee st sssenessssssesassaserassensanassons 116
Setting a background color Oor image on a Iayer .......coccccriiveiemnieniniiencerteectee e e s 117
Setting borders, margins, and padding for @ Iayer.......cccceeeceereceencr e e 117
Aligning and distributing multiple [aYErs......cceeirreeeireieierrrererre e eeeeree e seseesasenssereseesseens 118
Using the Layers Panel.......ccooeceeereeecennseeceinees e scesesessceresesseseseseecsssessencssenessssosssssasssasaseens 119
Deciding which tag to use fOr Iayers .......c.oivvmniiniiniinncicrce st 119
Using floating boxes 121
Creating and positioning a floating bBOX.......cvcereerriercrnnreniinicncnerr e srenesessseesaeenes 122
Resizing a floating DOX ....ccccevriiiiinieniiniiiiiininininicsieiscsicstcsis sttt ssesesssaseas 122
Adding content to @ floating BoX ....c.cocceveeviririiiniiniriiniccnc e 123
Deleting a floating DOX ......ccocceeeuuimiricirinnniiniiiniinniiinisiietiescsssns e asesssssssssesassssassasessses 124
Setting a floating box's 1nitial ViSibility .......ccovieiviiiniiniiniiiiiinnn i 124
Setting a background color or image on a floating BoX.....c.ccccevvcenevvnecririnnercnreneceeeeenreces 125
Setting borders, margins, and padding for a floating boX.....c.cccvererreccneeieeneccrrerreeeneeenes 125

4 Basic Page Content and Formatting............cceoeeiiiiiiicisisinicccesniinisnncnsssssnnens 127
Text 128
PAragraphis .......c.ccieeieierieteiesisie e s eetetessssesssrc s er e sossee s sesseeses s assteesenseseneresseneassasasssonsseressnneenss 128
HEAINES......cocvvivieeerrieiereieteeeteiesesearassassssssssasnsuesstststsasssassssasasassesstre s babetatassetetesnsasasnsesesssnean e 129
LSS 1euvtteirveseseresessrassssesesessstssssessssssnsesaresensasaesastosesessererassstosessarsessssstetstntrtststesasesensassesessansassens 129
PrefOrMatted tEXE....iierireereirrreeeeteeereraresteeststes e s e resseae s s s st saeassesaestesesasmcosaesnessenssssesaresseenss 134
AQATESSES ...ttt et ea s s bbb s s b b s a e e e e st e e e e s e b e anes 135
DEfINition LiStS...c.cecceiiccercreceneinierieenintntite sttt sstsatestsssssse s es s sesasssesass e resassssasanssssass 136
Images 137
ADOUL WED IMAEES ..c.vevineirerriraereereireereetosisisissees sttt ssssssssasesssssersrsssssrosssnsssatsrsasnsseessias 138
INSEILNE IMAEES ...vovucvereeeeieriensesesesssrsserssesssesssessesassssssssssssssssesssssnsesssssnsessssssssssesosssansssesensaces 141
Saving a document With IMAGES ....c.c.ceverreinininiiniiiiniiininiiiiieeresarssiassesssesseesssans 145
Setting an iMage's diSPIAY SIZE v...eevrvererriricirreceteriereerieretestearcsre et estsecessssssesnsasnesscans 147
Setting an iMage's AlIZNMENT......cc.eiierrercceetcerneererieeceseetsaceteceteseesresesceseesonessesesssereesnsenen 148
Setting image marging and DOTAETS .......cccvvermieriirnieniciece ettt see s senesbons 149
Adding alternative teXt t0 an IMAGE.......eceerrrrireerrrereitrmiierest e ecrssacncss e sesneesesesessnssas 151
Specifying an alternative low-resSolUtion IMAGE .........cccevemrieeeremreenceerereercenenerencssseneesaesene 151
Creating an image rollover effect ... 152
Applying image effectS..... .ot et bens 153
Setting a transparent COlOT ON N IMAZE.....cocvvvereririrrsesimisnsiisiesesiiiairesesessesssesessessssenss 160
Slicing an IMAage INtO PIECES .....cervuiverrrrnmmrieiinictisisnest st seses s besbesnssbessansssees s e sanens 161
Changing an image's file fOrmMat........ccccoveininnniinniin e srenes 163
Hyperlinks and bookmarks 164
ADBOUL NYPEITINKS ..criivnieeeieeiriieeessenneesstsaetessiensessseetesesassenssesssassesessasensessesesnsmrscssssssnsases 165
Creating a hyperlink ......cocoicenicirniciintrnte st sa s stons 168
Setting a link's target Window OF frame.......ccivniniininiiincniicninii s 170



vi

Making a link open in @ pop-up WiNAOW .........cceveveverirernnsersenenrertecestess e cner oot esonssessessssnens
Setting a tooltip ON @ HINK ....cccooviiiiierereisieeicniteneteteesien e seare e stsscsbsssssessossssesosesens
Assigning access Keys t0 lINKS .c.couviiiiiieiicinnmsiniinnice e ssssesssesssssessssssscssasesssns
Setting hyperlink COIOTS ....coiiiiniiiiiiiiiect ettt e sessse et st saa s s e s s
Changing the destination of @ hyperlinK ..........oivoeriiiiriererienrrrerrrrrereresneeesesssesees e esesaseseness
Removing @ NYPErlinK. ... oot ee st eese s e et e s e ete e e e seese e st e ne s e s s e
Creating an iMAZE MAP .....eevereeerieimeeierierersiesiosesaniessessseseostssassaosssssestesesteaseseessessessessasnesesesasse
Opening a linked document in Edit Mode..........ccccevveveiieuininrinrnnnenerenennneeee et sseseesenneas
ADOUL DOOKIMATKS......eveieeeriirieeentirieriesectsetessesestsssstssesseseesestsnssssssesssssastesessasasssesessessesesasssnes
Creating @ BOOKMATK .....coo e e s eareaee e saesoressese e saneseene s socnns
Renaming and removing booKmarks ...........coeeeriereniennnimienrerrtieesreerseseresenessneseeseseseanae
Using bookmarks in hyPerlinks ......c.oovicieoririiniiniintineniisiennnesennsereeresraressseseessessessesesssesencns

Tables
Creating @ taDIe ..c.civveiiireierierinieneeerescnee e sese et esessresesre st ssrasessesserassnsesstensesatesersseesensentesaeenes
Selecting parts 0F @ 1Al ....c.vee et rreer e e e reerresrest et st ee e smeeare e e eeses s anena s
Resizing rows and COIUMIS ......cccoiivvircerenreereriisrnererinrerserersmsessrssaessonsesessssaceseeesessesessseneesasenes
Adding and removing rows and COIUMDS..........cceiiiimiieeercnererenrien e eeesssesassie s nsans
Copying and MOVINEG CELIS .....ocioiriiieierrereeir e resirssteseone st eeeresesesesassassesasnssssssinaes
Deleting the contents of MUItIPIE CEIIS.....cvmrvmirieiieirenrrrreeereeerenieercscseseesesasrisassessmssessessss
Merging and SPIHNG CEIIS......cecvreierirrieririrerrrirrisieertsesseesresrasnesssssessessrnsestesorssreseeseeessessereseenes
Aligning CONENt iN CELIS ..ovivirririreciiaiitestesieriesiesseseesessesanssrsnssneosnensssasesasesoesesseseesoeseesaseseens
Specifying cell spacing and padding...........c.coceeeeeeeereenrerrnrrrnicnereseeneseereseecesenresessensssensesees
Controlling the appearance of table and cell borders.........cocvoveverreecienieinennnccceecneernnnenees
Specifying other table and cell PrOPErties........cccceveriirernciecenrerrrerrerre e seesee st esnesesansneceneas
Centering or right-aligning @ table .......c...ccciiiiiieic et s
Making other content flow around @ table .........ceeveieiereenerninrrrrerceereseseeserereeaeesersseses
Splitting and JOINING tADIES ....cveueeriieiieieteceirnereee ettt sa e e s sss st e na s
Sorting and transposing tabIES ..........ceeveeeieiiiieeiesieertrsnerie st eeeesee s e assessseeresnsesesssenns
Converting between paragraphs and tables.......c..coccrricerereneniennniinninnenttssstssesessiens

Formatting content
About formatting and SEYIES........vveeeeiiieiesereere et ettt sttt e et st e e sne e nen
Applying a single-instance fOTMaL ........cccuvueriireriiienenreseeeeeenee e esteseeseesssnestessesssaseseeseeseanenne
USING SEYLE SHEOIS....uiiiiiiieitiricicieitesre et enssresr e s sne st sseeasees e e assesteaess e sertaenesatsnsearanasanaeans
Setting character-related ProPerties ........ccevevercivecieerenrnierrie e et seesee st esaesesstesesaesessesesasses
Setting paragraph alignment, indentation, and line height...........coococnininnininnnnen..
Setting margins, padding, and DOTAETS.........cccervreererrrenrnrernieerene et srsessessessessssassessenssresnenss
Setting background colors and IMAaZES......c.eevrreerierirceecnrrcetrenessesiesesassessesaesassssasssssssasnesesses
Using the FOrmatting PAnel......vee.ceuceceuerencencerceteienenenessieesensecsensessstesessssssoscssosessasssassonsasnassens
Understanding measurement UNItS ........voueceeereeeceeecreeeneserscnsessasesssssesessasssesesses resvsrarenrannee
SElECHNE COLOTS .. iviiiiiriiiienernrerteterresteeesseesessessetessensessassanssasasasasssssestesasansessassssesossencsesasaes
Copying and pasting fOTMAttiNg.........ccvveeereeverereerreierercensenenieseeeerenerecsencessssssssessesssnsssessensennens

Document properties
Setting @ dOCUMENT'S tHEE ...veuiveeeeieerieirr ettt ases e e steseeasananesesesseesassessesessseseressesseses
Specifying keywords and other meta data ..........ccocceieieeiininienienieienineeenieeceeceeseesnssissansserceeeses
SPECIfYING @ CHATACIET SBL .ecuvverereeere st cerce et esteeestee e stesesse st esee et srasaeseesassessasssnesscasneeneres




Setting a document's base URL ..ot s sse s 239
Setting a default target for hyperhinks ..o 240
Setting default docUMENt COLOTS ..ottt 241
Setting document SCrollbar COIOTS ..ottt 242
Setting a document background IMAGE.......cocveivimiiiniiiniriniriii it ssrsent s 243
Setting dOCUMENt MALZINS ...ccovemrieiieiiesiiinriintsiesieisssasrsisastsst st st st ssesarssassssssens 243
Adding Page tranSItIONS .....cccoetieriiieiriisiisissinsieiisieisrssnstesr st ese e et s b s b sressesssesine 244
Adding a background SOUNd........cocivimimininiiisiiiit s 245
Setting up an automatic refresh or redirect..........ccovvvniiininnnn 246
Specifying a cache exXpiration date .........cceccecrreriernrnrrenieenerereenr e ereseere e s e esessestesesenenes 247
Adding PICS labels t0 @ dOCUMENL........oiiuiiniiiiriiiictceicet et 247
Adding CUSIOM MELA TAXS ...ueevveerreerereeerrerererreeereereeseereerereeersares st resseseestraeststessresnssenesesasrssssoness 248

5 Spicing Up YOUr Site.....ccccciimmmmiiiiiiiicirrsserirnseseeseeennessena R 251
Adding multimedia objects 252
Inserting video and audio fileS.........ccoviiniiiiiniiiiiiii s 252
Inserting Flash and ShoCkwave 0bDJECtS.....c.civienriimicnicririnniicenceseses s 255
Inserting other ActiveX, applet, or plug-in ObJECES ....c.ccvvrvrrrieserniresisorinirireniseseseersneseenins 256
Using Smart ClipArt 258
Inserting a Smart CHPATT IMAZE ..ottt sersrsserssssssass 258
Modifying Smart CLHIPATE IMAEES ...c..ciivriniriniriciicriinirsrisensssisnesesessesassssssersssssssassssssssssrsss 259
Converting a Smart ClipArt image to an ordinary image .........coceeceeeceecrecreerrerecseenerersesssneenes 263
Managing SMAart CHPATL ..ottt s ssesssasessassssions 263
Using Flash Buttons 265
Inserting @ FIash BUtON.......occiiiiiuiiioiieeeecree et esrei e seeseeseseeesecesesee et nesesesasaaeaasssaneas 265
Editing the text of FIash BUttOn.......cvvvcvicriecrinerniecirneriisiesssisissssiessisstssissssesssessosessssseneees 266
Resizing @ Flash Button ..ottt et ssssessstssseststessssassssesasessesasen 266
Changing the background color of a Flash Button ........cc.ccoiiiieiiininninncniiesnnsennsecsieceneeen 267
Creating a hyperlink on a Flash BUtton ..o scsnesennececsesesesenecsveeas 268
Importing Flash files into the Flash Button library..........cccociiiiniinnnieciiccniniencnnes 268
Using themes 270
ADOUL tNEIMES.....veiiiiieiierterereterrei ettt sab s bbb s b s b b s aSab s s e i rs o b s s btns 270
APPIVING @ thEIME Leveiiuiiiiieietre ettt sre st s es b e ae e se sttt s satsb st s s bane s e e st saenons 273
Creating @ New theme .. .. ittt s st e st s csse s s b eaas 276
Editing @ themie. ...uiuieiiiicieeee ettt sttt s s s b e et st s asse st s saenrenane 276
Creating photo albums 281
Using the Photo Album WiIzard.........ccoccoviiioinriiinntrtrsicteccce st sse st ssse e s sressnns 281
Understanding photo album SEYIES .....ceeeieiieertiiieereriercireeiseseeectneesasaeeesesese e sesosssessensesseses 283
Advanced photo albUum SEHINES.......ceveereeeeriiririerieriaerneestereneeeneeerencerentteeseresanerasesesessesseeenee 285
Adding JavaScript effects 288
USINg the SCIIPt WIZATA ....cvveveriieirrerereeenienrcneneeesesnsnerstsrsstesisiessssesisssssssssessasssssatesesssssssasens 289
Working with aCtions and EVENLS.......c.ceeeiirectieeirinecrreasentecrenienecniesesst et esearesssesssssesesssessosaes 304
Creating tIMEIINES. c.vcviuviitiereereeerenseens et es et riceieete e esees e et esacasest et et estonasattsanaseutstnsasentestoness 316



Adding interactive features 323

Adding a fOrUIM 10 YOUL STE..cuvrvrcrrreeriecece ettt esess st ssssssrsbs s s sre s 323
Creating Web fOrmmS. .....cococviirenerereeeserren et es st be et sttt st e s st enessaesaenessnnonis 325

6 Working With Sites.........ccceeenriniiiisiieceenrennae deeeereanreretsaetaaa e e reesssaanns 339
Planning a site 341
Planning a site's fOlder StIUCIUTE ......ocevumeeririicetc sttt s aans 341
Planning a site's 108iCal STUCIUTE ....c..covrmrtrnieririereerriiinicne st 342
Creating a local site 344
Creating a site with the Site Wizard............ccovveniricnininnc e 344
Creating an empty L0Cal SItE.....ccvreeerrererrrerrrcrrrrerecreresiiiiiiti ettt sttt sssssane 346
Adding files and folders to @ 10€al Site.......ceereerecrecerirniniiir e 347
Moving and removing files and folders on a local Site .......covviiiriiiiiiniiinnnciccc 348
Saving a local site as a site temMPlate......ccvovrereverennrnii 349
Importing and exporting sites 350
Importing a site from the local file SyStem........cccocovvnnininninniinincicee 350
Importing a site from the Web........ovvecriiiceerrrinici s 351
Exporting and importing a local site to/from a zip archive..........cccccoccevniininnnnninnniienins 353
Site structure and navigation 355
BUilding the SIte trEE ......cereeeeerercerreerrreere st r ittt ettt esn s e s ast e nst s enesnens 356
Adding dynamic navigation bars and trees...........ccecceveverneinninceitininircsr e 365
Adding dynamic page bBanners.......coceererrnrcrnncintesecerenreereeeeseneesessssnsssssesnsssnsess s 375
Using the site library 377
Collaborating on a site 379
S0oUTCE CONIOL DASICS .eeviveriietreiirieieectntee ettt e et st st be et et e be et e et st s bess s e sbsasa s sasdsas s 380
Connecting t0 @ SOUICE CONIIO! SETVET ... .couiuiriireireieeeeteseeerieeere et e seeros e s sasabe s ssss s sns s saein 381
Adding files t0 SOUNCE COMIIOL.....ui ittt ettt et s stsae st e e st sas e a s an 382
Checking files out and back iN......cooueciiiiiiiicecccie et 383
Retrieving the latest versions 0f flles......cocviieeiierinrirneneenereneciereseneeesresisscesssessssans 384
Removing files from SOUTCE CONIOL........ooiiiiriiniiiiiciieeriricintnsitcniee st 385

7 Publishing and Maintaining a Site............. S ceerestesteeeesssssnranaea 387
Defining remote sites for publishing 388
Defining a remote site USING FTP .c.ococviiiiiinininiiiinniiiiiiioiissssiesss s 389
Defining a remote site using Windows file COPY ....ccccervrerrrreccrierernrimrsrcr s 390
Quick publishing 392
Preparing to use Quick Publish.......ccccciiiiiiinviiiniiniiiiiiccinnistiectctere e 392
Using QUICK PUDBLISH ...ttt et se e sbess s e sa s s s 393
The Publish window 394
Understanding Site Mode vs. EXplorer Mode.......cc.cooevreeirccenenreicrcnniiisnininsn e, 395

viii



Selecting files for publishing.....c.ccovivmiiiiiic e 397

Uploading t0 @ TEMOLE SIE....ccerverrrererrcerrerrsrercneernerserisetsesnsssenseesesessesssassessnssesesssesmesasensassssons 398
Downloading fTOm @ TEMOLE SILE .....evirreerrcecerecrrcerentesisinsrenrreeeresssstoststessssssncaeenneronsecsnnsensones 400
Deleting files ON @ TEMOLE SIE .ecuecerrrerrrerrerrercereeenenercresresernerenrsrescessiesisstssssssstencacssncessarsssessases 401
Changing access permissions of remote files and folders ........ccoeveicnerieninncncrnrnnreercnncecinns 401
Opening and saving files directly on a Web server 404
Site maintenance 405
FINAINE FIlES..c. ettt csess st ts s st s s aesaenasasasasneon 405
Finding and replacing text throughout @ Site .......cccciniirrernninnininrieen e cestsieecssssanns 406
FInding BroKen HNKS....o.uveeveicernieceiieer et enessssssssnssssssssesneessmessssssenss oress 409
Finding orphan fIles......coueevrvereiirreinience ittt st ssise st ssere e seeresssnemeesusasne 410
ChecKing eXtermnal lINKS c..eeeeerecreireniiirnererccreertti ettt cecrensssistsstssssssrsssesennssoessassesssssssssens 411
Changing character sets throUZhOUL @ SIte .....cccceeurrreciiencrnreici e creseiesessssisees 412
Changing hyperlinks and file names to JOWEICaSE.......cvierctrinireriiiniiiirreisessieeessrssessones 413
VIEWING @ SILE TEPOTL eveneeeeieiremisriire e tstessssestsstossermoncassaessssssssssssssssrsssnsessessenssessassanes 414

8 Advanced Techniques ............. . crrrseriesanenn cerrenne S, ceererane .415
Reusing content 416
INNNE fTAMES ....ciiirterii et sa s e s 416
Shared CONtENt BIOCKS. ......ccccurvvecerrerrrirernrercnsreereeecensornmieresreesesscseesssacsessssessssnsarsmeesasscseeneessessss 420
Creating and managing shared content blocks .........coeeerivreeccrrcnecnmineinsieeeenceeeccereeneases 420
Inserting a shared content BlOCK ........coicemeeceviincciiiiiir ettt 421
Editing and updating shared content BlOCKS .......cevvvciiiicenrnronernniniicrisicenenreseniecsenenssones 422
Converting shared content to ordinary CONtENL..........ccuuiererreereiireriiriiessee et renserosses 422
Server Side INCIUAES .....ccouiiiicec ettt st s a s e na e 423
Inserting the contents of a file 0N the SEIVET ...t secsereaens 424
Inserting the value of an environment variable ...........cooveiiinincniiiniccrciecseseneas 426
Controlling the date-time format for an echo command..........cccccvvvrvernrinsiiininiennrseennnns 428
Creating database-driven documents 430
Introduction to database-driven dOCUMENLS.......c.ccvreerereererersienieristeriereereentestateensestoseresssosencen 430
Supported document standards and database connections........c.c.ccecveverierecrnnennieniicnicnneennecneen 432
Requirements for using the Database Wizard......c.ccceeccievveinnornininiesncsniessennisnisisescessecscssoses 433
Setting Up an ODBC data SOUICE......cccceiriiinisserinieriiistseesisssisesssresesissssensssssssssossossesassesassssess 435
Overview of the Database Wizard..........ccoeeiieiieioiininininininicnnsie st sesteaessensesseesens 435
Creating an output bloCK ......e.vovmiiiiiiiiii s 437
Creating an input BIOCK ......coimricniiniiiiiinin et s st s ases s srene s 452
Joining fields from two or more database tables ..........ceveeriericrniesienmiennennenminsenseesonsessseseees 458
Using parameters with database-driven dOCUMENLS........ccoemeriieiivienreercnenmmsiiastessessnsrsenconsces 460
Registering a parameter.......cocuveiimnniiiniinirisneneesissnsrsiienes rrtetresreeeatrssnesaensens 462
Filtering and sorting database records ... 463
Working with block elements..........covviiiiiiiiiiiree e 466
Modifying BIOCK PrOPETLIES «c.viruruerueerereeeerecerceressreteetrrtresstessstnsscnsosssssussssnssussisssssnassaesaces 476
Formatting database-driven CONtENt .......c.uvciiienerniinenniiicnsseiis st srsss e 477
Adding static content to a database-driven document ............cccuvumrereeninicninninnii e 478



Importing Excel worksheets 480

Importing an Excel worksheet with HnKing .........e.cceeervniceerninmnininicnncreesnesiciennenne 480
Importing an Excel worksheet with embedding...........ccoevcenuvniciinnninisnccecans 481
Importing an Excel worksheet as a static table .......ccoucvuivvenevncniniiiccnccnicenene 482
Creating charts from table data 484
Using the Chart WIZard ........ccccceomneviirnseniriiieerericesistsisenssisssssssesisisessssssssssssssssssssssessas 485
Modifying Chart PIOPELLIES «...cccvrverericnenensiiiirisisinesesssesisisnsssessesisssssasssssesssssassssssssssssnssassens 487
Understanding Chart tyPes........cccccvercrrciinininiicneensscssssssesssssss s ssssssssssssssssssssessesnssssesssans 491
Working with source code 506
Working in HTML MOE......coirrrcceininriniiinnrcncstsstssiierosessisisssssesiessesssessssssnsssssssssssne 506
Validating SOUICE COAC......covierimerirreieeeiree e eeenteresse s et s e s st e s s nesses s ssns s esbssasan s s sae e 508
Cleaning Up SOUICE COUE .....cocuviumrerrrrrnreerrresireesreertesterassressesesseestsstsesesesssssesstossesessssssssnersesnssses 509
Editing XML documents 510
Working wWith XML €lEIMENLS ........cvererienroriereeerieecrrrarsenieessesersesssessestsseesessssssssssssssssssesssene 511
WOrking With @ttrBULES ....cc.coveereirirircrnce et ce e stere e eeeesre et scs e sbeste s srassasasnasaesen 513
Previewing and validating an XML doCUMENt .......cc.cccvurierrrniiininicieinncneccersessenesseeseccneneas 513

9 Appendices....... tessnsisnnssseneennaaens cessrsnsessnnrrnannnnns crssessssssstreseeerereraasaneeaeeteenienas 515
Miscellaneous features 516
KEY MACTOS .ttt sttt b b s b e s e s s besbebs s eanan 516
AULO COITECL ..euveuerrerereceeeieiereertessenteteesesstasesste e sareses e satestosensassansssasssessssstsssssesssestessesansens 518
QUICK INSEIL...veirnieieeei et reretestetrte s e esee e e essnssnessassesssasesessasstnsereenceosestssaassesmesssossasasssens 519
SPEIL ChECKING ...eceeeeeeierieirieec ettt st be s s s s b et s e n s s b b saene 520
SeNding €-MNAil....c.coiriieniiniiiicctiere et e s 521
Opening Microsoft Word dOCUMENLS..........ccccueireerecrenrecernesiictnisisisiensicnrnssssssssesssesssssessenses 522
Document outlines and tables 0f CONLENLS..........ccecerriririeirceirinen e 522
ThHe eQUATON EAIIOT ... .eieeeeiereeierierterrerrereee st e aessesaes e saesneesassesatsssensessessensessasnaserentesssnsessesnne 524
Special character OPEAtIONS........ccevveiririetiiirenerreerecteere sttt cesb e bssessssns e ssrsasssns 525
Utilities included with Namo WebEditor 526
INAMO CAPLUTE ...ttt ettt st etsae e sbes b e r e se st sat e s b e sasssass e s e se s s e st sssrnosssnssessnsasnes 526
NAMO GIF ANIMALOL ......ccviiieimiieiieireninririteieestenteacesuescencsestossssssessissssisesssssssesssssressssnsens 529
NAMO IMAZE SHCET ....ueeeieerereererterteeiesee et e e eresresae e sesbessssas e s s senssesesbassssssonsessansessne 534
Keyboard shortcuts 541
Index.................... eeesnnererernnesenenans tesssssransesnnnsnnnnans cessssssssrennnsannrarnens SRR - ¥



1 Before You Begin

In this section

About this ManUal........cccceveerermiiiieeeneerriiterrermeetstesiseseessersacassesesne p-2
SYStEM TEGUITEMENLS ..ueveereeiriitssireeesrere st st beb st e essocaesstseseneesenenn p-7
Installing Namo WebEditor ereeereererete et et e st e e setse et tensssasens p.8
Getting technical SUPPOIL ...c..c.cccrcierernsinerreeeiesisneecesessasenesenenesssesesaeses p.9

What's new in Namo WebEditor 6..........ccorienierniniccniiencennicnnisnennens p-10



Namo WebEditor 6 User Manual

About this manual
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How to use this manual

How the contents are organized

The manual is organized into sections, 2 maximum of four levels deep. The top-level sections divide the
manual into the broadest topics, while successive levels are progressively more specific. Here are
descriptions of the top-level sections:

Before You Begin: This section covers things that are helpful to know before you begin using
Namo WebEditor. It also includes useful information about the help systemn, such as the page you
are looking at now.

Nameo WebEditor Fundamentals: This section contains the most basic information about using
Namo WebEditor, including an introduction to Namo WebEditor's user interface and information
about working with files and sites.

Laying Out Web Pages: This section is all about page layout—how to use features of Namo
WebEditor to lay out visually interesting and user-friendly pages with the minimum effort.

Basic Page Content: This section deals with the basic building blocks of Web documents, such as
text, images, tables, and hyperlinks. It also covers various ways of formatting content.

Spicing Up Your Site: In this section, you'll learn about tools in Namo WebEditor you can use to
go beyond the basics and add exciting features to your sites, such as JavaScript effects, photo
albums, and discussion forums.

Working With Sites: This section covers in depth the concept of Namo WebEditor's "local
sites"—how to create them and how to use them to make organizing and navigating your Web
sites easier and more powerful.

Publishing and Maintaining a Site: This section talks about publishing sites to the Web and
managing them with Namo WebEditor's site maintenance tools.

Advanced Techniques: This section includes topics that are geared more toward experienced
Web authors—such as database-driven document design, using shared content, and working
directly with source code.
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o Appendices: This section is a catch-all for topics that don't comfortably fit in any of the other
categories. It covers miscellaneous features of Namo WebEditor and includes a list of keyboard
shortcuts and a troubleshooting FAQ.

Typographical conventions

The following typefaces and symbols have special meanings in this manual:

Program text
Words and phrases found in Namo WebEditor's user interface, such as menu items and button
labels, appear in bold MS Sans Serif.

Window titles
The titles of windows and dialog boxes appear in bold Trebuchet MS.

Keystrokes

Keystrokes and keystroke combinations, such as Ctrl+E, appear in Arial.

Code examples

HTML and other markup or code examples appear in Courier New. Block examples additionally
appear with a light background color.

‘:] Note

':-‘_l:] Browser note

C) Tip

Notes, which contain important information such as warnings; browser notes, which contain
information about a feature or function's compatibility with various browsers; and tips, which

contain helpful supplementary information, all appear in italics and with a distinctive icon in the
left margin.
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Glossary of common terms

attribute

Technically, a piece of information that modifies an HTML element in some way. An attribute
consists of a name/value pair in the form name="value". For example, in the tag <table
width="400">, the width attribute specifies the width of the table. The term is also used
generally to mean any quality of an element that can be controlled by an author (aside from its
content).

author
Someone who creates documents. A Web author is someone who creates Web documents.

block element
An element that is displayed with automatic line breaks before and after it.

container
An element that contains other elements.

element

The basic building block of an HTML document. An element generally consists of some content,
such as a paragraph of text, and a pair of opening and closing HTML tags surrounding the content,
such as <p> and </p>. Elements can contain other elements; for example, a paragraph (<p>
element) can contain a hyperlink (<a> element). Empty elements have only a single tag and no
content; an example is <img>, which causes an inline image to be inserted in the document.

inline element

An element that does not have automatic line breaks before or after it. An inline element is always
contained in a block element.

insertion point
The blinking vertical bar that indicates the point in the current document at which content will be

inserted or deleted. Also called the "cursor".

intranet
A private network that uses the same protocols and file formats as the public Internet.

local files and folders
Files and folders that reside on the local file system.
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local file system

The collection of all hard drives, CD-ROMs, and other file storage devices connected to the user's
computer, as well as any servers on the local area network.

local site

A collection of documents and resource files that exist in a local folder, are intended for
publishing as a Web site, and are managed with Namo WebEditor's Site Manager.

markup

The parts of a document that control the presentation of content, as distinct from being content.
HTML markup consists of fags that tell browsers how to organize or format the content within
them.

parent container
The element, frame, or window that immediately contains the current element.

pointer

The arrow or other shape that moves when you move the mouse, indicating where something will
happen when you click the mouse button.

property
Commonly used as a synonym for attribute or to mean any quality of an element that can be
controlled by an author (aside from its content). Technically, however, a property is a quality that
an element or class of elements can have, which is defined in the Cascading Style Sheets (CSS)
standard for formatting Web content. Color, width, and border are examples of CSS properties.

remote site
A collection of documents and resource files, on a Web server, that constitute a Web site.

root folder

The "home" or top-level folder of a local or remote site; the folder that contains the site's home
page or main index file. A root folder may contain subfolders in addition to documents.

tag
A unit of HTML markup, such as <p> or <img src="example.gif">. Most HTML tags
come in pairs of opening and closing tags that surround some content; for example, <p>This is
a paragraph.</p>. The combination of a pair of opening and closing tags and the content in
between them is called an element. A tag may contain one or more attributes, name/value pairs

that qualify the tag in some way, as the src attribute in the <img> example provides the location of
the image.
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temporary document
An open document that has never been saved.

user
Unless otherwise specified, "user" refers to someone who views your documents in a browser.
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System requirements

The following are the system requirements for Namo WebEditor 6:

Minimum Recommended
Operating System Windows 98/Me/NT 4.0 Windows 2000/XP or newer
Web Browser Internet Explorer 4.0 Internet Explorer 5.5 or newer
CPU Pentium 166 or faster Pentium 266 or faster
Memory 64 MB 128 MB or more
Free Disk Space 50 MB 135 MB or more

Display 800 x 600, 256 colors 1024 x 768 or larger

In addition, if you plan to create dynamic documents using Namo WebEditor's Database Wizard, you must
have Microsoft Personal Web Server (PWS) or Internet Information Server (IIS) installed on your
computer, as well as access to an ODBC-compatible database. PWS is included on the Windows 98 setup
CD. 1IS is included with Windows 2000/XP.
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Installing Namo WebkEditor

To install Namo WebEditor from a CD-ROM

1. Insert the Namo WebEditor CD-ROM in your CD-ROM drive. In a few seconds, the setup
program should start automatically.
2. Ifthe setup program does not start automatically, do the following:
1. On the Start menu, click Run.
2. Type D:\setup.exe and press Enter. (Substitute your CD-ROM drive's letter for the letter
D)
3. Follow the on-screen instructions in the setup program.

To install Namo WebEditor from a downloaded setup file

1. Double-click the downloaded setup file.
2. Follow the on-screen instructions in the setup program.
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Getting technical support

Generally, your primary provider of technical support for Namo WebEditor is the master distributor of
Sejoong Namo Interactive's products in your country or region. Please find the appropriate support contact
for your country or region on our Web site at http://www.namo.com/company/contact/world_contacts.html.

You can also get help directly from SJ Namo Interactive. There are three ways to submit a question to
our technical support team:

e  Post your question on the Namo WebEditor Support Forum at
http://www.namo.com/support/board/. This is the preferred method. You can choose to post either
publicly (your question and our response can be seen by all forum users) or privately (only Namo
support staff will see your question and respond privately). Please note that you must register your
copy of Namo WebEditor online before you can create a forum account and log in. To register,
please visit http://www.namo.com/support/register/.

e Send us an e-mail at support@namo.com.

e  Fax us at 781-279-1301. Please address your fax to "WebEditor Support". Note that
long distance charges will probably apply.

Before contacting technical support, we suggest that you first check the Namo WebEditor Knowledge Base
on our Web site and the troubleshooting section of the Namo WebEditor online help. To search the
Knowledge Base, go to http://www.namo.com/support/webeditor/. To view the troubleshooting section in
Help, press F1 and click Troubleshooting in the Contents pane.

In addition, you can easily check for program updates by selecting Namo WebEditor Updates in the Help
menu. You must be connected to the Internet to check for updates.

Please do not contact SJ Namo Interactive regarding non-technical issues, such as product delivery

and billing. You should direct such questions to the reseller from which you purchased Namo WebEditor or
the master distributor in your country or region. If you purchased Namo WebEditor through our online
store, please visit http://www.digitalriver.com/dr/v2/ec_MAIN.Entry117SP=10107&PN=1 for a list of
support options regarding your order.
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What's new in Namo WebkEditor 6

A list of the most important new and improved features of Namo WebEditor 6.

Document editing

The Formatting panel..........ccvvnnnenicncnnes p.11
Simultaneous SOUTCe VIEW......cooervirmeenencsnns p.11
Tag Selector....uu it p-12
Shortcut Bar......coiviceriinicinnincicrccinens p-12
Improved InSPector........cuvvvcrereccrerconcnnine p.13
New style definition interface.......cocneeveenes p.14
User-created document templates................. p-16
iframe support p-20
Floating BoXes.......cccuvmcemeriiiveinsicssnsimnnianans p-21
Improved Smart ClipArt editing................... p.21
Improved Color Palette........ccccovneeicvnnninns p.23
Image bullets . p-23
Custom scrollbar colors.......cueerieveernrcicanns p.25
Assigning class or ID....c.oouvviiivnicnnnerieninnne p-25
Improved find & replace......ccoueecrrcccerncnces p.26
Media Wizard.........coouee. p.26
Preview in more browsers......ccccccoceevrnvennennne p.27
Scripting
Table cell rollovers . p.24
Popup control cookie Script .....c.cceevveiverncnan. p.24
Custom SCript SUPPOT ...c.crvermeeerererrereesiverunnene p-27
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Site management

Find Files command..........ccooovvniiiniiniinnnnnns p.13
CSS-based Themes.........covvivrecrrnesresevinnns p-14
Site asset library

User-created site templates.........cccoceviicennnns p.16
Improved site tree VIeW .......cccocceeecirniinicnnns p-17
New node types for site trees.........ccocoeueneee. p.17
Zipping local sites for import/export............. p-26
One-step zip & e-mail resource folder........... p-26
WebDAYV Support........ccoeeveeneenenmieniieniaecnnns p-27
Publishing
Quick Publish ..o p-18
Mirror Upload & Download.......cccccvumeuruenncs p.18

Opening and saving documents directly

from/to a Web site ....ccoevrnirnniiiiininnd p-19
Selecting linked files for publishing............... p-25
Advanced features

Shared content blocks........ccocvvvuiinicisnencinens p-15
SSI support p.16
Online HTML/CSS reference........ccoccoeeucnsd p.19
More source verification options....

UNC-format hyperlink support ..................... p.27
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The Formatting panel

Use the Formatting panel to quickly apply heading levels or custom styles to | | ¥4 Fomatting -
text content. With the Formatting panel, you can: Cleat Fomating ~
e apply a custom style to the current paragraph or selection with one click Head ing 1 .
¢ add or modify a custom style Heading 2 A‘ f
¢ add a custom style based on the style of the current selection Heading 3
A
e change a normal paragraph to a heading, or vice versa, with one click ' Hea ding 4 2
o change the default style of headings A§
Healing 5 A
The Formatting panel appears by default on the right side of the main Hauding ¢ A
window, but you can move it as a floating window or collapse it so that only Flutty

its left border is visible.

e
Delete

Corsiva )

See Using the Formatting panel, p.227 usu = _
List2 =y

GrZa. &

Simultaneous source view

You can now split the document window into Edit and HTML panes, making it easier to go back and forth
between visual and source editing. Changes in the Edit pane are instantly reflected in the HTML pane.

E D:workwescratch\noname1.html Q@@

foenfB [

[lorem ipsum

.

lorem ipsum |

1.

8 <body bgcolor="vhite” text="black” link=" A
blue” viink="purple” alink="red">
9 <teable border="1">

‘

A 10 <tr> i
b 11 <td vidth="150">lorem FEFM</td> —
12 <td vidth="150">&nbsp;</td>

i 13 </tr>

| 14 <tr>

-

N\ Edt }\ Edit & HTML A HTML

See Viewing Edit and HTML modes simultaneously, p.34
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Shortcut Bar

The new Shortcut Bar provides one-click access to some frequently-used
commands to do things like publishing a site or inserting a Script Wizard effect.
The Shortcut Bar appears on the left side of the main window and is collapsible.

See Toolbars and the Shortcut Bar, p.36

Tag Selector

Genetal

se:
@ \"1:/.

™

Insert
Advanced

VRN VLY

10
11

|12
1<

<title>
</head>
<body>
<p styl
elit. 2
Suspenc
est. Cr
laoreet
ipsum n
condime

Lorem ipsun
malesuada it
posuere et, 1
Nam laoreet
orci Maece:
ipsum neque
sollicitudin. £

ﬂ.l.‘ﬂ". ‘.
[N Edt \Edit &

L. 2.l

The Tag Selector appears in the lower panel area whenever you are in Edit mode, revealing the HTML tags
of the current element and its ancestors. Click a tag to select the desired element. Right-click a tag to access
a pop-up menu of actions for the element. If an element is a member of a class, the class name appears with

the element name.

A

L - .
| €% TagSelector
<body> <table> <tr> <td> <p> <span.boldish> <a#namolink>

b

What a beautiful day te be autherin
documents!

Edit A Edt&HTML A HTML A Preview /

[*] Results T3 Times Remove Tag tor
View Source

Press F1 for help,

Properties...

See The Tag Selector, p.40
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Improved Inspector

The Inspector now show properties for many more element types than in the previous version of Namo
WebEditor. It now supports virtually every element that you can create in Edit mode.

nspectoratver Rl > . ()
10: iayer i Badkground: heavengt T _@]D

yoan 207 x 210 l vebky [Odsx ] Zwde: T [ Uamg<AVERS BR

Boge: 20 X 08 | oo AT g crgowiH

Find Files command

Use the new Find Files command to find files in a local site or folder that match a specified file name
pattern.

See Finding files, p.405
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CSS-based themes

Namo WebEditor's themes now use Cascading Style Sheets (CSS) to define the formatting properties of
various text elements, such as headings, paragraphs, and list items. You can edit any of these CSS
properties, giving you more control over a theme's appearance.

TREMEPrOPERtIEs ..o .. o ookitibomiion dihatskd

SW‘ Charactet I Paragyaph Borders & Background I
Document
Headng1 . v v -Properties — -~
Headng 2
List 1 > - - Style:
List 2
Table . i.xexatist  CXRMER0 Color;
Cel
Header Cel Widh
Naormal Hypesfink. .
Visted Hypedink, > P Margine
Active Hyperink :

Hover Hyperink A A Paddng

Bannet —
Hoizontal Button Sgectar | 1o

Vertical Bult

Beuie‘:‘l . Background - e < e
Bulet2
Cool Icon
HA lrnn

'y

1 A |

See Editing a theme, p.276

New style definition interface

Namo WebEditor 6 has a completely redesigned interface for defining CSS styles. The new Styles dialog
box integrates selector and property definition in one screen, and organizes available properties into three
intuitive tabs: Character, Paragraph, and Borders & Background. New controls make defining borders and
other properties easier than before.
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~ r— ey

Defred Shhes: Oharacter | Poragrach  Borders & Background I

, . — ~ Pioperties

:M - - . Siyle: Dot v

e i m—

Hiced wor 5 e ]
Moge [T s <]
Betdoz 2 Hlem ]

SelectAl |
Backgound
{mao [u'owm Ewwxo...'Opp’om-
nog ) |
Save As External Fis Cancel

See Defining a style, p.213

Shared content blocks

A shared content block is an HTML fragment that you can insert in many documents while keeping the
shared block's source in a separate, special file. When you edit the shared block in its source file, every
copy of it in other documents can be automatically updated with one click. Shared content blocks are great
for page elements that are repeated identically on many pages and yet change from time to time, such as
top-level navigation bars and page footers.

opyright (c) JoONg o Cin

0 Cory
Y pasts
33 Make Cell Acllover...
HR Iable Propetties...
A Cel Propertios...
X3 Select Table
Fi] SelectCett
Table >
a Document Properties...

Tel J Clntot BiotRy
Update § d Contert Block
Elatten Shared Contert Block

See Shared content blocks, p.420
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User-created document templates

You can now save any HTML document as a template and store it in the Resource Manager, along with
factory-created templates. Since templates are saved as MHTML files, images and other resource files are

saved right in the template.

See Saving a document as a template, p.64

User-created site templates

You can now save a local site as a template for use with the Site Wizard. Namo WebEditor preserves every
aspect of a site when you save it as a template, including the site tree, style sheets, images, and other

resource files.

SSI support

Namo WebEditor 6 supports inserting Server-Side Include (SSI) commands in Edit mode. An SSI
command instructs the Web server to insert some content, such as the contents of an HTML file, into a

Web page when it serves the page to a browser.

See Server-side includes, p.423

Site asset library

A new Site Library panel acts as a library of all the resource files,
documents, and hyperlinks in use in the current site. Quickly insert images,
shared content blocks (p.15), hyperlinks, and other items into your
documents by simply dragging them from the library.

See Using the site library, p.377
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| & Site Library -

RO LB

Name / H ize l falt

[} collapsed.git [Image Files| 1KB :

(3} expanded git 1KB.

(3} nth_gridpad_bg gif [
nth_theme_vector_a... 1KB

(2} bulet1.git 1K8B

() bullet2.git 1XB
nav_42_contact_sh.... 2KB

E,ﬁ nav_42_contact_shr... KB

a nav_42_contact_sv.... 2KB

ﬁ nav_42_contact_svr... 2KB

a nav_42_contact_th.gif 2KB

a navy_42_contact_thr.... 2KB
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Improved site tree view

The Site Manager's site tree view by default now uses larger document icons that show both file name and
navigation name. The tree can be toggled between large icons and small icons, and it can be shown either
horizontally or vertically. In addition, a thumbnail representation helps you navigate a large site tree by
dragging a box over the part you want to see. There is also a new command to capture the site tree to an
image file.

o Ste Tree

1

{3 Widgets

e —

(3 Gewgaws

(3 index html [L (3 Suppon

1<,

See Site structure and navigation, p.355

New node types for site trees

Namo WebEditor 6 supports four new node types for insertion in site trees, in addition to the traditional
document and external link nodes: ;
e Shortcut nodes are "virtual” nodes that link to document nodes elsewhere in the tree.

s  Folder nodes are special nodes that represent subfolders in the site. When you drag a folder from
the file list to the site tree, Namo WebEditor creates a folder node and child nodes for all the
documents in the folder.

e  Forum nodes are a special type of document node. A forum node represents a document that
contains an inline frame linking to a forum page.

e Temporary nodes act as placeholders that reserve positions where you will add document or other
nodes later.

In addition, new commands in the Site Manager let you quickly insert document nodes for empty
documents of specific types, including HTML, ASP, PHP, JSP, and plain text files.
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See Building the site tree, p.356

Quick Publish

Use the new Quick Publish command to instantly upload selected _—
files to your Web server with one click. [7 Enable Navigation

See Quick publishing, p.392 Flatten Shzred Contents

Mirror Upload & Download

When you use the new Mirror Upload command in the Publish window, Namo WebEditor automatically
uploads the selected local items to the same place in the folder structure of your Web server. Mirror
Download does the same in reverse.

i~ [gitree bmp 935KB 2003/04/23 18:15

H
l;-. B 1D 2002 /M1 7 189

See The Publish window, p.394

Publishing to a local or network folder

If you have a Web server running on the local computer or a server on the local area network, you can now
specify a local or network folder as a remote site for publishing using direct file copy rather than FTP.

Remote Site Settings

Site pame: [Locathost Type IWn32 vl

{ Local/Network Target Information

Pathe I&\Inelpub\wwwroot\ | Browse... I

See Defining a remote site using Windows file copy, p.390
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Opening and saving documents directly from/to a Web site

Chapter 1: Before You Begin

New commands let you open a document from and save a document to a Web server directly, without

having to download or upload it through the Publish window.

Prr oD sery e Rt el 3
Remote site:  Jmembers ~] _I e 3 i
Mama | Size | Modified |
Baihan 2003/03/14 11:22
Ellndexhim KB 2003703724 1413 i
Fiename:  [indexhtm Open
Cancel

See Opening and saving files directly on a Web server, p.404

Online HTML/CSS reference

Namo WebEditor 6 includes a handy online HTML/CSS reference. To open the reference window, Press

Shift+F1.

More source verification options

Namo WebEditor 6 can now validate a document's source code against the XHTML standard and check it
for compatibility with several distinct versions of the most popular browsers.
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(vootywes &

HTML version
€ HIML 20 € HTML 1.0 (Strct)
C HIML22 € XHTML 1.0 Loose, Tianskional, FrameSet)

€ HTML 4.0 (Stict)
(& HTML 4.0 (Looze, Transdional, FrameSet)

N Check browser compa
™ ntemet Expiorer 30 I~ Metscape Navigator 30
™ Metscape Mavigator 4.0

I Intemet Explorer 4.0
W Neticaps Navigst 6.0
M tniemet Explocet 5.0 r
F Inkemet Explorer 55 Ozee 40
™ Opwa50
F tntemet Explorer 6.0 7 Opera 60
| [114 I Cancel

See Validating source code, p.508

iframe support

Namo WebEditor 6 supports creating inline frames (iframes) in Edit mode. An inline frame is like a
window in a document, through which another document is visible.

| |
| Lorem ipsum
'=| dolor sit amet,

; consectetner
ndipiscing elt.
o, &  Aliquam mi
= “"‘l:,j est, sollicitudn
i v 120 sed, malesuada

._— .- ~ ...__,v,v,. .
mn, adipiscing a, purus. Suspendisse id lacus.
Donec neque est, accumsan non, posuere et,

See Inline frames, p.416
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Floating boxes

A floating box is a container that is aligned on one side of a content block, and around which other content
flows. Namo WebEditor now supports inserting floating boxes in Edit mode.

aliqua. Ut enim ad minim veniam, quis nostrud exercitation
ullamco laboris nisi ut aliquip ex ea commodo consequat.

This text is in a floating box, | Duis aute irure dolor in
Any content that follows a | reprehenderit in voluptate
floating box "flows" around it velit esse cillum dolore eu

‘| fugiat nulla panatur.
as a stream flows around a | g, conteur sint occaecat
rock. Of course, rocks don't cupidatat non proident,
float, unless they're very sunt in culpa qui officia
small, but what can you do. | deserunt mollit anim id est
laborum. Lorem ipsum dolor
sit amet, consectetur adipisicing elit, sed do eiusmod tempor
incididunt ut Iabore et dolore magna aliqua. Ut enim ad
minim veniam, quis nostrud exercitation ullamco laboris nisi
ut aliquip ex ea commodo consequat.

A floating box example

See Using floating boxes, p.121

Improved Smart ClipArt editing

Namo WebEditor 4.0 introduced Smart Buttons, ready-made vector-based images that you could customize
with an integrated Smart Button editor. Namo WebEditor 5.5 extended Smart Button support with an
external application—WebCanvas—that offered more powerful editing features and a new file format.

Namo WebEditor 6 goes even further by integrating WebCanvas more tightly than before. Now, when you
want to edit a Smart Button (now called Smart ClipArt), Namo WebEditor opens the Smart ClipArt
Editor—a specialized version of WebCanvas that is fine-tuned for editing Smart ClipArt within the main
application. The full version of WebCanvas is still included (in selected versions of Namo WebEditor 6)
and is still available as an external program.
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See Modifying Smart ClipArt images, p.259
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Improved Color Palette

The Color Palette now displays recently-used colors and has a menu from which you can select various
palettes, including custom color sets.

oo £ GE_ |

Il Defoutt

See Selecting colors, p.233

Image bullets

Namo WebEditor 6 supports the use of images as the bullets in bulleted lists.

Q Tlns:sahsththmagebuﬂets ‘

Image path: IJWESdocs‘souces/unagesﬁcon-b

See Using an image as a bullet, p.133
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Table cell rollovers

You can now create a rollover effect on a table cell. Cell rollovers .
are based on CSS properties. I Mozart I Becthoven l Stravinksy |

See Script Wizard: Cell rollover, p.303

Pop-up window cookie script

The Script Wizard includes a new script that you can use to set a cookie for a pop-up window, allowing
your users to "opt out” of seeing the pop-up window again for 24 hours.

]
E This is a popup window.
|

on't show again for one day

. See Script Wizard: Pop-up window cookie, p.301
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Custom scrollbar colors

You can now specify custom scrollbar colors for a document. Custom scrollbar colors are supported by
Internet Explorer 5.5 and later.

e T T T Gt

Scrolbar Colo

Preview Color properties

- B O v| migwge v
Face: _D_:J 3D light: Qlj
-
E Tiack 3 Datk shadow: !d

Alrow:

i ‘:Suonbat colors are supported only by
_— “Intemet Explorer version 5.5 and later.
Preview o

Lorem ipsum dolor sit amet, consectef”
Aliquam mi est, sollicitudin sed, ma
Suspendisge id lacus.

Donec necgue est, accumsan non, posue

Cras gravida tincidunt massa.
il e ;

Restore Defau!lsl [ ok ] comce |

See Setting document scrollbar colors, p.242

Assigning class or ID
You can now directly assign a class or ID in Edit mode to many element types, including paragraphs, other

block elements, spans, images, table cells, layers, and so forth. This makes using CSS styles in Edit mode
more convenient.

See Applying a class style, p.215

Selecting linked files for publishing

When you right-click a document in the local pane of the Publish window and click Select Linked Files,
Namo WebEditor automatically selects all the local documents and resource files to which the document
you clicked contains links. That way, you can upload all of them at once and not worry that you might have
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missed a linked resource somewhere.

See Selecting files for publishing, p.397

Improved find & replace

The Find/Replace dialog box is now modeless, so you can continue editing or selecting content while the
dialog box is open. Find/Replace now supports the special character "\n" for matching line breaks in source
code. Also, a new Match hyperlinks only check box in both local and global find/replace commands lets you
search for and replace text just within hyperlinks.

Find: | <toAnctd> ~]

[V Replace with l“"“d) ;]
Media Wizard

The Media Wizard makes it easier than ever to add video and audio objects to your pages. Once you
specify a source file, the wizard chooses the appropriate player for you. Then just tweak a few settings, and
you're done.

See Inserting video and audio files, p.252

Zipping local sites for import/export

You can now export a local site to a compressed Zip archive and import a local site from a Zip archive.
These functions make it easier to copy or move local sites from one computer to another.

See Exporting and importing a local site to/from a zip archive, p.353

One-step zip & e-mail resource folder

A new command button in the Resource Manager lets you zip and e-mail a folder full of resources in one
step, perfect for sharing user-created resources for collaborative projects.

See Sharing resources with other people, p.52
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Preview in more browsers

You can now specify up to five Web & Mz En G ek G
browsers to use for previewing your ’
documents. Of course, Namo WebEditor's

internal preview is still available.

Vi veith HetsezpeS F12

Define Browsers...

Custom script support

You can now add your own custom JavaScripts to Namo WebEditor's Actions folder, and they will appear
in the Action menu along with the factory-installed scripts when you attach an action to an element.
UNC-format hyperlink support

You can now specify the destination of a hyperlink in Universal Naming Convention (UNC) format—for

example, "\\jazz\web\index.html". This is useful in intranet sites when a link must point to a document on a
Windows network.

WebDAV support

Namo WebEditor 6 now supports Web Distributed Authoring and Versioning (WebDAYV), in addition to
Microsoft SourceSafe, for source control.
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2 Namo WebEditor
Fundamentals

This section deals with the basics of working with Namo WebEditor 6. Authors who are new to Namo
WebEditor or to web authoring in general should especially read this section.

In this section

Starting Namo WebEditor...........oommiicntrn s p.30
The visual authoring enVIrONMENL.......c.cccerrirecrererencrcnirrersanrseresesesosesessossnse p.31
Preferences and SEMINES ......vueeverreernrseerererseerereessesmaseesessecseessanssesnansnnossnon p.53
Working with documents........cocveeeevereeccncrcisnsinnnns p.59
Basic document €diting.......ccovccverereeerecerensesennsseserneesescesesssesensesesessessses p.70

Working with 10l SItES......vvveeeerrtrrenrrriits e p.78
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Starting Namo WebEditor

To start Namo WebkEditor

¢ Do one of the following:
o On the Windows Start menu, point to Programs, point to Namo WebEditor 6, and then
click Namo WebEditor 6.
o Double-click the Namo WebEditor 6 icon on your Windows desktop.

@ The Namo WebEditor 6 icon on the desktop will only be available if you chose to install it in Namo
WebEditor 6 Setup.

The first time you start Namo WebEditor 6, the program will prompt you to enter your serial number and
CD/license key. If you purchased Namo WebEditor on CD-ROM, this information can be found on the
packaging of the Namo WebEditor setup CD. If you received Namo WebEditor electronically (by
downloading), this information should have been provided online when you purchased the software.
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The visual authoring environment

Namo WebEditor is a visual, or WYSIWYG ("What You See Is What You Get"), Web authoring program.
This means that what you see on the screen while you are creating or editing a Web page with Namo
WebEditor closely resembles what you would see if you were to open the page in a Web browser. This
visual orientation makes Namo WebEditor different from "code-oriented" HTML editors, in which you edit
HTML code directly (although you can also do that in Namo WebEditor).
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Namo WebEditor's main window

The largest part of Namo WebEditor's main window is taken up by the document window (p.33), the
workspace where you create and edit a Web document. At first, when you start a new document, the
document window is an empty white space. To build a Web document, you fill the window with content—
the elements that make up a Web page—by typing words, dragging and dropping image files from your
hard disk, and so forth.

Entering content into a Web document with Namo WebEditor works much like entering content in a word
processing program. A blinking vertical bar, called the insertion point, indicates where text you type or
images you insert will appear on the page. In a new document, the insertion point begins in the upper left
corner of the document window. As you add content, the insertion point moves toward the right; when it
reaches the right edge of the document window, it moves down one line and back to the left edge. Unlike a
page in a word processing document, however, a Web page has no fixed size. As you add content, the page
gets longer and longer. That's why Web browsers, and Namo WebEditor, provide a scroll bar at the right
side of the window—so you can see an entire document, even if it doesn't fit on one screen.
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Note that you cannot simply click anywhere on an empty page and starting typing at that location. As in a
word processing program, the insertion point cannot move beyond the end of the document's existing
content. However, there are ways to place content at a specific location on a page, using layout boxes (p.91),
tables (p.99), or layers (p.111). (These topics are discussed in the section Laying Out Web Pages, p.89.)

At the bottom of the document window are a set of mode rabs, labeled Edit, Edit & HTML, HTML, and
Preview. Use these tabs to switch among Namo WebEditor's three basic modes of operation:

e FEdit mode is Namo WebEditor's normal mode, in which you edit documents visually. When Namo
WebkEditor starts, it is always in Edit mode.

s In HTML mode, the document window shows the HTML source code that underlies the current
document. In this mode, experienced authors can work directly with HTML code to achieve
advanced effects that may be difficult to realize in Edit mode. To quickly switch between Edit
mode and HTML mode, press F6 on your keyboard.

e Preview mode displays the current document exactly as it would appear in the version of Internet
Explorer that is installed on your computer. Use this mode as a quick alternative to previewing the
document in a real browser. You cannot edit a document in this mode.

Clicking the Edit & HTML tab shows Edit mode and HTML mode simultaneously (p.34) in a split window.

When you are working on a frameset (p.101), three more mode tabs are available: NOFRAMES Content,
Frameset Source, and Frameset Preview. See Using frames, p.101 for information about these additional
modes. (If all seven mode tabs are not visible when you are working on a frameset, click the View menu,
point to Mode Tabs, and then click Show All Tabs.)

The rest of this section covers the document window and other basic parts of Namo WebEditor's user
interface in more detail.

In this section

DOCUMENt WINAOWS ...cuennienerareerieeereereeesnesestennsneseesessesesessesssesssssssesesssanens p.33
Viewing Edit and HTML modes simultaneously........cccoceoeveevvmninicneninenraass p.34
Toolbars and the Shortcut Bar .........ccoccrievireeveerercnienerenieeie e eceisesecees p.36
The Inspector and other tool panels.........oovereceerrecrereeeereeneesnereseereeenees p.38
The Tag Selector......coiiiiinricnierieerer st tses et e e sesaenenens p-40
The status bar

Rulers, layout guides, and layout grids ........ccccceruevcereniecenenenineienenenierennne. p.43

Special marks in Edit mode ........oeeeeeveeieeeneneieenieeseneeeceteee e p.-44

The Resource Manager
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Document windows

Working with multiple documents

By default, Namo WebEditor displays only one maximized document window at a time, even if you have
more than one document open. To switch among multiple open documents, use the document tabs at the
top of the document window. You can also press Ctrl+Tab to cycle through open documents.

[ index.htm! \(proﬁle.hlm \{ favorite.htm \

Use document tabs to switch among open documents

)
t.h If an open document has been modified but not yet saved, an asterisk appears next to the file name in
its document tab.

tf Right-clicking a document tab reveals a shortcut menu containing commands for frequently-used
operations on the corresponding document, like saving or closing. :

E) Double-clicking a document tab opens the Document Properties dialog box for the corresponding
document.

a To hide the document tabs, on the View menu, point to Toolbars, and then click Document Tabs.

If you want to see two or more documents at the same time, unmaximize the document window by clicking
the Restore button = at the far right end of the menu bar. When multiple document windows are visible,

you can arrange them neatly using commands in the Window menu:
e Click Cascade to arrange windows in a staggered "waterfall".

e  Click Tile Horizontally to tile the document window area with same-sized windows one on top of
another.

o  Click Tile Vertically to tile the document window area with same-sized windows side by side.

You can also minimize a document window to just a short title bar by clicking the Minimize button =it
you minimize a window while it is maximized, other document windows will become unmaximized.
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Tweo horizontally tiled and one minimized document windows

To view a list of open documents, on the Window menu, click Window List. You can bring a document to
the front by double-clicking its path in the list.

Setting window magnification
You can set the magnification of the document window to "zoom in" closer to or "zoom out" farther from a
document. Zooming does not affect how the document will appear in a Web browser.

1. On the Standard Toolbar, click $& (Zoom In/Out).

2. Select the desired magnification factor from the menu, or type a magnification factor and press
Enter.

Alternatively, if you use a wheel mouse, you can zoom in and out by turning the mouse wheel while
holding down the Ctrl key.

Viewing Edit and HTML modes simultaneously

You can view a document in Edit mode and HTML mode at the same time. When you do this, Namo
WebEditor splits the document window into two panes. The top pane shows the document's HTML source
code; the bottom pane, its WYSIWYG view. By viewing both modes at once, you can instantly see what
effect changes you make in visual editing have on a document's source code, or what effect changes to
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source code have visually. This is especially useful when troubleshooting HTML problems or when you
want to learn how HTML works.

a Changes you make in Edit mode are reflected instantly in the HTML pane. However, changes you make
in HTML mode are not reflected in the Edit pane until you click inside the Edit pane.

e _ o A
llorem |
|loremipsum L
lorem ipsum H
I v
i
8 <body bgcolor="vhite” text="black" link=" »
| blue” vliink="purple” alink="red">
. 9 <table border="1">
- 10 <tr> !
- 11 <td vidth="150">lorem JNgru</td> —
. 12 <td vidth="150">snbep:</td>
- 13 </tr>
- 14 <tr> v
\ Edi \ Edit & HTML A HTML X Preview /] « 2|

Simultaneous Edit/HTML view

To view a document in Edit and HTML modes simultaneously

e  Click the Edit & HTML mode tab at the bottom of document window.

To adjust the relative sizes of the Edit and HTML panes

e Drag the border between the two panes.

To rearrange the Edit and HTML panes

1. On the Tools menu, click Preferences, and then click the Edit tab.
2. Under Mode settings, next to Top pane in simultaneous mode, click either HTML or Edit.

g To synchronize the Edit and HTML panes so that they display the same portion of the document, click
inside either pane.

The visual authoring environment 35



Namo WebEditor 6 User Manual

Toolbars and the Shortcut Bar

About the toolbars

Namo WebEditor provides several toolbars so that you can execute any of a wide variety of commands
with just one click. Initially, two toolbars are visible just below the menu bar: the Standard Toolbar and the
Formatting Toolbar. Other toolbars are initially hidden. You can reveal or hide a toolbar through the View
menu: point to Toolbars, and then click the name of the toolbar you want to reveal or hide. Visible toolbars
are shown with check marks next to their names in the menu.

To find out the function of any toolbar button, move the mouse pointer over it. A description of the button's
purpose will appear in the status bar at the bottom of the main window.

By default, toolbars reside in the roolbar dock—a variable-size space reserved for toolbars—just under the
menu bar. When a toolbar is in this space, it is said to be "docked". You can move a toolbar within the dock
by dragging its handle, a thin vertical line at the toolbar's left edge. You can "undock" a toolbar by dragging
it off the dock. When a toolbar is undocked, it acts like a small, floating window: you can move it
anywhere on the screen by dragging its title bar, and it always appears on top of other windows. To dock
the toolbar again, drag it back to the toolbar dock or double-click its title bar.

IR

The Image Toolbar (docked)

éaedl - |-

The Image Toolbar (undocked)

@ If part of a docked toolbar is hidden because the dock is not wide enough to show all of it, click the
chevron at the right end of the visible part to temporarily reveal the hidden buttons.

About the Shortcut Bar

The Shortcut Bar is the vertical bar with large icons on the left side of the main window. It provides fast
access to some of the most commonly used commands with large, easy-to-click buttons.

The Shortcut Bar has three sets of buttons, labeled General, Insert, and Advanced. To select a button set,
click the triangle at the top of the bar.

To hide the Shortcut Bar, click the column of dots in the middle of its right edge. Click it again to reveal
the Shortcut Bar.
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Hiding the Shortcut Bar

Customizing toolbars

Each toolbar has a default set of buttons that are appropriate to the toolbar's overall purpose. You can
customize a toolbar by rearranging its buttons, adding buttons for other functions, or removing buttons you
don't need.

To move a button on a toolbar

e  While holding down the Alt key, drag the button to another location on the toolbar.

To move a button from one toolbar to another toolbar

e  While holding down the Alt key, drag the button off the first toolbar and drop it on the second
toolbar.

To add a button to a toolbar

1. Onthe View menu, point to Toolbars, and click Customize.

Click the Buttons tab.

Under Categories, click the category containing the command (button) you want to add.
Under Commands, choose the command you want to add and drag it to the desired toolbar.

w A wbd

When you are finished adding buttons, click Close.

To remove a button from a toolbar

e  While holding down the Alt key, drag the button off the toolbar and drop it anywhere except on
another toolbar.

To restore a toolbar's default set of buttons
1. Onthe View menu, point to Toolbars, and click Customize.
2. Under Toolbars, click the name of the toolbar you want to reset.
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3.

Click Reset. (Or click Reset All to reset all toolbars.)

You cannot customize the Shortcut Bar.

Creating new toolbars

You can create a new, custom toolbar containing exactly the buttons you want.

To create a new toolbar

1.
2.
3.

On the View menu, point to Toolbars, and click Customize.
Click New.

Type a name for the new toolbar and click OK. A new, empty toolbar will appear at the bottom of
the toolbar dock.

Click the Buttons tab.

Under Categories, click a category containing a command (button) you want to add to the new
toolbar.

Under Commands, choose a command to add and drag it to the new toolbar.
Repeat steps 5 and 6 for each button you want to add to the new toolbar.
When you are finished adding buttons, click Close.

To remove a custom toolbar

1.
2.
3.

On the View menu, point to Toolbars, and click Customize.
Under Toolbars, click the name of the toolbar you want to remove.
Click Delete.

The Inspector and other tool panels

About tool panels

At the bottom and right side of the main window are two areas that contain various fool panels. These tool

panels are initially visible. To reveal them, click’ Pl (Show/Hide Panels) on the Shortcut Bar (p.36) or press
Ctrl+/. You can also reveal just the bottom panel area or just the right panel area by clicking the row or
column of dots in the middle of the appropriate border of the main window. Click the dots again to hide
that set of panels. To resize the bottom panel area, drag its top border. To resize the right panel area, drag
its left border.
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HTML (FE) A\ Preview / | «|

Revealing the bottom tool panel area

The bottom panel area contains four tool panels: the Inspector and the Tag Selector (p.40), which are
initially visible; and the Timeline and Results panels, which are initially hidden.

The right panel area contains four more tool panels: the Formatting panel (p.227), the Actions panel, and
the Site Library panel, which are initially visible; and the Layers panel, which is initially hidden.

When a tool panel is hidden (while the panel area that contains it is visible), an icon representing the panel
appears at the bottom of its home area. (If there is enough room, the panel's name also appears.) To reveal
the panel, click its icon according to the table below, or, on the View menu, point to Panels, and then click
the name of the panel you want to reveal.

Icon Panel

1 Inspector
¢y Tag Selector
[J Timeline

] Results

g4 Formatting
€$>  Actions

iy Site Library
G Layers

To hide a single tool panel, click the Close box at the right end of the panel's title bar. When all the panels
in a panel area are hidden, the area collapses to its border only.

You can rearrange the visible panels in a panel area by dragging one panel and dropping it above or below
another. (To drag a panel, click and drag its title bar.) However, you cannot move a panel from its home
area to the other panel area.

You can "undock” a tool panel by dragging it completely away from its home area. An undocked panel
"floats" on top of other windows. To dock it again, drag it back to its home area.

What the tool panels do
Inspector
The Inspector provides a quick way to view and modify the properties (HTML attributes) of the

current element in the current document, without having to open a dialog box. The controls in the
Inspector vary depending on what kind of element is currently selected.
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Tag Selector

The Tag Selector displays the HTML tags surrounding the insertion point. Clicking a tag in the
Tag Selector selects the page element corresponding to it. (See The Tag Selector, p.40.)

Timeline

Use the Timeline panel to create a timeline—a kind of animation that uses layers and JavaScript to
move page elements over time. (See Creating timelines, p.316.)

Results

The Results panel displays the results of the Verify HTML command. (See Validating source code,
p.508.)

Formatting

Use the Formatting panel to quickly apply standard and custom styles (p.212) to selected elements.
(See Using the Formatting panel, p.227.)

Actions

The Actions panel lists the Javascript actions (p.304) that have been attached to the current element,
and lets you attach new actions. (See Working with actions and events, p.304.)

Site Library
Use the Site Library panel to insert and manage various resources that are common to the entire
site to which the current document belongs. (See Using the site library, p.377.)

Layers
The Layers panel lists any layers (p.111) that exist in the current document, and lets you manage
them. (See Using the Layers window, p.119.)

The Tag Selector

The Tag Selector is one of the tool panels (p.38) available in the bottom panel area of the main window. It
displays the HTML tags surrounding the insertion point or current selection. The Tag Selector provides
several useful functions:

o Itidentifies the type of element in which the insertion point is located and the types of that
element's "ancestor” elements.

s By clicking a tag in the Tag Selector, you can select an element that may be difficult or impossible
to select directly in the document window.
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e By right-clicking a tag in the Tag Selector, you can quickly execute a commonly-used command
on the corresponding element,
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Right-clicking a tag in the Tag Selector

@ If an element identified in the Tag Selector belongs to a class (p.213), the class name appears inside the
tag, preceded by a period. For example, if the insertion point is in a paragraph (<p> element) whose
class is "blurb", then the paragraph will appear as <p.blurb> in the Tag Selector.

To show or hide the Tag Selector

e Do one of the following:
© On the View menu, point to Panels, and then click Tag Selector.
o Press Alt+5.

Commands in the Tag Selector’s shortcut menu

Right-click a tag in the Tag Selector to execute any of the following commands that appear in the shortcut
menu. (Depending on the element, some of the commands may not be available.)

e Remove Tag: Delete the entire element associated with the tag

¢ View Source: Switches to HTML mode and highlights the associated element
e Style: Opens the Style dialog box for the associated element

e Properties: Opens the Properties dialog box for the associated element

Related topics
The Inspector and other to0] Panels .....ccceevereeriieiiniecnceerererescsecensesincaenees p-38
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The status bar

The status bar, at the bottom of Namo WebEditor's main window, displays useful information regarding
the working environment.
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The status bar (shown with collapsed bottom tool panel)

When the mouse pointer is over a menu command or toolbar button, the left side of the status bar displays a
brief description of the command or button.

The right side of the status bar contains four inset areas that display various kinds of status information.
From left to right, these areas show:

e The modification state of the current document. If the document has been modified since you last
saved it, the word Modified appears here.

e The typing mode. In the default Insert mode, whatever you type "pushes" existing text on the right
side of the insertion point further right to make room for the new text. In Overwrite mode,
whatever you type overwrites existing text on the right side of the insertion point. (To change the
typing mode, press the Insert key. By default, however, the typing mode is locked in Insert mode.
To unlock it, on the Tools menu, click Preferences, click the Edit tab, and then clear the Lock
Insert key check box.)

o  The write status of the current document. If the current document is read-only (meaning changes
cannot be saved), the phrase Read-Only appears here.

e  The current page number. When the current document window is in page layout mode, this area
displays the number of the page where the insertion point is currently located.

To hide or reveal the status bar

e  On the View menu, point to Toolbars, and click Status Bar.

Related topics
The Tag Selector....ciiiiiiieiiiinsie sttt eeseeesasstsacssssssecnees p.40
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Rulers, layout guides, and layout grids

Namo WebEditor's visual authoring environment includes three optional design aids that can help you lay
out Web documents more precisely. These are rulers, layout guides, and layout grids.
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Rulers, guides, and grld

Using rulers

When you need to know exactly how big or how far apart various page elements are, you can turn on the
display of rulers in document windows. A horizontal ruler and a vertical ruler are available, both showing
distances in pixel units. To show or hide both rulers: on the View menu, point to Rulers, and click Show All
(or press Shift+Alt+R). You can also show or hide the horizontal and vertical rulers independently. Note
that showing or hiding rulers applies to all open document windows.

Using layout guides

A layout guide is a thin, horizontal or vertical line that you can place across a document window to help
align page elements. The guide is not a part of the document and does not appear in a browser or in
Preview mode. When the Snap option is enabled, the edges of layers (p.111) "snap"” to layout guides,
making it easier to position or align the layers. In a table (p.182), cell borders also snap to layout guides
when you resize cells by dragging their borders.

e To create a layout guide, click anywhere within the horizontal or vertical ruler and drag down or to
the right. When the dotted line is at the desired position, release the mouse button, and the guide
will appear.

e To move a guide, click and drag it to the desired position.

o To remove a guide, drag it back to the ruler. To remove all guides, on the View menu, point to
Guides, and click Clear All.

e To hide all guides, on the View menu, point to Guides, and click Show. Use the same command to
reveal hidden guides.

e To lock all guides in place so that they cannot be moved, on the View menu, point to Guides, and
click Lock.
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¢ To enable or disable snapping to guides, on the View menu, point to Guides, and click Snap.
e To change the color and/or line style of all guides, do the following:

o On the View menu, point to Guides, and click Settings.

o Under Guides, click the Color box and select a color (p.233).

o To change the line style, click Solid or Dashed.

Using a layout grid

A layout grid is composed of thin, horizontal and vertical lines that run across a document window at
regular intervals. A layout grid can help you align and distribute page elements more easily and precisely.
The grid is not a part of the document and does not appear in a browser or in Preview mode. You can adjust
the spacing between grid lines—the default spacing is 50 pixels. When the Snap option is enabled, the
edges of layers (p.111) "snap" to grid lines, making it easier to position or align the layers. In a table (p.182),
cell borders also snap to grid lines when you resize cells by dragging their borders. Between grid lines there
are invisible subdividers, to which layers and cell borders also snap.

¢ To show or hide the layout grid for the current document, on the View menu, point to Grid, and
click Show.

¢ To enable or disable snapping to grid lines and subdividers, on the View menu, point to Grid, and
click Snap.

e To change the spacing between grid lines and/or invisible subdividers, do the following:
o  On the View menu, point to Grid, and click Settings.
o In the Grid spacing box, enter the desired space between grid lines, in pixels.
o In the Subdivisions box, enter the desired space between subdividers, in pixels.
e  To change the color and/or line style of the layout grid, do the following:
o On the View menu, point to Grid, and click Settings.

o Under Grid, click the Color box and select any color, or click the Standard colors box and
select one of the standard colors.

o To change the line style, click Solid or Dashed.

Special marks in Edit mode

By default, Namo WebEditor displays various kinds of special "marks" in document windows that are in
Edit mode. These marks, which are not part of a document and do not appear in a browser or in Preview
mode, help to visually identify and locate various kinds of page elements or parts. You can enable or
disable the display of any of these marks in the View menu. The most common marks are listed in the table
below. (Note: space marks are not shown by default.)
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Mark Name Description
T Paragraph Mark A backwards "P" with two vertical bars indicates the end of a paragraph.
d Line Break Mark A carriage return symbol indicates the location of a manual line break.
Space Mark A gray dot indicates a space character. A red dot indicates a non-breaking
space.
N List Begin Mark A red arrow indicates the beginning of a numbered or bulleted list.
Bookmark Mark A yellow bookmark icon indicates the position of a bookmark.
Layer Mark A yellow layer icon indicates the position of a layer tag.
Floating Box Mark A yellow floating box icon indicates a floating box.
*""" Table Gridlines Dashed lines indicate the borders of cells in tables with invisible borders.
|—[= Current Table Outline A solid blue outline indicates the table containing the insertion point.
T~  Layer Qutline A solid gray outline indicates the edges of a layer or floating box.

To hide or show special marks

¢  On the View menu, point to Marks, and click the item corresponding to the type of mark you want
to hide or show. (The Special Tag Marks item controls list begin marks, layer marks, and other
yellow icons for special elements.)

\
2 You can also toggle the display of paragraph marks, space marks, table gridlines, and special tag
marks by clicking the appropriately-named buttons on the Standard Toolbar.

3 Special tag marks, with the exception of list begin marks, take up space in Edit mode. As a result, they
can decrease the accuracy with which a document is rendered in Edit mode.

The Resource Manager

In Web authoring terminology, resources are various kinds of files that you can use in a document. Images
and movie clips are well-known types of resources, but there are many other kinds as well. A common
characteristic of resources is that they can be collected and then reused in many documents.

Namo WebEditor comes with a library of ready-made resources that you can use in your documents. You
access these resources through the Resource Manager. You can also organize resources and add your own
resources to the library using the Resource Manager. To open the Resource Manager, on the Window menu,
click Resource Manager.
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The Templates tab of the Resource Manager

The Resource Manager has six tabs, corresponding to six kinds of resources: Templates, Clip Art, Color
Sets, Smart ClipArt, Flash Buttons, and Themes. Under each tab you will see a list of categories (folders), a
pane displaying the resources in the selected category, and several command buttons. The Import,
Download More, and Close buttons are common to all tabs, while other buttons vary depending on the
selected tab. Each tab also has its own shortcut menu that appears when you right-click a resource.

The contents and special commands in each tab are described below.

The Templates tab
This tab includes templates for whole documents and insertable document sections.

e To create a new document based on the selected template, click New Document.
o Toinsert a section based on the selected template into the current document, click Insert.
¢ You can designate one template as the default template for new documents that you create by

pressing Ctrl+N or clicking 0 (New) on the Standard Toolbar. To do so, right-click the desired
template and then click Set as Default Template.

¢  You can modify the title and/or description of a template by right-clicking it and then clicking
Properties.

The Clip Art tab

This tab includes a wide variety of bitmapped (GIF and JPG) images that you can use in your documents,
including background textures, buttons, banners, and so forth.
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To insert a clip art image into the curent document, select it and click Insert. To use the selected
image as the document's background image, click Insert as Background.

You can filter the images shown in the resource pane by file type. Click the file type box below
the category pane and select an item to view only GIF images, only JPEG images, only PNG
images, or all images.

The Color Sets tab

This tab contains color sets, which are sets of complementary colors that are designed to be used together in
a document or site.

To make a color set available for use in your documents, select it and click Insert Color Set. The
color set will then be available in any document when you click the color set menu on the Color
Palette (p.233).

You can add any individual color in a color set to the Custom Colors group in the Color Palette
(p.233). To do so, right-click a color and click Add to Custom Colors. (Note that the Custom Colors
group can hold a maximum of 36 colors. If you add more than this number, the oldest ones are
dropped to make room.)

To add a new color to a color set, right-click the color table, click New Color, and then select a
color in the Color Picker (p.234).

To change a color in a color set, right-click it and click Edit Color.
To delete a color, right-click it and click Delete.

The Smart ClipArt tab

This tab contains a library of vector-based clip art in the Smart ClipArt (.tng) format. You can use Smart
ClipArt in the same ways as ordinary, bitmapped clip art, but with the added advantage that you can resize
or edit a Smart ClipArt image without loss of sharpness or information.

To insert a Smart ClipArt image into the curent document, select it and click Insert. You cannot
use Smart ClipArt as document background images.

You can edit 2 Smart ClipArt image from within the Resource Manager. Right-click an image and
click Modify. The image will open in the Smart ClipArt Editor (p.259). Note that any changes you
make to a Smart ClipArt item from within the Resource Manager are permanent. If you do not
want to permanently modify a Smart ClipArt image, you can modify a copy of it by right-clicking
the image and clicking Modify As New.

E] The Smart ClipArt Editor is not available if you do not have Namo WebCanvas installed. if Namo
WebCanvas was not included in your Namo WebEditor 6 package, it must be purchased separately
and installed to enable the Smart ClipArt Editor.

The Flash Buttons tab

Flash Buttons are animated, vector-based images created in Macromedia's Flash (.swf) format. This tab
contains a number of predesigned Flash Buttons meant to be used as buttons and banners.
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. Inthe resource pane, find the new template you just created. (It will have the title "No Title".)
5. Right-click the thumbnail preview and click Properties.

6. In the Title box, type a title for the template. If you want to add a description, type it in the
Description box. Click OK.

Q You can also add a document to the template library by dragging an HTML or MHTML file to the
Resource Manager from Windows Explorer.

Adding clip art
You can add any GIF, JPG, or PNG image to the clip art library.
1.  Onthe Window menu, click Resource Manager, and then click the Clip Art tab.

2. Select the category (folder) in which you want to put the image, and then click Import.

3. Navigate to the folder containing the desired image, select the GIF, JPG, or PNG image file, and
click Open.

e
8 You can also add an image to the clip art library by dragging a GIF, JPG, or PNG file to the Resource
Manager from Windows Explorer.

Adding Smart ClipArt

You can add your own Smart ClipArt (.tng) images, and Smart Button (.npi) images from pre-5.0 versions
of Namo WebEditor, to the Smart ClipArt library.

1. On the Window menu, click Resource Manager, and then click the Smart ClipArt tab.
2. Select the category (folder) in which you want to put the image, and then click Import.

3. Navigate to the folder containing the desired image, select the TNG or NPI image file, and click
Open.

Q You can also add an image to the Smart ClipArt library by dragging a TNG or NPI file to the Resource
Manager from Windows Explorer.

Adding Flash Buttons
You can add your own Flash (.swf) animations to the Flash Button library.

1. On the Window menu, click Resource Manager, and then click the Flash Button tab.
2. Select the category (folder) in which you want to put the Flash animation, and then click Import.
3. Navigate to the folder containing the Flash (.swf) file, select it, and click Open.

Q You can also add a Flash animation to the Flash Button library by dragging an SWF file to the
Resource Manager from Windows Explorer.
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Adding themes

You can add a new or modified theme that you have received from another Namo WebEditor user to the
theme library.

1.  Onthe Window menu, click Resource Manager, and then click the Themes tab.

2. Select the category (folder) in which you want to put the theme, and then click import.

3. Navigate to the folder containing the theme (.ntc) file, select it, and click Open.

g You can also add a theme to the theme library by dragging an NTC file to the Resource Manager from
Windows Explorer.

Adding resources from a zip archive

Other Namo WebEditor users can send (p.52) you (or you can send yourself) a zip archive containing one or
more resources. To add the resources from such a zip file to the resource library, do this:

On the Window menu, click Resource Manager.

Click the tab corresponding to the type of resource in the zip archive.

Select the category (folder) in which you want to save the new resources, and then click Import.
Click the Files of type box and select Zip Files.

LW -

Navigate to the folder containing the zip (.zip) file, select it, and click Open.

All resources of the appropriate type found in the zip archive will be added in a new subcategory of the
category you selected. The name of the subcategory will be the same as the name of the category or
subcategory from which the other user exported the resources.

Downloading new resources from the Internet

From time to time, Sejoong Namo Interactive may make available new clip art, themes, and other resources
on its Web site for free download by registered Namo WebEditor users. To check if new resources are
available and download them, do the following:

1.  On the Window menu, click Resource Manager.

2. Click the tab corresponding to the type of resource you want to download.

3. Select the category (folder) in which you want to save the new resources, and then click Download
More.

Your browser will open and go to Sejoong Namo Interactive's resource download page. Follow the
instructions on that page to view and download any new resources that might be available.

Related topics

Sharing resources with other people p.52
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Sharing resources with other people

If you work with other Namo WebEditor users in a team, it can be useful to share with them resources that
you've created. Or, you might need to copy your custom resources from the computer on which you created
them to another computer on which you use Namo WebEditor. Using the Resource Manager's Zip & E-Mail
and Import commands, you can send resources to other people (or yourself) as compressed e-mail
attachments and add resources other people have sent you to your resource library.

When you send resources, all the resources in the category or subcategory you select are copied to the
zip archive. If you only want to send some of the resources in the selected category, open the zip
archive and delete the unwanted resources.

To zip and e-mail resources

1. On the Window menu, click Resource Manager.
2. Click the tab corresponding to the type of resource you want to send.

3. Right-click the category (folder) containing the resources you want to send, and then click Zip & E-
Mail.

Namo WebEditor will create a temporary zip archive containing the selected resources, and a new message
window will open in your default e-mail program. The zip archive will be automatically attached. Now you
can specify the recipient(s), enter a subject line, and send the e-mail.

Q If you just want to create a zip archive containing resources, without e-mailing it, right-click the
desired category and click Zjp. You will be prompted for the location in which to save the zip archive.

To add resources from a zip archive
1. On the Window menu, click Resource Manager.

2. Click the tab corresponding to the type of resource you want to send.

3. Select a category (folder). The new resources will be saved into a new subfolder of the selected
folder.

4. Click the Import button.
5. Click the Files of type box and select Zip Files.
6. Locate and select the zip archive containing the resources to be added, and then click Open.

Related topics

Adding resources to the resource libIary ........ocvveveeeerieeeseeresrereesresenseessesanns p-49
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Preferences and settings

You can configure many aspects of Namo WebEditor's interface and behavior in the Preferences dialog
box. Other interface settings are controlled through the View menu.

In this section

Setting image display OPtioNS ........cceevvvreerrreerorerneeerteceeerenereeeseseneecesecnnene p.53
Setting the default display fonts for Edit mode.........ocoveiviincncinniencveenn p.54
Specifying default colors and character set for new documents................... p.55
Configuring editing preferences..........couvviiniinnninnee, p.56
Configuring file saving and backup settings .......ccocovvvmieiniiniiniininiininns p.58

Related topics

Toolbars and the Shortcut Bar...........cooveniiiiiininnninnn. p.36
The Inspector and other tool panels

Rulers, layout guides, and layout grids .........coconiiniiniiniiiininnnieieninns p.43
Special marks in Edit MOde.......covvevimveiirecereeee e eneseesesesneenne p.44

Setting image display options

To hide all images in Edit mode

e  On the View menu, point to Image, and click View Images.

To hide document background images in Edit mode

¢ On the View menu, point to Image, and click View Background Images.

@ This command does not affect the display of background images of tables, table cells, layers, floating
boxes, and other containers.

To stop GIF animations in Edit mode

e  Onthe View menu, point to Image, and click View GIF Animations.

El This command does not hide animated GIF images. It only stops the animations from running.
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Related topics
IMAGES..c.iiiiiiierr ettt s eeaee p.137

Setting the default display fonts for Edit mode

When you have text in a document to which you have not applied a specific font, Namo WebEditor
displays the text in one of the default fonts specified in the Preferences dialog box. There are two default
fonts: a proportional font, used for most text, and a fixed-width font, used for <pre> and <code> elements.
Initially, these default fonts are set to 12pt Times New Roman and 10pt Courier New, respectively, but you
can change them to whatever font and size you wish.

It is important to realize that the default display fonts only apply in Namo WebEditor's Edit mode. When a
document that contains text with no specified font is viewed in a browser, the browser will display the text
in its own default font, which may not be the same as Namo WebEditor's default font. If you want to make
sure the text you see in Edit mode uses the same font as it will in a browser, you need to apply a specific
font to it—either through the Font command on the Format menu or by applying a style (p.210).

To set the default display fonts for Edit mode

1. On the Tools menu, click Preferences, and then click the Document Defaults tab.
2. Under Character set and fonts, do one or both of the following;:
o Click the Proportional font box and choose a font. Then click the size box and choose a

point size.
o Click the Fixed-width font box and choose a font. Then click the size box and choose a
point size.
3. Click OK.

Related topics

About formatting and styles
Setting character-related Properties ........ccouvveernenieecsiicisciineeeneaeeececenns p.219
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Specifying default colors and character set for new
documents

Specifying default colors

In the Preferences dialog box, you can specify the default colors that new documents will use for various
items, including:

e ordinary text

e the document background

e unvisited hyperlinks

e visited hyperlinks

e "active" hyperlinks (a hyperlink is "active” when the mouse pointer is over it)

To specify default colors for new documents

1. On the Tools menu, click Preferences, and then click the Document Defaults tab.
2. Under Colors, click the color box for any desired item and select a color (p.233).

You can override any of these default colors either on the document level—by specifying different colors
for the current document in the Appearance tab of the Document Properties dialog box—or on the element
level, by applying a different color to selected content.

Specifying a default character set

If you use a particular character set (p.238) for most of your documents, you can save time by specifying it
as the default character set for new documents. Initially, the default character set is set to user-defined,
meaning unspecified, so new documents will not use any specific character set. But if you set the default to,
for example, Unicode (UTF-8), then new documents will automatically use the Unicode character set.

Of course, if you specify a default character set, you can still override that setting by specifying a different
character set for a particular document in the General tab of the Document Properties dialog box.

To specify the default character set for new documents

1. On the Tools menu, click Preferences, and then click the Document Defaults tab.
2. Click the Character set box and select a character set.

Related topics

SelECting COIOTS....evimrremriereercr sttt s sre s s enenenenensnss p.233
Setting default colors for the current document .........couccvveieincnrcnciencnsuene p.241
Setting character-related properties........c..cvvevcnrinsenens p-219
Setting background colors and images......ccc.cooveuneeen. p.225
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Setting hyperlink COIOTS ...ccccenrrrenniernrerererceeenesererensessecacesesssssesserans p.174
Specifying a character set for the current document

Configuring editing preferences

Use the Edit tab of the Preferences dialog box to configure various settings and behaviors that apply
whenever you work in Edit mode.

General settings

Load most recent documents at startup

If this check box is selected, the documents that are still open when you next quit Namo
WebEditor will be automatically opened again when you next start it. If it is deselected, Namo
WebEditor will open with a new, blank document.

Display actual fonts in font menu
If this check box is selected, the Font menu on the Formatting Toolbar will display font names in
the actual font faces they correspond to.

Lock Insert key

If this check box is selected, pressing the Insert key on the keyboard will have no effect. If it is
deselected, pressing the Insert key will toggle insert/overwrite mode. (See Inserting text, p.70.)

Automatic link creation

If this check box is selected, Namo WebEditor will automatically create a hyperlink when you
type certain kinds of URLs in Edit mode. This feature works with the following kinds of URLs:

e URLs that start with "www" and have at least two dots
e  URLs that start with "http://", "https://", "ftp://", "file://", "gopher://", "nntp://", or "wais:/".
s e-mail addresses, such as "jason@namo.com”

Note that the link will not be created until you press either the space bar or the Enter key after the
URL.

Copy formatting of text on left side of cursor when typing

If this check box is selected, when you insert text immediately (without any intervening spaces) to
the left or the right of existing text to which character-level formatting (p.219) has been applied,
the new text will "pick up” the formatting from the existing text. If it is deselected, the new text
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will have the default character formatting of the paragraph. Note that text you insert in the middle
of character-formatted text always picks up the existing formatting.

Clip art folder

This setting specifies the location of the folder containing Namo WebEditor's clip art library
(p-143). If no location is specified, Namo WebEditor will look in the default location, which is a
subfolder of the Namo WebEditor installation folder. However, if you chose not to install the clip
art library when you installed Namo WebEditor, this folder will be empty. In that case, you can
specify the location of the clip art folder on the Namo WebEditor installation CD-ROM (if you
have one).

Mode settings

Open documents in

Select the default mode in which to open documents. If you select Same mode as current
document, Namo WebEditor will open the next document in whatever mode you are using to edit
the document that is active at the time you open or create the new document.

Top pane in simultaneous mode

This setting determines whether the Edit pane or the HTML pane will be on top when Edit &
HTML mode is active.

Spell check settings

Check spelling as you type

If this check box is selected, Namo WebEditor will highlight misspelled words with wavy red
underlines as you type in Edit mode.

Hide spelling errors

This option is only available if Check spelling as you type is enabled. If this check box is selected,
Namo WebEditor will still check your spelling as you type in Edit mode, but misspelled words
will not be highlighted.

Spelling dictionary 1
Select the primary language for spell checking.

Spelling dictionary 2
Select the secondary language for spell checking.
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Configuring file saving and backup settings
Use the Save tab of the Preferences dialog box to configure settings related to saving and backup up files.

Make backups
If this check box is selected, whenever you resave a document, Namo WebEditor will rename the
old version with a ".bak" file name extension instead of simply overwriting it with the new version.
Thus, you can "undo" the saved changes in the latest version of a document by changing the
backup file's extension to ".html" and opening it.

Autosave interval
If this check box is selected, Namo WebEditor will automatically save all open, modified
documents at regular intervals of the specified length. Note that Namo WebEditor does not
autosave to the original file but rather to a copy with a ".asv" file name extension in the same
folder. If your computer crashes or Namo WebEditor unexpectedly quits for any reason while you
have modified documents open, you may be able to recover some or all of your lost work by
changing the autosave file's ".asv" extension to ".html" and opening it.

Save Smart ClipArt, equation, and chart images in
Specifies the path of the folder in which Namo WebEditor will save the bitmapped images it
generates from Smart ClipArt (p.258) images, charts (p.484), and equations. The default path,
"images", means that these bitmapped images will be saved in an "images" subfolder of the
document's folder. If you want, you can specify a different path relative to the document's folder,
such as "../bitmaps"”. The new path will be used the next time you save a document that contains
Smart ClipArt, charts, or equations.
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Working with documents

Web documents, like most other documents you work with on your computer, are stored as files on your
hard disk or other mass-storage device. This section covers the various commands in Namo WebEditor that
deal with basic file-oriented aspects of authoring for the Web, such as creating, saving, and printing
documents.

In this section

Creating new dOCUIMENTS ........ccorurrcirmcrceceririrnerctssests st st ss s s sesseaes p-59
Opening dOCUMENLES......ccreemrererserrenererernsesestsnsesstessssesistsstossssosesssssanssssasses p-60
Previewing doCUMENtS .......ccccoiviemieireerieeee e creeeee e ecactrsse s tnnsenis p.61
SAVING AOCUMENLS .....eeneneeeeeerereeeereeeee ettt sassasss st sneas p-62
Exporting a document to MHTML ......cccooininininniinininireninnnnnees p.63
Saving a document as a template ........c.ccovevcrrcricnininnin p.64
Moving and renaming resource files........coumiemeriinininnne. p.64

Viewing transfer information
Printing dOCUMENLS .......c.eoueiieieeirreeeecetrcc et a e esnes p.66

Related topics

DOCUMENE PIOPETLIES ....veemeemeererreererreire e eereeseemrere e seebrsess st sss s st sresasanssas p-236

Creating new documents

To create a new document using the default template
e Do one of the following:

o Click 13 (New) on the Standard Toolbar.
o  Press Ctrl+N.

By default, the default template is a completely empty document. You can designate a different template
as the default template in the Templates (p.46) tab of the Resource Manager.

To create a new document using a template

1.  On the File menu, click New.
2. Inthe folder list on the left, click a template category.
3. Inthe preview area, click a template, and then click OK.
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Opening documents

To open a document on the local file system
1. Do one of the following:
o On the File menu, click Open.

o Click g (Open) on the Standard Toolbar.
2. Find the file you want to open, select it, and then click Open.

Q You can open multiple files at the same time. In the Open dialog box, click each file you want to open
while holding down the Ctrl key, and then click Open.

Q To quickly open one of the last ten documents you have opened recently, on the File menu, point to
Recent Files, and then click the item corresponding to the file you want to open.

To open a document on the Web

1. Do one of the following:
o On the File menu, click Open.

o Click a (Open) on the Standard Toolbar.
2. Inthe URL box, enter the URL of the Web document you want to open, and click Open URL.

To open a document directly from a remote site

A remote site is a folder on a Web server that contains a Web site you have published. You can open a
document on a remote site directly, instead of downloading it first and then opening the local copy. For
more information about remote sites, see Defining remote sites for publishing, p.388.

1. On the File menu, click Open on Web Server.
2. Inthe Remote site box, dick the remote site that has the document you want to open.
3. Select the desired document and click Open.

To open the document currently open in a Web browser

e  On the File menu, point to Import, and then click the item corresponding to the browser that is
showing the document you want to open.

@ By default, Namo WebEditor is set up so that you can import an open document from Internet Explorer
or Netscape. You can change the browsers from which you can import by editing the settings in the
Browsers tab of the Preferences dialog box. The first two browsers in the list are the ones you can
import from.
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Previewing documents

Although Namo WebEditor tries to display documents in Edit mode as closely as possible to the way they
will appear in a Web browser, it's not perfect. That's why it provides two ways to preview most documents
as they would actually appear on the Web.

Namo WebEditor's built-in preview mode uses Internet Explorer's rendering engine to render HTML, so it
can display a document almost exactly as the version of Internet Explorer you have installed on your
computer would. However, it does have some limitations: it can only emulate the particular version of IE
you have installed, and even so, there can be some minor visual differences from IE itself due to operating
system and IE service pack issues.

For the most realistic previews, use Namo WebEditor's View with commands to view documents in an
actual Web browser installed on your computer. You can set up up to five different browsers with which to
view documents, two of which are accessible with shortcut keys. Using a View with command is a much
more reliable way to preview how a document will appear in a non-Microsoft browser, such as Mozilla or
Opera, than using the built-in preview mode.

E—:] Some kinds of Web content cannot be previewed reliably without actually uploading the document to a
Web server and viewing it through the Web. This includes most content that uses a server-side script
(such as ASP or PHP) or server side includes (SSI). However, you can use Namo WebEditor's built-in
preview mode to preview dynamic documents you create using the Database Wizard (p.430), as long as
you have either Internet Information Server (1IS) or Personal Web Server (PWS) installed on your
computer.

To preview the current document in Namo WebEditor's built-in preview mode

e  Click the Preview tab at the bottom of the main window.

To preview the current document in a designated Web browser

e  On the View menu, point to Preview, and then click the item corresponding to the browser you
want to use.

If the browser you want to use is not on the menu, you need to set up Namo WebEditor to use it in the
Preferences dialog box.
1. Onthe View menu, point to Preview, and then click Define Browsers.

2. Ifthere is an empty slot in the list of designated browsers, click it. Otherwise, click one of the
already designated browsers to replace it. Then, click Edit.

3. Inthe Name box, type the name of the desired browser. (For example, "Mozilla 1.4".)

4. Inthe Program file box, enter the path of the browser's main executable file. (For example,
"C:\Program Files\Mozilla\l.4\mozilla.exe".) You can click Browse to locate and select the
program file instead of entering the path manually.
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5. Inthe DDE name box, type the system name used by Windows to reference the browser program.
This is usually the same as the name of the program file, minus the ".exe" extension. (For example,
"mozilla".) If you don't know what to enter, leave the box blank.

6. Click OK. Click OK again to close the previous dialog box.

Saving documents

To save a document

1. Do one of the following:
o On the File meny, click Save.

o Click & (Save) on the Standard Toolbar.

2. Ifyou are saving the document for the first time, in the File name box, type a name for the file,
and then click Save.

To save a document with a new file name or in a different location

1. On the File menu, click Save As.
2. Navigate to the folder in which you want to save the document.
3. In the File name box, type the new name for the file, and then click Save.

To save a document directly to a remote site

A remote site is a folder on a Web server that contains a Web site you have published. You can save a
document directly to a remote site, instead of saving it locally and then uploading it to the remote site. For
more information about remote sites, see Defining remote sites for publishing, p.388.

1. On the File menu, click Save on Web Server.
2. Inthe Remote site box, dick the remote site on which you want to save the document.
3. Inthe File name box, type the desired file name for the document, and then click Save.

Copying resource files when saving a document

When you save a document after inserting new images or other resource files in it, the Resource File
Handling dialog box (pictured below) may appear, offering you various options, including the option of
copying the newly inserted resource files to the document's folder. This dialog box appears only if the
resource files are located outside the folder containing the document itself. If you choose the default action
(Copy the files to the document folder), Namo WebEditor will copy the resource files to the document
folder and modify their paths in the document's source code to point to the copies.

62 Working with documents



Chapter 2: Namo WebEditor Fundamentals
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Unless you have a specific reason to leave a resource file outside the document folder, you should choose
the default option. This avoids potential problems later, when you publish the document, since you won't
have to worry about keeping track of resource files located in other folders.

If you want to copy some but not all of the newly inserted resource files to the document folder, choose
Copy the files to another folder or choose action for each file and manually set the paths of the files you
want to copy to the document folder.

Exporting a document to MHTML

Sending a Web document to another person through e-mail or another medium can be tricky. If a document
uses images, and the URLSs of those images are not on the Web, it's not enough to just send the HTML file;
you have to find all the image files and send them, as well. For a complicated document, you may wind up

sending dozens of files, just so the other person can view one page.

To simplify the process of sending an individual Web document through e-mail and other media, you can
export the document as a MIME HTML (MHTML) archive. An MHTML archive combines an HTML
document with all the resource files (images, multimedia, and so forth) that it uses, into a single file.
MHTML is the same system e-mail programs use to store attachments in an e-mail message. Internet
Explorer—and browsers based on Internet Explorer—can open and display MHTML files as easily as
HTML files, so most people should have no difficulty viewing an MHTML archive you send them.

The file name extension of MHTML archives is .mht. In Windows, .mht files are set up to open in Internet
Explorer by default when double-clicked.
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To export the current document as an MHTML archive

1. On the File menu, click Save As.
2. Click the Save as type box and select MHTML Files.
3. In the File name box, type the desired file name for the MHTML archive, and click Save.

Saving a document as a template

Although Namo WebEditor comes with a variety of predesigned document templates, it can be useful to
create your own templates. You can save any document as a template, and it will appear with the original
Namo templates on the Templates tab of the Resource Manager (which opens when you click New on the
File menu). When you save a document as a template, any resource files (images and so forth) it uses are
saved along with it in a single MHTML archive, so the same resource files will be present in new
documents you create from the template.

To save a document as a template

1.  On the File menu, click Save As Template.

2. Double-click the folder corresponding to the template category in which you want to save the
template. (In most cases, use the "Document” folder.)

3. In the File name box, type a file name for the new template, and click Save.

@ When you add a custom template, it initially appears in the Resource Manager without a title or
description. To give your custom template a title and/or description, right-click its thumbnail preview
in the Resource Manager and click Properties.

To remove a custom template

1.  On the Window menu, click Resource Manager.
2. Click the Templates tab, and then click the folder containing the template you want to remove.
3. Right-click the desired template's thumbnail preview and click Delete.

Moving and renaming resource files

You can use the Resource File Manager to move or rename images and other resource files used in the
current document. The following operations are supported:
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Moving a resource file to another location relative to the document

Converting a resource file's URL from an absolute, file-type path (p.165) to a relative path (p.167),
or vice versa

Renaming a resource file

When you move or rename a resource file, Namo WebEditor also updates its URL in the document's source
code to the new path.

E] IVhen you move a resource file using the Resource File Manager, Namo WebEditor copies the file to
the new location. It does not delete the file in the original location.

To move a resource file

On the Window menu, click Resource File Manager.

Select the file you want to move. (To select multiple files, click each while holding down the Ctrl
key.)

Click Choose Folder.

Select the folder to which you want to move the file(s), and then click OK.

Click OK.

To convert a resource file's URL between absolute and relative

On the Window menu, click Resource File Manager.

Select the file whose URL you want to convert. (To select multiple files, click each while holding
down the Ctrl key.)

Click Absolute/Relative Path, and then click OK.

To rename a resource file

1
2.
3.
4

On the Window menu, click Resource File Manager.

Select the file you want to rename, and then click Rename.
Type the new file name and press Enter.

Click OK.

Viewing transfer information

When creating a document that contains large images or multimedia resources like movies and background
sounds, it's a good idea to keep an eye on the total size of the document and its resource files. Large
documents can take an excessively long time to load over slow Internet connections. While it's not always
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possible to avoid this, you should be aware of it and perhaps warn your users before they try to open slow-
loading, resource-heavy pages.

The Advanced tab of the Document Properties dialog box displays the current document's total size
(including any images or other resource files) and its theoretical download time at various connection
speeds. Keep in mind that Internet connections rarely reach their maximum theoretical speed, so actual
download times are likely to be significantly longer.

To view transfer information for the current document
1. On the File menu, click Document Properties, or press Ctrl+F2.

2. Click the Advanced tab.

3. Inthe Connection speed box, select a speed to see the document's minimum total download time
at the selected speed.

Printing documents

To print the current document

1. Do one of the following:
o On the File menu, click Print.

o Click & (Print) on the Standard Toolbar.
2. Specify the range and number of copies you want to print, and then click OK.

g Since Web documents are generally designed for viewing in a browser rather than printing on paper,
it's a good idea to preview how a document will look on paper before printing it. (On the File menu,
click Print Preview.) Also, you may want to adjust page setup options before printing a document. (On
the File menu, click Page Setup.)

Related Topics
Controlling Page BIEAKS ......vvvvreeeereurreirieesesseesese s nsessassesesssencsssessessssseseanns p.66

Controlling page breaks

Web documents are generally meant for viewing with a browser, not printing on paper. As a result, when
you print Web documents, the pages often break in awkward places. Fortunately, Namo WebEditor
includes several features that help you control how page breaks will occur when you print a document:
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You can view and edit a document in page layout mode, which shows the document as it would
appear if printed within Namo WebEditor (in the current font, font size, and paper size). This lets
you identify potential pagination problems.

You can insert manual page breaks. By inserting a manual page break at an appropriate place
above the location where an undesirable automatic page break would occur, you can override the
automatic break.

You can force a page break before or after a specific paragraph, and you can prevent a page break
before, after, or inside a specific paragraph.

You can control the behavior of widows and orphans—single lines that fall just before or after an
automatic page break and are thus visually separated from the paragraphs to which they belong.
You can prevent these unsightly occurences by specifying that a certain number of lines in a
paragraph must fall before or after an automatic page break.

@ You should use manual or forced page breaks only to control how a document prints in Namo
WebkEditor. Since other peaple who view your document in a browser may print it in a different font,
Jfont size, and/or paper size from the one you used, it is not possible to predict the effect of any manual
or forced page breaks you have inserted in the document.

In page layout view, Namo WebEditor displays your document as it would look if printed in Namo
WebEditor. Dashed red lines appear wherever automatic page breaks would occur. If a page break occurs
in an awkward position, you can insert a manual page break at an appropriate location before it, overriding
the automatic page break. Manual page breaks are visible as solid red lines.
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Part of a document in page layout mode

To switch to page layout view

On the View menu, click Page Layout.

To insert a manual page break

1.

Place the insertion point in the line above which you want the manual page break to occur.
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2. Press Ctrl+Enter.

There are some things you should be aware of when you insert a manual page break with Ctrl+Enter:

e Ifyou insert a manual page break in the middle of a paragraph, the paragraph will be split into two
paragraphs. As a result, some empty space will appear above the line where you insert the break,
and this space will be visible in a browser. To avoid this space, set both the bottom margin of the
upper paragraph and the top margin of the lower paragraph to 0. (See Setting margins, padding,
and borders, p.222.)

e Ifyouinsert a manual page break while the insertion point is in the first line of a paragraph, Namo
WebEditor will insert an empty paragraph above the break. You should delete this empty
paragraph to avoid the empty space it creates, which is visible both in a browser and in print.

e Ifyou insert a manual page break within an item in a numbered or bulleted list, a new list item will
be created. To avoid this, insert the page break above a list item and then delete the extra item that
is created.

To force a page break before or after a paragraph

1. Place the insertion point anywhere in the desired paragraph.
2. On the Insert menu, point to Page Break, and then click Page Break Properties.

3. Depending on whether you want to force a page break before or after the paragraph, click one of
the following options under either Page break before or Page break after:

o Always: Click this option to force a normal page break.

o Left: Click this option to force one or two page breaks before (after) the paragraph, so that
the next page is printed as a left page.

o Right: Click this option to force one or two page breaks before (after) the paragraph, so
that the next page is printed as a right page.

4. Click OK.

To prevent a page break before, after, or inside a paragraph

1. Place the insertion point anywhere in the desired paragraph.

2. Onthe Insert menu, point to Page Break, and then click Page Break Properties.

3. Click the Avoid option under Page break before, Page break inside, and/or Page break after.
4. Click OK.

To restore default (automatic) page break behavior for a paragraph

1. Place the insertion point anywhere in the desired paragraph.

2. Onthe Insert menu, point to Page Break, and then click Page Break Properties.

3. Click the Auto option under Page break before, Page break inside, and/or Page break after.
4. Click OK.

To control widows and orphans

1. Do one of the following:
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o Ifyou are specifying widow/orphan settings for one paragraph, place the insertion point
in that paragraph.

o Ifyou are specifying settings for multiple (adjacent) paragraphs, select the paragraphs.
On the Insert menu, point to Page Break, and then click Widow and Orphan Control.

To prevent widows, click Prevent widows and then specify the minimum number of lines of a
paragraph that must fall before a page break.

To prevent orphans, click Prevent orphans and then specify the minimum number of lines of a
paragraph that must fall after a page break.

Click OK.
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Basic document editing

As with many other kinds of documents, much of the time spent in authoring Web documents is taken up
with the mundane tasks of inserting and editing text. Fortunately, you will not have to learn anything new
to work with text in Namo WebEditor. Its WYSIWYG (What You See Is What You Get) interface makes
adding and editing text in Web documents as familiar as working with a word processing program.

In this section

Inserting text. eereeesee e ae et s e a e e s e e s e s et e ae e et e et eneeneseres p.70
Editing text .............. reerereereeserert et s e s e e ee et bestnatsseaenerseeasaestentaerasanene p.71
Finding and replacing teXt .....c.coveeveemriiecieiinniitiinieeinieeseeesennereressenens p.72
Inserting SPEcial itEIMS ...cuvuerrieiirecrcrtes et reeeenersaranr e s et e sienens p.74

Inserting text

Typing text

To add text to a document, just create or open it and start typing. Whatever you type appears in the
document at the insertion point—the blinking vertical bar that moves when you type. You can move the
insertion point by clicking the mouse or pressing the arrow keys on your keyboard. Note, however, that you
cannot move the insertion point beyond the end of the content that exists in the document.

To start a new paragraph, press Enter. To break the line you are typing without starting a new paragraph,
press Shift+Enter.

Pasting text from another program

If the text you want to insert into a Web document already exists in another document—such as a word
processing document or a plain text file—you can copy the text from the other program by selecting it and
pressing Ctrl+C, and paste it into the Web document by pressing Ctrl+V.

Inserting a text file

You can also insert the entire contents of a text file into a Web document.

Create or open the Web document in Namo WebkEditor, if it is not already open.

In My Computer or Windows Explorer, locate the text file whose contents you want to insert.
Drag the text file into the document window in Namo WebEditor.

Press Enter.

PW N
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Using overwrite mode

Normally, when you type text at the beginning or in the middle of a line of existing text, the new text
"pushes"” the existing text out of the way. But you can also type "over" existing text, if you want. First, you
need to unlock the Insert key:

1. On the Tools menu, click Preferences, and then click the Edit tab.

2. Deselect the Lock Insert key check box and click OK.

Then, to enter overwrite mode, press the Insert key. On the right side of the status bar, the word Overwrite
will appear to indicate Namo WebEditor is in overwrite mode. To return to insert mode, press Insert again.

Editing text

Ways to select text

e Position the mouse pointer at the beginning of the desired text, press the mouse button down, drag
the mouse pointer to the end of the desired text while holding down the button, and then release
the button.

o  Click at the beginning of the desired text, and then, while holding down the Shift key, click again
at the end of the desired text.

o Double-click a word to select it.

¢ Place the insertion point at the beginning of the desired text and then press the right arrow key
and/or the down arrow key while holding down the Shift key until you reach the end of the desired
text.

e  Place the insertion point at the beginning of the desired text and then press the right arrow key
and/or the down arrow key while holding down both the Shift and Ctrl keys until you reach the
end of the desired text. (The selection will be extended one word at a time.)

Ways to delete text

e  Place the insertion point at the beginning of the text you want to delete, and then repeatedly press
Delete until all the unwanted text is deleted.

e Place the insertion point at the end of the text you want to delete, and then repeatedly press
Backspace until all the unwanted text is deleted.

o Press Delete or Backspace while holding down the Ctrl key to delete one word at a time.
o  Select the text you want to delete, and then press either Delete or Backspace.

To copy text from one location or document to another

1. Select the text you want to copy.
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2. Do one of the following:

o On the Standard Toolbar, click & (Copy).

o Press Ctrl+C.
3. Move the insertion point to the place where you want to insert the text (after switching to the other
document, if necessary).

4. Do one of the following:
o On the Standard Toolbar, click B (Paste).
o Press Ctri+V.

To move text from one location or document to another

1. Select the text you want to move.
2. Do one of the following:
o On the Standard Toolbar, click &= (Cut).

o Press Ctrl+X.
3. Move the insertion point to the place where you want to insert the text (after switching to the other
document, if necessary).

4. Do one of the following:
o On the Standard Toolbar, click E (Paste).
o Press Ctrl+V.

g You can also move a selection of text by dragging it with the mouse. Similarly, you can copy a selection
of text by dragging it while holding down the Shift key.

To change the case of selected text

1.  On the Tools menu, point to Change Character Format, and then click Change Case.
2. Select the option corresponding to how you want to change the case, and then click OK.

Finding and replacing text

You can search for a specific word or phrase in the current document and optionally replace it with other
text. The Find and Replace commands can also operate on all open documents, instead of just the current
one. (To find and replace text in documents that are not open, use the Global Find & Replace (p.406)

command.)

72 Basic document editing



Chapter 2: Namo WebEditor Fundamentals

To find specific text

1.
2.

On the Edit menu, click Find (or press Ctrl+F).

In the Find box, type the text you want to find. (Note that the word containing the insertion point is
already entered for you.)

Under Options and Direction and range, select the desired options. (See Options and settings for
find/replace, p.73, below.)

Click Find Next. The found text will be selected in the document window. If necessary, keep
clicking Find Next until the desired occurrence of the search text has been found.

l:? After closing the Find/Replace dialog box, you can quickly search for the next occurrence of the
search text by pressing F3.

To find and replace specific text

On the Edit menu, click Replace (or press Ctrl+H).

In the Find box, type the text you want to find. (Note that the word containing the insertion point is
already entered for you.)

In the Replace box, type the text you want to replace the search text with.

Under Options and Direction and range, select the desired options. (See Options and settings for
find/replace, p.73, below.)

Do one of the following:
o If you want to decide for each occurrence of the search text whether to replace it or not:
1. Click Find Next.
2. Ifa match is found, click Replace to replace it or Find Next to skip it.
3. Repeat step 2 until all occurrences of the search text have been found.
o Ifyou want to replace all occurrences of the search text at once, click Replace All.

Options and settings for find/replace

Options

Match case: Only finds occurrences that have the same capitalization as the search text. For
example, if this option is selected and you search for "hello", any occurrence of "Hello" will be
ignored.

Match whole words only: Only finds occurrences that are whole words. For example, if this option“-
is selected and you search for "art", words like "heart" will be ignored.

Match in hyperlinks only: Only finds occurrences in the URLSs of hyperlinks. For example, if this
option is selected and you search for "namo”, all links to "www.namo.com"” will match, but the
word "namo" in text content will be ignored.

Match full-/half-width: Only finds occurrences that match the same "width" as the search text. This
option only applies to documents using double-byte characters, such as Korean or Chinese
characters.
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Direction and range

e  Up: The current document will be searched starting at the location of the insertion point and
progressing upward. The search will terminate at the top of the document.

e Down: The current document will be searched starting at the location of the insertion point and
progressing downward. The search will terminate at the bottom of the document.

e  Start at top of document: The current document will be searched starting at the top, regardless of
the location of the insertion point.

e Search all open documents: All open documents will be searched, starting at the top of the
document that was opened first.

The Find and Replace commands do not accept wildcard characters, such as "?" and "*".

Related topics
Finding and replacing text throughout a site..........co.covcrerrrcinrnenrvreerreccneene p.406

Inserting special items

In this section

Inserting a noN-breaking SPace ........occevercrcrererecrersseeneeeeccsesenescsesaresssenne p.74
Inserting horizontal MUIES .....ccoeevevieeiniiceee et seeccenaan p.75
Inserting symbols and special characters.......c.vevereccnenncneiereseccceninisesnenees p.76
INSErting COMMENLS........ocoiiriiiireniee s s st sese s e sesenesens p.77
Inserting the current date/time ........ccoveeveeverinerenice e ve e p.77

Inserting a non-breaking space

When a browser (or Namo WebEditor's Edit mode) displays a paragraph of text, it "wraps" the paragraph
by automatically breaking it at the right edge of the window (or the paragraphs’ parent container, such as a
table cell) so that no line is wider than the window or container. This saves you and your users the trouble
of scrolling the window horizontally to see all of a long paragraph. These automatic line breaks can occur
wherever there is a space between words or characters. However, there may be occasions when you do not
want an automatic line break to occur in a particular place, no matter what. For example, you may have a
heading that you want to always be displayed on a single line, even if it means having to scroll horizontally
to see all of it.
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In such cases, instead of inserting ordinary spaces between words, you can insert non-breaking spaces. If a
browser encounters a non-breaking space in a paragraph, it will never break the paragraph at that space. To
prevent a paragraph from breaking at all, you can insert non-breaking spaces between all of its words, as in
the example below:
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To insert a non-breaking space

¢ Do one of the following:
o On the Insert menu, point to Other, and click Non-Breaking Space.
o Press the space bar while holding down the Ctrl key.

Q If you have many or long paragraphs that you do not want wrapped, instead of using non-breaking
spaces, it is more convenient to define a style (p.213) that includes the white-space property with the
value "nowrap" and apply the style to the paragraphs.

.
a To prevent wrapping in a table cell, you can apply the "nowrap” attribute to the cell. (On the Inspector,
select No wrap,)

Related topics
Controlling text wrapping in @ table........ceveeeerereeeeeenieseencneereienieseeeaenes p.204

Inserting horizontal rules

A horizontal rule is a line used to visually divide sections of content in a document. By default, it stretches
all the way across its parent container.

To insert a horizontal rule

1. Place the insertion point where you want to insert the horizontal rule.
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2. On the Insert menu, click Horizontal Rule.

@ If you insert a horizontal rule in the middle of a paragraph, list item, or similar block element, the
element will be split into two elements above and below the rule.

To adjust a horizontal rule’s width, height, and other properties

1. Select the horizontal rule.
2. On the Inspector, do any of the following:

o In the Width and/or Height boxes, enter values for the rule's width and/or height and press
Enter. Width can be specified in pixels or as a percentage of the parent container's width;
height can only be specified in pixels.

o Click the Alignment box and select the alignment of the rule with respect to its parent
container. (This only has an effect if the rule's width is smaller than that of the parent
container.)

Select the Solid check box to remove the rule's 3-D effect, making it a solid bar.

o Click the color box and select a color for the rule. (If you specify a color, the rule
becomes a solid bar regardless of the state of the Solid check box.)

Inserting symbols and special characters

Use the Symbol command to insert a symbol or special character that cannot be typed on the keyboard,
such as the copyright symbol ©.

To insert a symbol or special character

1. On the Insert menu, click Symbol (or press Ctrl+F7).
2. If the character you want to insert does not exist in the ASCII character set, click the Unicode tab.
3. Double-click a character to insert it into the document. Repeat as desired. When done, click Close.

E Ifyou insert a Unicode character, you must specify the character set of the dochrzent as Unicode;
otherwise, the character will not display properly in a browser (or in Preview mode). To specify the
document's character set: on the File menu, click Document Properties, click the Generaltab, and then
click the Character Set box and select Unicode (UTF-8).

Q The Symbol dialog box is non-modal, so you can click on the document window and continue editing
while the dialog box is open. In the dialog box, you can also click Copy to Clipboard to save the
selected character in the clipboard for future pasting.
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Inserting comments

In HTML, a comment is text that appears in the source code of a document but is not displayed in a browser
and has no effect on the appearance of the document. If you are an advanced author and work directly with
source code, inserting comments is a good way to remind yourself or other authors what particular sections

of the source code are for.

Although comments are usually inserted in HTML mode, you can also insert a comment in Edit mode. If

the display of special tag marks (p.44) is enabled, a comment mark ( b ) will appear in Edit mode at the
location of the comment. In the HTML source code, a comment is surrounded by the character strings

||< !_" and "_>".

To insert a comment
1. Place the insertion point at the location where you want to insert the comment.

2. On the Insert menu, click Comment.
3. Enter the text of the comment and click OK.

Q To enable or disable the display of special tag marks: on the View menu, point to Marks, and then click
Special Tag Marks. Alternatively, click 1 (Show/Hide Special Tag Marks) on the Standard Toolbar.

Inserting the current date/time

To quickly insert the current date and time as text in the current document, use the Date and Time
command. You can choose among various date/time formats.

To insert the current date and/or time

1. On the Insert menu, point to Other, and click Date and Time.
2. Select the desired date/time format and click OK.

@ Namo WebEditor gets the current date and time from your computer's internal clock. If the clock is
wrong, the wrong date and/or time will be inserted. To adjust your computer's clock, use the Date and

Time icon in Windows's Control Panel.
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Working with local sites

In this section

What 15 @ [0Cal SIte7 ....cceeeririririnenieririreenreeeise e eeessssssssesssesasassesaseassnes p.78

Creating @ 10Cal SI1E ......coceeerirriercirrincreer et sesasssseseseneas p.79
Related topics

WOTKINE With SIEES c.cvvererrereinieriieiererinesrnsieiseseesetssesenssssssssssserssnarssesassens p-339

What is a local site?

A local site is a managed collection of Web documents, folders, and resource files on the local file system
that you intend to publish as a Web site. A local site gathers local files into a cohesive whole and lets you
manage them as a whole, with Namo WebEditor's Site Manager. A mere bunch of HTML and image files
in a folder on your hard disk is not a local site, in the sense in which Namo WebEditor uses the term. A
local site must be explicitly created through a command in Namo WebEditor, and its members (files) must
be explicitly included.

Benefits of using a local site

Creating a local site makes possible several things that cannot be done with a simple folder full of files. The
most important of these are qutomatic link updating, dynamic navigation bars, and a site library.

Automatic link updating

When you move or rename a file or folder in a local site, any paths or URLs that point to the file
(or include the folder) can be automatically updated. For example, if several documents in a local
site all link to an image whose path is "images/logo.gif", and you move the image to an
images/logos folder, Namo WebEditor will offer to change all of the affected image paths
automatically to "images/logos/logo.gif".

Dynamic navigation bars

If you've surfed the Web even a little, you'll be familiar with the concept of the navigation bar—a
row or column of links that provide shortcuts to key pages on a site or to pages closely related to
the current page. Often, the same navigation bar appears on many pages in the same site.
Navigation bars are popular because site visitors find them useful, not because they are easy for
site authors to create and manage: if you remove or add a page that a navigation bar link points to,
or should point to, you may have to update the navigation bars on dozens, if not hundreds, of

pages.
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You can avoid such headaches by using Namo WebEditor's dynamic navigation bars, which are
made possible when you set up a site tree in a local site. A dynamic navigation bar updates
automatically when you add or remove a page at the same level in the site tree as the other pages
the bar links to.

Site library

In any medium-size to large site, there will be resources—images, blocks of text, hyperlinks, and
so forth—that are used repeatedly throughout the site. When you use a local site in Namo
WebEditor, the Site Library panel presents categorized lists of all such resources in use in the site.
Inserting an existing resource into @ document that is part of the site is as easy as dragging it from
the Site Library.

Other advantages of using a local site include one-button publishing and the ability to use a source control
system to prevent conflicts when more than one person edits the same set of documents. For all of these
reasons, it is always a good idea to create a local site whenever you work on multiple documents that will
be published to the same Web site.

Related topics

Creating 2 10Cal SHE....ccvverrecrcrnsirereercccsirenrerrcssissneseseacesesesnanesenesssissessenees p.79
Site structure and NAVIGAION ......covevrireriirircrr e p.355
Using the site lbrary ... p-377

Creating a local site

There are three ways to create a local site:

e  Youcan use the Site Wizard to create a new site from a site template. The wizard automatically
creates a local site, complete with a site tree (p.355), to contain the documents it generates.

¢ You can create an empty local site with the New Site command. After creating an empty site, you
can add documents to it by dragging them from Windows Explorer or by creating them from
scratch.

e You can create a local site from the contents of an existing folder on the local file system with the
New Site command. (The folder contents may consists of files imported (p.351) from a Web site.)
Any HTML documents and resource files in the folder and any subfolders will automatically be
added to the local site, and Namo WebEditor will automatically generate a site tree (p.355) from
the documents and subfolders.

@ When you create a local site, Namo WebEditor adds a special file named site.wejand a special folder
named _we_info5 in the local site's top-level folder. These special items store site information and
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internal resources. By default, these items are not visible in the Site Manager, although you can see
them in Windows Explorer. Do not delete these items unless you want to delete the local site.

In this section

Creating a local site with the Site Wizard.........cccoiveinmeccinncnnnncnrennencenens p.80
Creating an empty 10€al SIte.......ccervreiccriereireereieercertstre s sesseseseeseneens p.85
Creating a local site from files in an existing folder ...........ccccrveveniecrerennnes p.85

Related topics

Site structure and NAVIZAtioN.......covuieremreecsimmnetisn ettt senneseaeses p.355

Creating a local site with the Site Wizard

Use the Site Wizard to create a complete site in seconds. Just choose a site template and a theme, and
Namo WebEditor generates a local site for you, complete with ready-to-customize documents and a site
tree that defines the navigational structure of the site.

To start the Site Wizard, click the Site Wizard button on the Shortcut Bar or, on the File menu, point to Site,
and click Site Wizard. The wizard walks you through the process of creating a site in four easy steps:
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In the first step of the Site Wizard, you choose a site template on which to base your new site. The choice
of template affects both the structure of the site (how many pages there are and how they are related) and
the zitle and layout of each page. Select a template under Templates, and its site tree will appear in the

Preview area.

Keep in mind that a site template's initial structure (site tree) is only a starting point. You can always add,
rearrange, or remove documents after you finish the Site Wizard. However, if you want to modify your new
site's site tree right at the beginning, you can do so right in the Site Wizard by manipulating nodes in the
Preview area and using the buttons below it.

¢ To move a node in the tree, drag it to the desired position.

e Toadd a node, select an existing node and click New. In the menu that appears, select a node type
(p-356). A new node will be added as a child of the selected node.

e To copy a node, select it and click Duplicate. The copy will be given the same navigation name as
the original, so be sure to rename it.

¢ Torename a node, select it and click Rename.

e Todelete a node, select it and click Remove.

For more information about working with a site tree, see Building the site tree, p.356.
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B Modifying the template structure in the Site Wizard affects only the site you are currently creating; it
does not modify the template itself. If you want to save changes to a site template so that future sites
based on the template inherit the changes, complete the Site Wizard, make the desired modifications,
and then save the site as a new site template (p.349).

Step 2: Choose a theme
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In the second step of the wizard, you choose a thenie for your new site. A theme is a collection of
formatting styles and graphical design elements that combine to give a consistent look to a site (or some
documents in a site). Namo WebEditor comes with over 200 predesigned themes, and you can create new
themes (p.276) of your own either from scratch or by customizing (p.276) the included themes.

To see a preview of your new site with the selected theme applied, click Site Preview. Namo WebEditor
will generate a temporary site based on the template selected in the previous step, apply the selected theme
to it, and then open its index page in your default browser. While examining the temporary site in the
browser, use the navigation bars on each page to jump to other pages.
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Step 3: Enter site information
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In the third step of the wizard, you enter a few pieces of information that will be used throughout the new
site, and specify the local folder in which to save the site.

Title

Type a title for your new site in this box. This title will not actually appear on any page in the site;
it just makes it easier to tell what local site you are working on at any given time.

Author

Type your name in this box. Like the title, the author name does not actually appear on any page
in the site. The only place it appears is in the Properties dialog box for the site.

Administrator e-mail address

The e-mail address you type in this box will appear near the top and/or bottom of every Site
Wizard-generated page in the site. If you don't want any e-mail address to be automatically
inserted on every page, leave this box blank.

Copyright information

Whatever you type in this box will appear near the bottom of every Site Wizard-generated page in
the site. You can use it to specify copyright information or any other piece of text you want to
appear at the bottom of every page. If you don't want any text to be automatically inserted at the
bottom of every page, leave this box blank.
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Save site in
Enter the path of the local folder (a folder on your hard drive or somewhere on your local area
network) in which to save the site. You can click the Browse button to locate and select an existing
folder. Note that you must specify a local folder, not a directory on a Web server. You will upload
the local site to a Web server later, using one of the publishing (p.387) commands.

Step 4: Specify a Web server
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In the fourth and last step of the Site Wizard, you specify the Web server to which the local site will be
uploaded, or published, once you are finished customizing it. If the server you want to use has not been
defined yet, you can click New to define it now. However, this is not required; you can always define a
Web server later using the Remote Sites command (see Defining remote sites for publishing, p.388).

Finishing the Site Wizard

Click Finish to complete the Site Wizard. If the folder you specified in the third step does not yet exist,
Namo WebEditor will ask you whether it's okay to create it; click Yes. Then, Namo WebEditor will spend
a few moments generating the new site and applying the selected theme to it. When it has finished, the Site
Manager window will appear. Now you can start opening and customizing the generic documents the
wizard has generated. To open a document for editing, double-click its icon in either the Site Files pane or
the Site Tree pane of the Site Manager.

Related topics
Adding files and folders to a local Site........cccovemirreerecccrirecneeneereearaennens p.347
Site structure and NAVIGAtION.......cocevverereiereriesreresnsiesessereeneseesessseencnsneneas p.355
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USINE theIMES.....ccecirerrrcrrenrencre e resesesrsesssasssosestsasessesessesssrsssenesesnessans p.270
Defining remote sites for publishing......c.ocnivinrinriniinicninnencenne. p.388
Basic document editing.......c..covveeerrererniiiniieiinins e p.70

Creating an empty local site

If you plan to create a new Web site entirely or mostly from scratch, start by creating an empty local site
with the New Site command. Creating a local site and adding new documents to it—instead of simply
storing new documents in an ordinary Windows folder—will make it easier to manage the documents and
make it possible to use automatic link updating, dynamic navigation bars, and a site library, among other
benefits.

After creating an empty site, you can add documents (p.347) to it by using commands in the Site Manager to
create new documents, or by dragging existing documents to the Site Manager from Windows Explorer.
You can also add other files, such as images, by dragging them from Windows Explorer.

To create an empty local site

1.  On the File menu, point to Site, and then click New Site.

2. Inthe Site title and Author boxes, enter a name for the site and your name, respectively. (This
information will not appear on the Web site.)

3. Click Create empty site, and then enter the path of the folder in which you want to store the site's
files. (You can click ... to browse for a folder or to create a new one.)

4. Click OK.

The Site Manager window will come to the front, with the new local site open and ready for you to add
new (or existing) documents.

Related topics

Adding files and folders to a local Site .......covcveiviircciirinsccnsniniieesinenennes p.347
Site structure and NAVIZAtIoN.........ccccceerrrererenernerereeneteseaesessesseeesaenessesseeas p.355

Creating a local site from files in an existing folder

If you already have a local copy of a Web site in a folder on your hard drive, and you want to manage the
folder as a local site with the Site Manager, you can do so by creating a new local site in that folder. All
files and subfolders in the folder will be automatically added to the local site. This provides a convenient
way to let Namo WebEditor "take over" a site that you have created using other software.
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To create a site from an existing folder

1. On the File menu, point to Site, and then click New Site.
2. Under Site information, enter a name for the new site and (optionally) the author's name.

3. Under Site origin, click Import existing files in a folder, and then enter the path of the folder that
contains the existing files. You can click the ... button to browse for a folder.

4. Specify the file types, if any, you want the Site Manager to include in the site tree. (See
"Generating a site tree automatically", below.)

5. Click OK.
The Site Manager window will come to the front, with the new local site open and ready to use.

Generating a site tree automatically

When the Site Manager takes over an existing folder containing Web site files, it can optionally generate a
site tree for the new local site, automatically populating the tree with nodes based on the files and
subfolders in the folder. The Site Manager can create nodes from any of the following file sets:

e all Web documents (HTML/ASP/PHP/JSP/SHTML files)
all image files (GIF/JPG/PNG/BMP files)
all Web documents and image files

all files, regardless of type

Before having the Site Manager autogenerate a site tree for the new local site, you should decide which file
types you want the Site Manager to create nodes for. In most cases, choosing Documents only is the best
choice. Note that the Site Manager will always create folder nodes from any subfolders in the site folder;
this behavior cannot be disabled.

To understand how the Site Manager constructs automatic site trees, consider the following, highly
simplified file/folder structure for a hypothetical company site:
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If you create a new local site in the www.namo.com folder and enable automatic site tree generation, the
Site Manager will generate the following site tree. (Note: node titles have been changed from their
defaults.)
N
@ Bamo

Q 11'\dex
g

T T Y 1
Q about D contact :\" products Ej support
B e
B index [ /webeditor B forum D index
g

——t——
B index Q tour

Notice that the Site Manager has correctly identified index.htm]l as the site's "home page", appropriately
placing its node at the top (root) of the tree, just under the node representing the site itself. Each of the other
two top-level documents, about.html and contact.html, becomes a child node of the home page node. The
top folder's immediate subfolders, products and support, become folder nodes at the same level, while the
contents of those subfolders become their child nodes, and so forth.

The purpose of creating folder nodes in autogenerated site trees is mainly to provide a way to visualize the
folder structure of the site. Folder nodes are not actually represented in dynamic navigation bars. If the top-
level index page in the above example contains a dynamic navigation bar linking to its child nodes, that bar
will not include links to the products and support index pages, since those index pages are not immediate
children of the top-level index page. To include the products and support index pages in the navigation bar,
you would need to move (p.362) those nodes up, putting them on the same level as the "about" and
"contact" pages. In fact, it often makes sense to eliminate folder nodes altogether, after moving their
(document) child nodes to appropriate positions in the tree, as in this example:
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(Note that the moved "index" nodes have been renamed to "products”, "webeditor”, and "support”,

respectively.)

Related topics

Site structure and NAVIZALION........ccvveeierererrereeeesneiisaseeessesssssssesnsssrsessasassees p.355
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3 Laying Out Web Pages

In Web documents as in printed documents, Jayout refers to the spatial arrangement of elements—usually
text and graphics—on a page. Besides being pleasing to the eye, good layout makes documents easier to
read and understand. HTML provides several tools you can use to design an effective page layout, and
Namo WebEditor makes using these tools as easy as possible.

In this section
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USING fTAMES ..cvcriieirniiciicrsnssinsnisniesisiessisssesssisssssssasssesssassessssessessssanes p.101
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About page layout

In many ways, Web documents are like documents you create in a word processor. Content begins at the
top left (or top right, depending on the language) comer of the page and proceeds toward the right (or left)
and down in a single, continuous column. But a single-column layout is often not what Web authors want.
For example, you may prefer to have a column of links on the left side of a page, a middle column for body
content, and a third column on the right for supplementary content. Fortunately, HTML and cascading style
sheets (CSS) offer the following techniques to create more useful and visually interesting layouts than the
default single column:

Tables (p.99)

Tables are elements that arrange content in rows and columns. By creating a table that fills the
entire page and placing all the page's content in it, you can create virtually any page layout.

Frames (p.101)

Frames are a way of dividing the browser window into two or more panes. Among other things,
you can place links in one frame and have the links' destinations open in another frame. Frames
scroll independently, so your links can remain always visible while the content frame is scrolled.

Positioned elements (layers) (p.111)

Normally, the position of an element—such as a paragraph or an image—is determined by its
position within the sequence of all the elements on the page and the size of the elements that go
before it. However, cascading style sheets provide a way to specify the position of an element in
terms of absolute page coordinates, so you can position an element independently of other content.

In addition, with Namo WebEditor's layout boxes (p.91), even beginning Web authors can start creating
versatile layouts right away. When you drag layout boxes on a layout grid, Namo WebEditor automatically
creates an invisible table that reflects the arrangement of your content.

Related topics

TADIES oecviiticer sttt e e bbb nene p.182
Shared content areas ........ e eereeere bbbt sabane p.420
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Using layout boxes

To overcome the limitations of the normal single-column flow of content in HTML, Web authors often use
a table (p.182) to hold all the content of a page. The rows and columns of the table provide a convenient
structure for authors to place content in specific locations on the page. However, setting up and managing a
table for page layout is not easy, even for experienced authors. To make using tables for layout more
accessible, Namo WebEditor includes a feature called /ayout boxes.

A layout box is an invisible box that contains /ayout cells that hold content. Within a layout box, you draw
cells using the mouse. You move cells by dragging them, and you can resize cells without affecting the size
of other cells or of the layout box. By default, a layout box has a grid to help you align layout cells.

When you create a layout box, Namo WebEditor automatically creates a borderless table in the underlying
HTML source code with the same dimensions as your layout box. When you draw, move, resize, or remove
cells in the layout box, Namo WebEditor automatically changes the table code to reflect your changes.
Although you can see the layout box in Edit mode, it is invisible in browsers.

You can do the same kinds of layout tasks with layout boxes that you can with ordinary tables, but layout
boxes are easier to use.

E [ \Scratch\lboxtest.hhnl

Links will This cell is for main content.

A small layout box containing four layout cells, as seen in Edit mode

In this section

Creating a layout box and layout ells .........ccuoeevcverrneriereenrerersnrennseseseesens p.92
Resizing layout boxes and 1ayout Cells..........corerrrncrencnenererreserereonsnenns p.93
Moving and removing layout cells.......ccouririmnrcriirmrireieieeceeneceercncrerennens p.94
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Aligning and distributing layout cells..................... . p.95
Changing properties of layout BOXes .........eeeveeicniernierernrninnerseseccensierenans p.96
Changing properties of layout Cells .......ooverevrnncrinrecnenrnerennnerneninenisneneens p.97
Converting between layout boxes and tables ........c.occoreerivcvrreenrecierernerennns p.98

Related topics

Using a table for layout..... resererre e et sae b e e e ssar e e se et esnenren p.99
TABIES .ottt se et e re st e nn e nenes p.182
LaYETS et s s e sa st st sas s e p.111

Creating a layout box and layout cells

To create a layout box for an entire page

1.
2.
3.

4.
5.

Create a new document (click 0 (New) on the Standard Toolbar).
On the Table menu, point to Layout Box, and then click Draw Layout Box.

Click near the top left comer of the document and drag downward and to the right until the dotted
rectangle is approximately the size you want for your page layout.

Delete the empty paragraphs above and below the new layout box.

If you want to adjust the size of the layout box, double-click it and enter new values in the Width
and Height boxes.

B Note that even if there are no other elements above or to the left of a layout box, there will still be a
small margin between the layout box and the top and left sides of the browser window. To remove this
margin, define a style sheet rule (p.213) for the <body> element with the declaration: "margin: 0",

Although in most cases you will probably want to use a layout box to contain all the content on a page, it is
also possible to use a layout box for just part of a page. Any number of layout boxes can coexist in the
same document. (However, a layout box cannot contain another layout box.)

To create a layout box for part of a page

L.

2.
3.
4

Place the insertion point in the line below which you want the layout box to appear.
On the Table menu, point to Layout Box, and then click New Layout Box.
Enter the desired dimensions in Width and Height.

If you want content following the layout box to flow around it, click Alignment and select Left
(Floating) or Right (Floating).

Click OK.
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To create layout cells

1. Do one of the following:
o On the Table menu, point to Layout Box, and then click Draw Layout Cell.
o On the Layout Box Toolbar, click = (Draw Layout Cell).
2. For each layout cell you want to create, draw a box inside the desired layout box.
3. When finished, press Esc to exit drawing mode.

Layout cells cannot overlap. While drawing a layout cell, if you move the pointer into another layout cell,
the pointer will change to % , indicating that the layout cell cannot grow further.

Resizing layout boxes and layout cells

To resize a layout box
1. Select the layout box by clicking its border or an empty space inside it. (The pointer should look
like % before you click.) '
2. Drag any of the box's resize handles.

3. Ifyou need to make fine adjustments to the size of the box, right-click the box, select Layout Box
Properties, and then enter the desired dimensions in Width and Height.

To resize a layout cell
1. Select the layout cell by clicking its border or an empty space inside it. (The pointer should look
like %a before you click.)
2. Drag any of the cell's resize handles.

3. Ifyou need to make fine adjustments to the size of the cell, double-click its border and enter the
desired dimensions in Width and Height.

Resizing a layout cell does not affect the size or position of any other layout cell. Also, layout cells cannot
overlap. As a result, you cannot increase the size of a layout cell beyond the borders of any adjacent cells.

E] While editing a layout box, it is possible to set the size of a layout cell so that all of its contents are not
visible. Such a cell will appear with a red border in Edit mode. However, when the document is viewed
in Preview mode or a browser, the layout cell will expand to show all its contents.

To adjust the size of a layout cell to fit its contents

1. Select the layout cell by clicking its border or an empty space inside it. (The pointer should look
like % before you click.)
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2. Do one of the following:
o On the Format menu, point to Layout, and then click Fit to Contents.

o On the Layout Toolbar, click S} (Fit to Contents).

If necessary, the layout box will be expanded to accommodate the resized layout cell. However, any
adjacent cells will not be moved automatically, so the Fit to Contents command will be unavailable if it
would require adjacent cells to be moved.

Moving, duplicating, and removing layout cells

To move a layout cell

e  Drag the cell to a new location. (If the cell is full, start dragging by clicking the cell's border.)
The pointer should look like %a before you drag, and it will change to a hand while you drag.

If you drag a layout cell so that it overlaps any other layout cell, when you release the mouse button the cell
will "snap™ to the nearest position that avoids overlapping other cells.

If you drag a layout cell beyond the layout box's right or bottom border, when you release the mouse button
the layout box will expand to enclose the layout cell. If you drag a cell beyond the layout box's left or top
border, the cell will snap to the nearest position that is completely within the layout box.

You cannot move a layout cell from one layout box into another layout box. To duplicate a layout cell in
another layout box, create a cell of the same size in the second layout box and then copy or drag the
original cell's contents into it.

Q If you hold down the Shift key while dragging a layout cell, its movement will be limited to sideways
and up-and-down movement only (no diagonal movement).

Duplicating a layout cell

e  Drag the cell to a new location while holding down the Ctrl key.

To remove a layout cell

o  Click the cell's border and then press Delete.

To remove several layout cells
1. Click each cell's border while holding down the Shift key.
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2. Press Delete.

Aligning and distributing layout cells

You can align, distribute, and resize layout cells with respect to each other using the Layout Toolbar or the
commands in the Layout submenu of the Format menu. To reveal the Layout Toolbar, in the View menu,
point to Toolbars, and then click Layout.

Jlesd|luga|BO@| W H]

The Layout Toolbar

To align two or more layout cells with each other

1. Select the cells by clicking each cell's border while holding down the Shift key.
2. Click one of the alignment buttons (the first six buttons) on the Layout Toolbar.

The cells will be aligned with respect to the last selected cell.

Depending on the arrangement of the selected cells, not all of the alignment commands may be available.
Since layout cells cannot overlap, only those alignment commands that would not result in overlapping
cells are available at any given time.

To evenly distribute three or more layout cells
1. Select the cells by clicking each cell's border while holding down the Shift key.
2. On the Layout Toolbar, click M (Space Across) or 3 (Space Down).

If the Space Across or Space Down command is not available even though three or more layout cells are
selected, there may not be enough space to distribute the cells. In the example below, the cells cannot be
distributed horizontally because there is not enough space between Cell 1 and Cell 3 for Cell 2. Similarly,
they canot be distributed vertically because there is not enough space for Cell 3 between the other two cells.
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Example of undistributable cells

To make two or more layout cells the same size
L.

Select the cells by clicking each cell's border while holding down the Shift key.
2.

On the Layout Toolbar, click (= (Make Same Width), H| (Make Same Height), or &3] (Make Same
Size).

The cells will be resized to the same size as the last selected cell. Cells are never moved automatically, so if
there is not enough space to resize all selected cells, some or all of the resize commands will be unavailable

Changing properties of layout boxes

To change the alignment of a layout box with respect to its parent element

1. On the Layout Box Toolbar, click d (Layout Box Properties).
2. Click the Alignment box and select Left, Right, or Center.

To make surrounding content flow around a layout box

1. On the Layout Box Toolbar, click d (Layout Box Properties).

2. Click the Alignment box and select Left (Floating) or Right (Floating).

To change the background color of a layout box

1. Onthe Layout Box Toolbar, click L (Layout Box Properties).

2. Click the Color box and select a color (p.233).

To add a repeating background image to a layout box

1. On the Layout Box Toolbar, click Ld (Layout Box Properties).
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2. Enter an image file URL in the Image box.

To change grid spacing

1. On the Layout Box Toolbar, click Ld (Layout Box Properties).

2. Enter the desired horizontal and vertical distance between gridlines in the Horizontal and Vertical
boxes.

To turn off snap-to-grid

1. On the Layout Box Toolbar, click Ld (Layout Box Properties).
2. Clear one or both of the Snap check boxes. (Snap-to-grid can be enabled or disabled

independently for horizontal and vertical gridlines.)
To hide gridlines

1.  On the Layout Box Toolbar, click Ld (Layout Box Properties).

2. Clear one or both of the Visible check boxes. (Visibility can be enabled or disabled independently
for horizontal and vertical gridlines.)

Related topics
SeleCting COIOTS ...vnenneririrreeren sttt e raeaesn s srsesess p.233

Changing properties of layout cells

To change the horizontal alignment of the contents of a layout cell

1. On the Layout Box Toolbar, click o] (Layout Cell Properties).
2. Under Alignment, click the Horizontal box and select an alignment type.

To change the vertical alignment of the contents of a layout cell

1. On the Layout Box Toolbar, click =} (Layout Cell Properties).
2. Under Alignment, click the Vertical box and select an alignment type.

To change the background color of a layout cell

1. On the Layout Box Toolbar, click B (Layout Cell Properties).
2. Under Background, click the Color box and select a color (p.233).
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To add a repeating background image to a layout cell

1. On the Layout Box Toolbar, click H (Layout Cell Properties).
2. Under Background, enter an image file URL in the Image box.

To change a layout cell's margins

1. On the Layout Box Toolbar, click & (Layout Cell Properties).
2. Under Margins, enter new values in any or all of the Left, Right, Top, and Bottom boxes.

E Margins appear on the inside of a layout cell, so they affect the size of its content area but not the size
of the cell itself. If a layout cell also has non-zero borders, the borders are drawn outside the margins.

To change a layout cell's borders

1. Onthe Layout Box Toolbar, click H (Layout Cell Properties).
2. Under Borders, enter new values in any or all of the Left, Right, Top, and Bottom boxes.
3. Click the Color box and select a color (p.233).

Borders are drawn on the inside of a layout cell, so they affect the size of the cell's content area but not
the size of the cell itself. If a layout cell also has non-zero margins, the margins appear inside the
borders.

Related topics
SEleCtING COIOIS....ucucianrrietrercrtreceecinent s saseraese e st s s sasasssssasseneneass p.233

Converting between layout boxes and tables

To convert a layout box to a table

o Right-click the layout box's border and select Convert Layout Box to Table in the shortcut menu.

To convert a table to a layout box

e Right-click the table, point to Table on the shortcut menu, and then click Convert Table to Layout
Box.
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Using a table for layout

Although novices and intermediate Web authors generally find it easier to use a layout box (p.91) than an
ordinary table to create a multi-column layout, experienced authors may prefer tables for their familiarity or
their greater flexibility. Creating a layout table is not difficult, but you do need to be aware of various
behaviors of tables and cells and how they can affect your layout. Here are some guidelines for using layout
tables:

Use the table drawing tools

Namo WebEditor's table drawing tools can greatly simplify creating a layout table. Use the Table Pencil to
draw a single-cell table of the desired size, and then draw column and row borders to create cells for
content. Use the Table Eraser to merge cells by "erasing" the border between them.

Align content with the tops of cells

If you don't specify the vertical alignment of content in a cell otherwise, most browsers put content in the
middle of the cell. For a layout table, you'll probably want content to start at the top of most cells. To
specify top vertical alignment in a cell, do this:

1. Right-click the cell and select Layout Cell Properties in the shortcut menu.
2. Click the Vertical alignment box and select Top.

You can select several cells and set the vertical alignment of all of them in one operation.

Pay attention to borders, margins, and padding

For layout tables, you'll usually want the borders to be invisible in browsers. After creating a layout table in
Namo WebEditor, make sure to set the border width to zero (enter 0 in the Border box of the Inspector) to
make the borders invisible.

In most browsers, the default spacing between cells is 2 pixels, and the default cell padding is 1 pixel. This
may interfere with your page design if your design calls for adjacent cells to contain images that have no
space between them. On the other hand, you might want more space between cells that contain text, for
better readability. You can adjust the cell spacing and padding values for a table in the Inspector.

Note that these values apply to an entire table; pure HTML does not provide a way to control spacing and
padding on a cell-by-cell basis. For greater control, set both cell spacing and cell padding to zero and use
the padding properties of cascading style sheets on individual cells as needed.

d To hide borders and set cell spacing and padding to zero in one step, click il (Hide Borders) on the
Inspector.
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Be careful when setting table and cell widths

When you create a table using the table drawing tools or the Create Table button on the Standard Toolbar,
Namo WebEditor automatically sets column widths in absolute, pixel units. However, pixel units are not
always appropriate for layout tables. If you use only pixel units, your table's width cannot grow or shrink in
response to changing browser window sizes, so people who view your page in a small window may have to
scroll sideways to see all your content. It's usually best to leave the width of at least one column
unspecified, so that column can grow or shrink depending on the window size.

In the example below, the "content” cell's width is unspecified, while the table's width is set to 100%. This
allows the table width to shrink or grow while the width of the "navigation" cell remains fixed.

; C T bammer (widthunspeciied) T v
é navigation i content i

| | (100 pixels wide) ; (width unspecified) :

O footer (widthunspecified) :

| <D\ Bt CHTHLEE) A Preview /||« 2l

A layout table using both fixed and unspecified cell widths

Also, try to avoid specifying table and cell sizes that conflict with one another. Conflicting size settings can
confuse browsers and lead to unexpected results. For example, avoid specifying a table width that is
smaller than the combined width of its columns.

Don't rely on cell height

If you specify the height of a row or cell, keep in mind that browsers treat the value as a minimum value
only. Browsers will always override the specified height of a cell when necessary to show all its contents.

Related topics

USING [aY0UL DOXES ...ouvvrniririicininieicieninereranerersesesssserisssenessessssssesenssesesnsns p.91
TADBIES ..vouiiiiericeeeentre ettt e st e st et es e e ettt ne e e n s et e se e b ee p.182
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Using frames

This section deals with creating and using frames. Like layout boxes and tables, Web authors can use
frames to create complex page layouts. However, the most important aspect of frames is that authors can
use them to display multiple documents in the same browser window.

In this section

About frames and fTamMESELS......ccvvreecrrrmreerrrre et sesrsessesesesees p-101
Creating a fTamESEt .ouuivirnscieciicri et st resresesssssasseesees p-102
Setting a frame's initial document ........ccooevuiemirmemirnnrineenici e p.103
SavINg @ fTAMESEL ....cccveemierereeeieeeeteeeeree ettt a bbb b p.104
Printing @ frameset c.cvvevivimiiniieireisieseietee sttt srssessssessenies p-104
Previewing @ frameset......ouceeriicsreesinsnsensiniinsisseissieasnisesssssnssessesnes p.104
RESIZING fTAMES ..ottt p-105
Adding and removing frames.......coveerevermmreerrererrsesise e p-106
Setting a frame's default target.....c.cooeeeeieriee e p-107
Naming or renaming a frame ........ccccovevnirnrcnnianen. p.108
Setting frame margins, scrollbars, and borders .........ccoevivicennininincnnicnnins p-108

Modifying frameset document properties
Adding "noframes"” COMLENL.......cccureerertrieriiiririreercestecseriresensasecnessasamrassasess p.110

About frames and framesets

On the Web, frames are used to display more than one document in the same browser window. Each frame
in a frameset displays a different document (or different parts of the same document). Frames act almost
like independent windows: they can be scrolled independently of other frames, and the document appearing
in one frame can change without affecting other frames.

A typical use of frames is to display a set of links together with the destination of one of those links.
Clicking a link in the links frame loads its destination in the content frame. Since frames scroll
independently, a viewer can scroll the content frame while the links in the links frame stay in place.
Additional frames might be used, for example, to display a banner that always stays at the top of the
window and a footer that always stays at the bottom of the window.
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Banner Frame
Links | Content Frame
Frame
This is where the destnation of
Lk 1 | eachEk in the Inks frame will
Link2 | open
Litk 3
etc.

A frameset with banner, links, and content frames

Each frame in a frameset must have an initial document (p.103)—the document that appears in the frame
when the frameset is first opened in a browser. A frame's initial document may later be replaced by another
document in the course of browsing the site. In the example above, the initial document of the content
frame will be replaced by another document when the user clicks a link in the links frame. An initial
document does not need to be located on your site; it can be any document on the Web.

To open a frameset in a browser, you open the frameset document—this is the document that contains the
information the browser needs to display the frames and fill them with content from other sources. The
frameset document itself normally does not appear in the browser window, although its URL appears in the
browser's address bar. However, if a browser does not support frames, then it will display the contents of a
<noframes> element (p.110) in the frameset document.

To link to a frameset, use the URL of the frameset document. Similarly, to use a frameset as the default
document for a site, specify the file name of the frameset document in your Web server's default
document setting (or rename the frameset document to index.html).

Creating a frameset

To create a frameset

1. Do one of the following:
o On the File menu, click New, and then click the Frameset folder.
o On the Frame menu, click New Frameset.

2. Click a frameset template and then click OK.
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E Namo WebEditor will not create a new frameset if one is already open.

When you create a new frameset, Namo WebEditor opens the frameset in Edit mode and displays a new,
blank document in each frame. At this point, you should specify the initial document (p.103) for each frame
and then save (p.104) the frameset. If you have not yet created the initial documents, you can go ahead and
compose them directly in each frame. When you save a document in a frame, Namo WebEditor
automatically sets that frame's initial document to the saved document.

Related topics

Setting a frame's initial document ...........cccvvvnnniinnin p-103
SaVINgG @ fTAMESEL.ucuirereceriiiie sttt sasseness e p.104
Adding and removing frameS .....coverieiiiiiniiemininiits s sissssses p-106

Setting a frame's initial document

Each frame in a frameset must have an initial document—the document that appears in the frame when the
frameset is first opened in a browser.

To set the initial document for a frame

o If you are composing the initial document in the frame, simply save the document (p.104). The
initial document URL will be set automatically.

¢ Ifyou want to set the initial document to an existing document, do this:
1. Click inside the frame to make it active. (The active frame is shown with a blue border.)
2. Onthe Frame menu, click Open Document in Frame.
3. Select a local file or enter a URL in the URL box and press Enter.

Each time you open a document in a frame, Namo WebEditor sets the initial document for that frame to the
opened document.

To view the initial document URL for a frame
1. Click inside the frame to make it active. (The active frame is shown with a blue border.)
2. On the Frame menu, click Frame Properties.

The initial document URL is shown in the Source path box.

@ The initial document URL for each frame is stored in the frameset document. Therefore, to save the
initial document URLs, you must save the frameset document (p.104).
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Saving a frameset

To save a complete frameset, you need to save both the frameset document and the documents in the
frames, if any of them are local files.

To save the frameset document

1.  Onthe Frame menu, click Save Frameset.
2. Ifyou have not previously saved the frameset, type a file name and press Enter.

To save a document in a frame

1. Click inside the frame to make it active. (The active frame is shown with a blue border.)
2.  On the File menu, click Save.
3. Ifyou have not previously saved the document, type a file name and press Enter.

To save documents in all frames

1.  On the Frame menu, click Save All Frames.
2. For each document that was not previously saved, type a file name and press Enter.

Previewing a frameset

When you are working on a frameset, the Preview tab that normally appears at the bottom of the main
window is replaced by the Frameset Preview tab. Click this tab to preview the entire frameset.

Printing a frameset

To view a print preview of a frameset

1. On the Frame menu, click Frameset Print Preview.
2.  When done, click Close.

To print a frameset

1. On the Frame menu, click Print Frameset.
2. Choose the desired options and click OK.
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To print the document in a particular frame

1. Click inside the frame to make it active. (The active frame is shown with a blue border.)
2. On the File menu, click Print.
3. Choose the desired options and click OK.

Related topics

Printing dOCUMENLS ......cvveriirerrermirrre sttt sasanessns s sesnsnes p.66

Resizing frames

To resize a frame using the mouse

¢ Drag a frame border. (The pointer should look like == or 4b* before you begin dragging.)

To specify an exact width or height for a frame

1. Click inside the frame to make it active. (The active frame is shown with a blue border.)
2. On the Frame menu, click Frame Properties.

3. Enter a number in the Frame width or the Frame height box.

4. Click the corresponding units box and select a unit:

o Select Pixels to specify a size in pixels. The frame size will stay the same if the browser
window is resized.

o Select % to specify a size as a percentage of the width or height of the browser window.
The frame size will vary in proportion to the browser window size.

o Select *(relative) to specify a size in relation to the sizes of other frames. Only integer
values are accepted.

About relative sizes

When you specify frame sizes in relative terms, the size values act as relative proportions. In the example
below, Frame A has a relative height of 2, so it is twice as high as Frame B, which has a relative height of 1.
Frame C has an absolute height in pixels. If only some frames have relative sizes while others have

absolute sizes along the same dimension, then the relatively-sized frames share the space that remains after
subtracting the space occupied by the absolutely-sized frames.
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Frame A '
(height="2)
Frame B A
(hdght =" l) v
Freme C ‘
(height = 100 pixels)

An example of relative frame sizing

Y Ifyou specify the width or height of one or more frames in pixels, it is a good idea to set the size of at
least one other frame to *1in the same dimension, so that it can shrink or grow as needed for different
browser window sizes.

Adding and removing frames

Although the frameset templates included with Namo WebEditor cover the most common frame layouts,
you may still need to add frames to or remove frames from a frameset in order to meet your design goals.
To add a frame, you simply split an existing frame in two. Removing a frame causes an adjacent frame to
grow, filling the space previously occupied by the removed frame.

To add a frame above or below an existing frame

1. Click inside the frame above or below which you want to add another frame.

2. On the Frame menu, point to Split Frame, and then click Top or Bottom (depending on whether
you want the new frame to be above or below the existing frame).

To add a frame to the left or right of an existing frame

1. Click inside the frame next to which you want to add another frame.

2. On the Frame menu, point to Split Frame, and then click Left or Right (depending on whether you
want the new frame to be to the left or to the right of the existing frame).
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To remove a frame

1. Click inside the frame you want to remove.
2. Onthe Frame menu, click Delete Frame, and then click OK.

You cannot undo a frame add or remove operation using the Undo command. To restore a removed
frame, close the frameset without saving and then reopen it. Note that any other changes you made to
the frameset will be lost.

Setting a frame's default target

The target (p.170) attribute of a hyperlink is used to instruct browsers where to open the link's destination.
For example, the target of a link might tell browsers to open the destination in a frame named
"article_view". If not specified, the target of any hyperlink is the window or frame containing the link. Ina
frameset, however, it is often desirable to have the destinations of hyperlinks in one frame open in another
frame. Although it is possible to manually set the target for each hyperlink in a frame, it is much more
convenient to set a default target for the frame. If a frame has a default target, every hyperlink in that frame
will open in the specified target frame unless the link has its own, different specified target.

To set the default target of a frame

1. Click inside the frame to make it active. (The active frame is shown with a blue border.)
2. On the Frame menu, click Frame Properties.

3. Inthe Default target box, type the name of a frame. To select a frame visually, click HAl (Select
Target Frame).

Four special targets can be selected if you click the triangle on the Default target box:
_blank  Links will open in a new window.

_parent Links will open in the frame's "parent", replacing the frameset. The parent is usually the
browser window, but if the frameset is being displayed in a frame of another frameset, then the
parent is the containing frame in the higher-level frameset.

_self Links will open in the current frame.
_top Links will open at the topmost level of the current window (replacing all framesets).

To override the default target for a specific hyperlink
1. Double-click the hyperlink.

2. Inthe Target box, enter the name of a frame. To select a frame visually, click I (Select Target
Frame).
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Related topics

Setting a link's target window or frame ..........cccecevvvrvnnerneeesnennnreceenens p.170
Setting a default target for hyperlinks........cccoereecirnecnceernicnreerne e p.240
Naming or renaming a frame .........covcvcveverreermercesneennnnrereeseieesseesesesserenss p.108

Naming or renaming a frame

Each frame in a frameset can optionally have a name, which is used when referring to the frame in the
target attribute (p.170) of a hyperlink or the default target setting (p.107) of another frame. If you create a
frameset using one of the templates supplied with Namo WebEditor, each frame already has a default name
(which you can change). However, if you add a frame to a frameset, the new frame initially has no name; if
you want to use the frame as a link target, you need to give it a name.

To name or rename a frame

1. Click inside the frame to make it active. (The active frame is shown with a blue border.)
2. Onthe Frame menu, click Frame Properties.
3. Enter a name in the Name box. The name must begin with a letter (A-Z or a-z).

Related topics

Adding and removing fTames........ceeeieciiiee et eens p.106
Setting a frame’s default target.........c.ooveviiieieieeeieee ettt eve s p.107

Setting frame margins, scrollbars, and borders

You can adjust the left and top margins of a frame (the empty space between a frame's borders and its
content) in pixel units. If you don't specify the margins, Web browsers apply their own default margins.

To specify the left or top margin of a frame

1. Click inside the frame to make it active. (The active frame is shown with a blue border.)
2. Onthe Frame menu, click Frame Properties.
3. Enter a number of pixels in either or both of the Left margin and Top margin boxes.

You can specify for each frame in a frameset whether it should have scrollbars. The Auto setting means
scrollbars will appear only when necessary.
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To specify scrollbars for a frame

1. Click inside the frame to make it active. (The active frame is shown with a blue border.)
2. On the Frame menu, click Frame Properties.
3. Click the Scrollbar box and select an option.

You can specify the width of the border around every frame in a frameset, and whether users can resize a
frame by dragging its border.
To set the border width (applies to all frames)

1. On the Frame menu, click Frame Properties.
2. Enter a number of pixels in the Border thickness box.

To specify whether a frame can be resized

1. Click inside the frame to make it active. (The active frame is shown with a blue border.)
2. On the Frame menu, click Frame Properties.
3. Select or clear the Enable frame resizing in browser check box.

Related topics

Modifying frameset document Properties ........covveimecrcrrisirseseesacseresssenisens p-109

Modifying frameset document properties

Like any other Web document, a frameset document has various properties that apply to the document as a
whole. However, most of the properties of a frameset document have no effect in Web browsers that
support frames—most of the properties are only relevant when a browser does not support frames and thus
displays the content of the frameset document itself rather than the frames it defines.

Some properties of frameset documents do take effect, even when the frameset is opened in a browser that
supports frames. These properties are listed below.
¢ In the General tab:
o Title — The frameset document's title is displayed in the browser's title bar.

o  Author, Classification, Description, and Keywords — Although these properties have no
effect in a browser, they can be used by Internet search engines to find and categorize the
frameset document.

e Inthe Styles tab:
o Page transitions — The selected effect will occur when the frameset is opened.
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o Background sound — The specified sound will play when the framset is opened.

¢ Inthe Advanced tab:

o Auto refreshiredirect — When the frameset is opened, the specified URL will be opened
automatically after the specified length of time.

To modify frameset document properties

¢  Onthe Frame menu, click Frameset Properties.

Related topics

DOCUMENE PIOPETLIES....ereverirreeerereriererasescoreeeesssessersoressesessseesssassescansesensssons p-236
Setting frame margins, scrollbars, and borders..........cccoceveinrverernneeneseneens p.108

Adding "noframes" content

When a frameset is opened in a Web browser that does not support frames, the browser will instead display
the content of the <noframes> element in the frameset document, if present. The <noframes> element can
contain anything that an ordinary document can contain—text, images, and so forth.

When you create a frameset, Namo WebEditor automatically adds a brief message as the noframes content.
To change the noframes content, click the NOFRAMES Content tab at the bottom of the main window and
enter the desired content. (This tab is initially hidden. To reveal it, on the View menu, point to Mode Tabs,
and then click Show All.)

To save the noframes content, save (p.104) the frameset.

@ You cannot preview noframes content in Namo WebEditor's Preview mode. To preview your noframes
content, open the frameset document in a browser that does not support frames.
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Using layers

In HTML, a layer is a container for other elements, such as paragraphs, images, tables, and so forth. Layers
have two noteworthy properties:

e The position of a layer is explicitly specified.

e  Layers can overlap each other and other elements.

You can think of a layer as a movable box that you put content into and that you can place anywhere on a
page. Layers are a powerful, yet intuitive way to create complex page layouts, since you can put anything
in a layer and simply drag the layer wherever you want.

E-,nén‘imel.hén' i «

In HTML, alayer is a contamer for other elements, such as
| paragraphs, mages, tables, and so forth. Layers have two
noteworthy properties:

~ o The position of a layer is explicitly specified
. Lzlxlirscanwulapeachothaandother elements.

You HTML, alayer is a container for other elements,
as paragraphs, mages, tables, and so forth.

 content
Layers 45T bave two noteworthy properties:
'::g’::’ ~ o The position of a layer is explicitly specified.
[ o Layers can overlap each other and other
clements.
An example of a layer overlapping other content
In this section
Creating and positioning @ layer..........ccevmiiireeencrincicninineienecseessesnescssonss p.112
RESIZING 8 1aYET ..ottt p.114
Adding content t0 @ 1aYer ... .ccoreeeereerrerieereereeseensietsenereesseseesesssenesseneonens p.114
DEleting @ IaYeT ....vveemeereciiininiicieeeenacieiecseriesessesetessasssentsensesesessssssanerase p.115
Setting a 1ayer's Z-0rder ......coecieiierireienceeneenieieenrrenesieessessenssessensaeessssenens p-115
Setting a layer's initial visibility ........cocvieirsverrrccneniiiiieeccceeicinne p.116
Changing a 1ayer's ID.....ccccoouicerrreininsinnerienniesenisatssnenssesessesessssesseses p.116
Setting a background color or image on @ Jayer........c.cceecnenenmennececrncrnnennnns p.117
Setting borders, margins, and padding for a layer...... p-117
Aligning and distributing multiple 1ayers........cocecvivininrnencnnensencenneccnenns p.118
Using the Layers Window........ccceecvvveerreeninrennnneseereseseeesessnsnesnensasecsseeens p.119
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Deciding which tag to use for 1ayers.......c.ovverererrevvnrsrerereencnrencrnresenccosenes p.119

Related topics

Using floating BOXeS ....c.oeciviirerninceiiirneee st et eesssssssees p-121
Adding JavaScript effects ......cococeveiiienririceer e p.288
Creating tiMELINES ....cucccovereriecrercrereercreneereseneeereseseeseerscsasstenereessessensans p.316

Creating and positioning a layer

To create a layer
1. Place the insertion point anywhere in the document.
2. Click 23 (Insert Layer) on the Standard Toolbar.

A new layer will appear above the paragraph that contained the insertion point, and the insertion point will

be moved inside the layer. If the display of special tag marks is enabled, a layer mark (&2 ) will indicate
the location of the layer tag in the document.

The new layer has a transparent background (p.117), so if there is any content below the point where you
inserted the layer, it will be visible through the layer.

By default, in Edit mode, layers are shown with gray outlines so that you can see their boundaries. This
outline is not visible when the document is viewed in a browser. To hide layer outlines: On the View menu,
point to Marks, and then click Layer Outlines.

@ The location of the layer tag has no relationship to the position of a layer. You can insert a layer tag
anywhere in a document, and you can move the layer to any position, independently of the layer tag.
Hovwever, note that deleting the layer tag deletes the layer.

Q If you find layer marks distracting, you can hide them: Click L35 (Show/Hide Special Tag Marks) on the
Standard Toolbar.

To position a layer

1. Click inside the layer to reveal its handle—the small box at the top left comer of the layer. (The
handle is only visible when the layer is selected or the insertion point is inside it.)

2. Drag the handle. A dotted outline of the layer follows the pointer. Stop dragging when the layer is
in the desired position.
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A
Position a layer by dragging
jts handle--the small box at
the top left comner.

w-oeeege--o--4

Positioning a layer by dragging its handle

h} You can also drag a layer by its outline. When the pointer is over the outline, it turns into a hand to
indicate that dragging is possible.

To move a layer one pixel at a time

1. Click the layer's outline or layer mark to select it.

2. Press any of the arrow keys. Each keypress will move the layer one pixel in the corresponding
direction.

To specify the exact position of a layer

1. Click the layer's outline or layer mark to select it.

2. On the Inspector, enter numbers representing the distance of the layer from the document's left and
top edges, respectively, in the X and Y boxes.

@ You can enter negative values for a layer's X and/or Y position. This will place the layer partially or
completely outside the document boundaries. To reposition a layer that is completely outside the
document boundaries, click the associated layer mark and enter a new position in the Inspector.
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Resizing a layer

To resize a layer

1. Click the layer's handle or outline to reveal its resize handles.
2. Drag any resize handle.

IEsxze a layer by dragging |
any of its resize handles. :
; +
E— O 7,

Resizing a layer

To specify an exact size for a layer

1. Click the layer's outline or layer mark to select it.
2. On the Inspector, enter numbers of pixels in the Width and Height boxes.

To adjust the size of a layer to fit its contents

1. Click the layer's outline or layer mark to select it.
2. Do one of the following:
o On the Format menu, point to Layout, and then click Fit to Contents.

o On the Layout Toolbar, click H (Fit to Contents).

E You can specify any width for a layer, but you cannot set its height so small that all of its contents
would not fit vertically. Even if you enter the height value in the Inspector or in HTML mode, Namo
WebEditor will automatically readjust the height to fit the layer's contents vertically. If you resize a
layer by dragging its resize handles, Namo WebEditor will not allow the bottom boundary of the layer
to be moved above the bottom of the layer's contents.

Adding content to a layer

To start adding content to a layer, click inside the layer to place the insertion point in it.
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You can put any kind of content into a layer that you can put into a document—text, images, multimedia,
tables, forms, and so forth. You can also use most of the same methods to insert content into a layer that
you can with a document, including typing, pasting, and drag-and-drop.

As you add content to a layer, its height will grow automatically to accommodate the content.

Related topics
RESIZING @ 1AYET....eeccriirecrie sttt eesesnsaeseenens p-114

Deleting a layer

To delete a layer

1. Click the layer's outline or layer mark to select it.
2. Press Del.

When you delete a layer, Namo WebEditor replaces it with an empty paragraph. This paragraph is safe to
delete.

Setting a layer's Z-order

Since layers can overlap each other, it is sometimes necessary to specify exactly in what order several
layers should overlap. You do this by specifying each layer's Z-index. Z-indexes are positive or negative
integers. A layer with a higher Z-index will display on top of a layer with a lower Z-index. If two or more
layers have the same Z-index, their relative Z-positions are determined by the order of their layer marks in
the document (that is, the order of their layer tags in the document source): the layer with the last layer
mark is topmost.

To set a layer's Z-order

1. Click the layer's outline or layer mark to select it.
2. On the Inspector, enter a whole number in the Z-index box.
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Setting a layer's initial visibility

You can specify that a layer be initially invisible when the document is opened in a browser. Later, a script
(p-288) can make the layer visible as a result of some event (p.304), such as the user clicking a link.

You can specify any of four initial states for the visibility of a layer:
e  Show: The layer is initially visible.
¢ Hide: The layer is initially invisible.
e Inherit: The initial visibility of the layer is the same as that of its parent element.
e Default: (same as Show)

To set a layer's initial visibility
1. Click the layer's outline or layer mark to select it.
2. On the Inspector, click the Visibility box and select an option.

To select a hidden layer

Do one of the following:
e Click its layer mark.

¢  Click its name in the Layers window. (To open the Layers window: On the Window menn, click
Panels and then select Layers.)

E Although a hidden layer is invisible, it still "takes up space" in one sense: If a hidden layer extends
beyond the bottom or right edge of the browser window, the browser's scrollbar(s) will be enabled as if
the layer were visible. If you wish to avoid this, you can set the layer's display property to "none” in
HTML mode instead of using the Visibility option.

Related topics
Adding JavaScript €ffects .....ccovrrcrirecrirniniinieneriessssesesiosesssnssesesssssasens p.288

Changing a layer's ID

Each layer in a document can have a unique ID, which is used to refer to the layer in a script (p.288). Namo
WebEditor automatically generates unique IDs for layers when you create them: layerl, layer2, and so
forth. You can change the ID of a layer, for example to give it an ID that better describes its function. An
ID must begin with a letter and may contain letters, digits, hyphens, underscores, colons, and periods.
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To rename a layer

1. Click the layer's outline or layer mark to select it.
2. On the Inspector, type a new ID in the ID box.

Related topics
Adding JavaScript €ffectS .......covevrereciiieenniii s ssissassanas p.288

Setting a background color or image on a layer

By default, layers have transparent backgrounds, allowing any document content or background "under”
the layer to show through them. You can change this behavior and make a layer opaque by assigning it a
background color or image.

To set a background color on a layer

1. Double-click the layer's outline or layer mark.
2. Under Background, click the Color box and select a color (p.233).

To set a background image on a layer

1. Double-click the layer's outline or layer mark.
2. Enter an image path or URL in the Image box.

EEj If you set a background image that is smaller than the layer, the image repeats to fill the layer by
default. If you do not want the background image to repeat, switch to HTML mode and insert the
background-repeat cascading style sheets property with a value of "no-repeat” in the layer's style
attribute.

Related topics
SEIECHNE COOTS ..uneiviiiiirririteiicenisre ettt st st re s s saess p.233

Setting borders, margins, and padding for a layer

To set borders, margins, and padding for a layer

1. Click the layer's outline or layer mark to select it.
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2. On the Format menu, click Borders & Background.

Related topics
Setting margins, padding, and borders........c.eveurirceniinccrenicnnnrernencseseneceeane p.222

Aligning and distributing multiple layers
You can align, distribute, and resize layers with respect to each other using the Layout Toolbar or the

commands in the Layout submenu of the Format menu. To reveal the Layout Toolbar, in the View menu,
point to Toolbars, and then click Layout.

Jeasd| g |G@m@| T E|

The Layout Toolbar

To align two or more layers with each other

1. Select each layer by clicking its outline while holding down the Shift key.
2. Click one of the alignment buttons (the first six buttons) on the Layout Toolbar.

The layers will be aligned with respect to the last selected layer.

To evenly distribute three or more layers
1. Select each layer by clicking its outline while holding down the Shift key.
2. On the Layout Toolbar, click M (Space Across) or 3 (Space Down).

@ Overlapping layers cannot be distributed. Please make sure no layers overlap before using this
command.

To make two or more layers the same size

1. Select each layer by clicking its outline while holding down the Shift key.
2. On the Layout Toolbar, click =i (Make Same Width), Ed| (Make Same Height), or %3] (Make Same
Size).

The layers will be resized to the same size as the last selected layer.
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Using the Layers panel

The Layers panel displays a list of the layers in the current document. You can see basic information about
all the document's layers at a glance, and you can click an item in the list to select the corresponding layer
or double-click an item to access the layer's properties.

To open the Layers panel: On the View menu, point to Panels, and then click Layers.
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layer1 1

layer2 0 Hide
layer3 2 Show
layerd 1 Inhent
layer5 1

The Layers panel

The layer list includes the name, Z-index, and visibility attribute of each layer. If a layer is a child of
another layer (that is, its layer mark is inside another layer), the name of the layer will appear indented
under the name of its parent. Click an item in the list to select the corresponding layer. Double-click an
item to open the Layer Properties dialog box for the corresponding layer.

If you select the Layers snap to each other check box at the top of the window, then layers will "snap" to
each other when you drag them—that is, when you drag a layer within six pixels of another layer, the layer
you are dragging will move automatically so that its boundary touches the boundary of the stationary layer.

Deciding which tag to use for layers

By default, Namo WebEditor represents layers using <div> elements in the document's HTML source. This
behavior conforms to the World Wide Web Consortium's HTML 4.01 recommendation and is well
supported by contemporary browsers. However, versions of Netscape browsers earlier than 6 do not
correctly support the <div> tag. To work around this problem, Namo WebEditor gives authors the option to
use <layer> elements to represent layers. The <layer> tag is a Netscape-only tag that is supported by
Netscape 4.x browsers.
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Unfortunately, the <layer> tag is not supported by Netscape 6 and later, and it is not supported at all by
Internet Explorer and other browsers. Therefore, use caution when choosing the <layer> tag to represent
layers. You should prefer the default <div> tag and use <layer> only in documents that are designed
specifically for users of older Netscape versions.

@ There is no way to force all layers to use <layer> tags in one step. If you have more than one layer in a
document and you want all of them to use <layer> tags, you must follow the steps given above for each
layer.
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Using floating boxes

A floating box is a container for content around which other content flows. The effect of a floating box is to
"push" the content following it to the side. In the example below, the dark text is inside a floating box; the
light gray text is in paragraphs before and after the floating box. A gray border has been added to the

floating box to highlight its boundaries.

Laorem ipsum dolor sit amet, consectetur adipisicing elit, sed
do eiusmod tempor incididunt ut labore et dolore magna
aligua. Ut enim ad minim veniam, quis nostrud exercitation
ullamco laboris nisi ut aliquip ex ea commodo consequat.

This text is in a floating box. | Duis aute irure dolor in
Any content that follows a | reprehenderit in voluptate
floating box "flows" around it velit esse cillum dolore eu
as a stream flows around a '| fugiat nulla pariatur.

.. | Excepteur sint occaecat
rock. Of course, rocks don't cupidatat non proident,
float, unless they're very sunt in culpa qui officia
small, but what can you do. | deserunt mollit anim id est
laborum. Lorem ipsum dolor
sit amet, consectetur adipisicing elit, sed do eiusmod tempor
incididunt ut labore et dolore magna aliqua. Ut enim ad
minim veniam, quis nostrud exercitation ullamco laboris nisi
ut aliquip ex ea commodo consequat.

A floating box example

Floating boxes can be aligned on either the left or the right side, but not the middle, of the parent container.
Note that a floating box only "pushes aside"” content that follows it, not content that precedes it.

In this section

Creating and positioning a floating boX .........cceceerevererrnrerniereecrssesssssarssaneons p-122
Resizing a floating boX.....cce vt p.122
Adding content to a floating BOX.....ccccerverereverceerrerrnrireecesersesereeseercecesesnanees p.123
Deleting a floating BOX......ccvevrrerrrrcrrevesccrsvanscrniesessmeseseesensresessssssssnssassssseses p.124
Setting a floating box's initial Visibility.......cccvereurirnereecerrerreerrercecrreereenes p-124
Setting a background color or image on a floating boX........ccecereerrereuenrecnces p-125
Setting borders, margins, and padding for a floating boX......cccccecrvecerrereenncns p-125
Related topics
USING LAYETS «..ecererircuinieeenerennreeneesesesesereesnesesesessesasaeseesssessssenesenssessesensessass p.111
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Creating and positioning a floating box

To create a floating box

1. Place the insertion point in the (first) paragraph you want the floating box to float next to.
2. Onthe Insert menu, click Floating Box.

An empty box with a gray outline will appear in front of the paragraph that contained the insertion point,
and the insertion point will be moved inside the box. If the display of special tag marks is enabled, a

floating box mark ( 1=l ) will mark the location of the floating box element in the document.

By default, in Edit mode, floating boxes are shown with gray outlines so that you can see their boundaries.
This outline is not visible when the document is viewed in a browser. To hide floating box outlines: On the
View menu, point to Marks, and then click Layer Outlines.

8 Ifyou find floating box marks distracting, you can hide them: Click L3 (Show/Hide Special Tag Marks)
on the Standard Toolbar.

To position a floating box

1. Select the floating box by clicking its outline.
2. On the Inspector, click the Position box and select Left or Right.

To move a floating box

1. Select the floating box by clicking its outline.
On the Edit menu, click Cut. (Or press Ctrl+X.)

3. Place the insertion point at the beginning of the (first) paragraph you want the floating box to float
next to.

4. On the Edit menu, click Paste. (Or press Ctrl+V.)

When you paste a floating box, Namo WebEditor inserts a blank paragraph above it. You can safely
delete this empty paragraph.

Resizing a floating box

To resize a floating box

1. Click the floating box's outline to reveal its resize handles.
2. Drag any resize handle.
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When you finish dragging, the content surrounding the floating box will reflow around it.

............................

To resize a ﬂoatmg box, Lore;m ps

' drag any of its resize magra alig
a

: handles. consequat.

Excepteur sint occaecat cupidat'at nor

...........................

exercitation ullamco labons nisi ut aliq

Resizing a floating box

To specify an exact size for a floating box

1. Click the floating box's outline to select it.
2. On the Inspector, enter numbers of pixels in the Width and Height boxes.

E] You can specify any width for a floating box, but you cannot set its height so small that all of its
contents would not fit vertically. Even if you enter the height value in the Inspector, Namo WebEditor
will automatically readjust the height to fit the floating box's contents vertically. If you resize a floating
box by dragging its resize handles, Namo WebEditor will not allow the bottom boundary of the floating
box to be moved above the bottom of its contents.

Adding content to a floating box

To start adding content to a floating box, click inside the floating box to place the insertion point in it.

You can put any kind of content into a floating box that you can put into a document?text, images,
multimedia, tables, forms, and so forth. You can also use most of the same methods to insert content into a
floating box that you can with a document, including typing, pasting, and drag-and-drop.

As you add content to a floating box, its height will grow automatically to accommodate the content.

Related topics
Resizing a floating BoX......cccoeeerertrieenieterereeeeeecneeecsssteccse st sesseesesenenas p.122
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Deleting a floating box

To delete a floating box

1. Click the floating box's outline or floating tag mark to select it.
2. Press Del.

When you delete a floating box, Namo WebEditor may replace it with an empty paragraph. This paragraph
is safe to delete.

Setting a floating box's initial visibility

You can specify that the contents of a floating box be initially invisible when the document is opened in a
browser. Later, a script (p.288) can make the floating box contents visible as a result of some event (p.304),
such as the user clicking a link.

You can specify any of four initial states for the visibility of a floating box's contents:
e  Show: The contents are initially visible.
o Hide: The contents are initially invisible.
o Inherit: The initial visibility of the contents is the same as that of the floating box's parent element.

e Default: (same as Show)

E Even if the contents of a floating box are invisible, the floating box takes up space exactly as if its
contents were visible.

To set a floating box's initial visibility

1. Click the floating box's outline or floating tag mark to select it.
2. On the Inspector, click the Visibility box and select an option.

To select a hidden floating box

You cannot select a hidden floating box by clicking its outline, because the outline is also hidden. To select
a hidden floating box, click the corresponding floating box mark. (If the display of special tag marks is off,
turn it on by clicking {3 (Show/Hide Special Tag Marks) on the Standard Toolbar.) The floating box will
become temporarily visible as long as it is selected.

Related topics
Adding JavaScript effects ........coccecvrenreeireieeree e p.288
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Setting a background color or image on a floating
box

By default, floating boxes have transparent backgrounds, allowing the document's background to show
through them. You can change this behavior and make a floating box opaque by assigning it a background
color or image.

To set a background color on a floating box

1. Double-click the floating box's outline or floating tag mark.
2. Under Background, click the Color box and select a color (p.233).

To set a background image on a floating box

1. Double-click the floating box's outline or floating tag mark.
2. Enter an image path or URL in the Image box.

@ Ifyou set a background image that is smaller than the floating box, the image repeats to fill the floating
box by default. If you do not want the background image to repeat, switch to HTML mode and insert
the background-repeat cascading style sheets property with a value of "no-repeat"” in the floating box's
style attribute.

Related topics
SeleCtiNg COLOTS ...neieiietcere et p.233

Setting borders, margins, and padding for a floating
box

To set borders, margins, and padding for a floating box

1. Click the floating box's outline or floating tag mark to select it.
2. On the Format menu, click Borders & Background.

Related topics
Setting margins, padding, and borders.........ccooceerinriniiiecce p.222
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4 Basic Page Content and
Formatting

Multimedia and Dynamic HTML may be all the rage these days, but the most important content Web
content still consists of the basics: text and images. Just as basic, and just as important, are the hyperlinks
that connect everything on the Web. Another standard feature of many Web pages is tables, which give
authors a way to present complex information in an organized and easy-to-read way. In this section, we'll
take a look at all of these basic Web elements, along with ways to control the way they look in the browser
window.

In this section

TEXt CIEMENLS ...co.eeeveeerceeceernrcaerennenreesereeseenereseresnessacneesscessenssansnensessens p-128
IMAZES ..ottt ettt st e i s p-137
Hyperlinks and BOOKMArKs .......ccouvvreenmerincenictrineere e ernenesenecene p.164
TADIES .. ceeeerereircritererrrer s e ese s s e ens s anstsane e s aaenbesresassresaesnareranensan p.182
FOrmatting CONtENt .....vovecreeiveiiiriimiesieiiesissens et sseasesessssensssensans p.210

DOCUMENE PIOPETHIES ...cvcevreenecatrienrsreseesnertsesessessrere e e s sescsnsessesasacansnns p.236
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Text

On the Web, not all text is created equal. Like a book, a Web page can contain not only ordinary
paragraphs but also headings, bulleted or numbered lists, and so forth. Fortunately, HTML includes several
kinds of text elements for different purposes. It's important to use the right kind of element for the job.

In this section

Paragraphis ......ccccvereeirrrecrenerere ettt st et s e e sana b s p-128
HEAAINES c..oveiiriiiiiiiricicriirec et sere e seeae st e et sesses s e see st snanessens p.129

Preformatted teXt .......ooiemrereerenrenireerietseriestseeseietsiess st eteetntene st rnsansnensasanas p.134
AAIESSES..ueenriceiiiiiict et eete e e e e st e et sue st eseaeaseseres p.135
DEfINItiIoN TiSS c.eeeueeeeeueeriieicneeeenetceee e ee s easessssr et sanesarasassnssranasssnans p.136

Related topics

FOrmatting CONLENL........ccoeueeiriiererirenercerereteneereenessernenensesesesasssssesnessasaraeseses p.210

Paragraphs

Paragraphs are the most basic text elements in HTML. A paragraph is a block of text (although it may also
include images and other inline elements) that, by default, has no special formatting. Whenever you enter
text (by typing or pasting) in Edit mode without applying a particular HTML style, Namo WebEditor
automatically creates a paragraph element to contain the text. Pressing Enter completes the current
paragraph and starts another. By default, paragraphs are separated from each other and other elements by
white space above and below. The exact size of this space is determined by the Web browser unless you
specify a particular top and/or bottom margin (p.222).

Q To start a new line of text without starting a new paragraph, press Shift+Enter.

To modify common paragraph properties:

e  On the Format menu, click Paragraph.

Related topics
Setting paragraph indentation and line height.......ccoovrrveenniicvnnennenenne p.221
Setting margins, padding, and borders........cccccevercennirieneeinieseescninenreseenas p.222
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Headings

A heading is a text block that is generally used as a title or label for content that follows it. For example,
the word "Headings" above is the heading for this section of the Namo WebEditor documentation. HTML
provides six heading levels, intended to distinguish different levels of content in a hierarchically-organized
document.

By default, browsers typically display headings in bold type. Level-1 headings use the largest font size, and
successive heading levels use successively smaller font sizes. As with other text elements, all visual
properties of headings can be altered using cascading style sheets (p.210).

To create a heading:

1. Place the insertion point in an empty line.

2. Onthe Inspector or the Formatting Toolbar, click the Element box and select any of Heading 1
through Heading 6.

3. Type the heading.

To change the level of a heading:

1. Place the insertion point in the heading whose level you want to change.

2. On the Inspector or the Formatting Toolbar, click the Element box and select any of Heading 1
through Heading 6.

To change a paragraph or other text element into a heading:

1. Place the insertion point in the text element you want to change to a heading.

2. On the Inspector or the Formatting Toolbar, click the Element box and select any of Heading 1
through Heading 6.

Lists

A list in HTML is composed of two or more consecutive blocks of text (the list items) that have bullets or
numbers automatically inserted at the beginning of each item. Items in ordered lists are preceded by
numbers, while items in unordered lists are preceded by bullets. A list item may itself contain a list, thus
allowing lists to be nested hierarchically.
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Today's Agenda

- 1. Read newspaper.
2. Play with dog.
3. Shop for groceries:
— o hotdogs
¢ broccok
e orange juice
4. Watch Lord of the Rings.
A numbered (ordered) list. The third item contains a bulleted (unordered) list. In Edit mode, the beginning of

each list is marked with a red arrow.

In this section

Creating lists

Creating Nested LiStS....ccvviiieieiienecceeeeesee s sessesseseosseresassenes p-131
Splitting and merging lists ..c.ccoeeereerreererensineccenieesennnne p-131
Modifying bullets and nUMDbEIING.......couvevivivrveirrirerrecreieesiereseseascesanieneans p.132
Using an image as @ bullet ........ovovevveeieciiennnnresie s scsienresresesssssesesaennas p.133

Creating lists

To create a numbered or bulleted list:

Place the insertion point in an empty line.

2. On the Inspector or the Formatting Toolbar, click the Element box and select Bulleted List or
Numbered List.

3. Enter the text of each list item, pressing Enter after each item.
Press Enter twice to exit the list.

To convert paragraphs into a list:

1. Select the paragraphs you want to convert into a list.

2. On the Inspector or the Formatting Toolbar, click the HTML Style box and select Bulleted List or
Numbered List.

Related topics
Creating nested HiStS ......ooviviivniiniiniiin e seesesceesens p.131
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Splitting and Merging lists .........ccccovivmrniniiiinc s p.131

Modifying bullets and numbering
Using an image as a bullet ........c.cceemrernccenininninenenneeeecenensesisensisnonesaens p-133

Creating nested lists

A list item can itself contain a list. Such a list-within-a-list is called a nested list. List items can be
promoted (moved from a nested list to its parent list) or demoted (moved from a parent list to a nested list).

To create a nested list:

1. Press Enter inside a list to start a new list item.
2. On the Inspector or the Formatting Toolbar, click E# (Increase Indent).
3. Enter the items of the nested list, pressing Enter after each item.

To promote a nested list:

1.  Place the insertion point in the first item of the nested list.
2. On the Inspector or the Formatting Toolbar, click ®= (Decrease Indent).

To promote or demote one list item:

1. Place the insertion point in the list item you want to promote or demote.
2. On the Inspector or the Formatting Toolbar, click E® (Increase Indent) or #Z (Decrease Indent).

Related topics
Creating ListS c.eee et erteccenteerne e ssesces e stosesesenssesananessonassanes p.130
Splitting and MeTZing LisStS ...ccuevvveereererreeareeerceere et eeeeresee s eeseseecsenes p-131
Modifying bullets and nUMbBEING ........covevevermeerernrcrrrsececeseseseeeens p.132
Using an image asa bullet .......c.oveeeievierremreneenece e erenecresacsseseeeenens p-133

Splitting and merging lists
A list can be split into two lists, and two consecutive lists can be joined into one list.

To split a list into two lists:

1. Place the insertion point in the list item you want to become the first item in the second list.
2. On the Format menu, click Split List.
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To merge two consecutive lists:

1. Place the insertion point in the first item of the second list.
2. Onthe Format menu, click Merge Lists.

Related topics

Creating listS ...c.cieeiiiiiieiiiriniinitnire e see st e ebecsonen e e sessesseenesarass p.130
Creating NESted liStS..c.vemeeurieereceeieereeererereee st ereneensesesenesessesessensaeseesenes p.131
Modifying bullets and numbering...........ccoueeeereecreinecrerrereseeereeresnesennes p.132
Using an image as abullet ... p-133

Modifying bullets and numbering

HTML provides some control over numbering and bullet styles in lists. For numbered lists, the number
format (e.g., 1-2-3 or I-1I-1IT) can be changed for the whole list or for individual items. Also, the starting
number of a numbered list can be changed, and the number sequence can be reset at any point in the list.
For bulleted lists, the bullet style can be changed from the default disc to a square or a circle.

To change between bulleted and numbered lists:

1. Select the entire list.
2. On the Inspector or the Formatting Toolbar, click := (Bulleted List) or I= (Numbered List).

To change the number format or bullet type of a list:

1. Select the entire list.
2. Onthe Format menu, click List.
3. Click the Style box and select a bullet type or number format.

To change the number format or bullet type of a single list item:

1. Place the insertion point in the desired list item.
2. On the Format menu, click List.
3. Click the Style box and select a bullet type or number format.

To change the starting number of a numbered list:

1. Select the entire list.
2. Onthe Format menu, click List.
3. Enter a number in the Start at box.
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To reset the numbering sequence within a numbered list:

1. Place the insertion point in the desired list item.
2. Onthe Format menu, click List.
3. Enter a number in the Start at box.

E Cascading style sheets offer greater control over bullet and number styles for lists and list items than
HTML alone does. See list-style in the CSS reference for more information.

Related topics

Creating lists ..c..cvvcorrreceierrereesercrnastsac sttt nsasssensansssresesnrnsnsnans p.130
Creating nested LISt ....c.cooieeeciierectee et p-131
Splitting and MErging LiSts ....cocvevvecrerrrrcniiicniine e sesesensaesesens p.131
Using an image as a bullet ........occveireieeeienencieeneeeseereesceceeeeenreeecereeerenenns p-133

Using an image as a bullet

You can use an image file as a bullet in bulleted lists. The list in the example below uses small, diamond-
shaped images as the bullets.

Kinds of Animals

¢ Dogs
& Cats
& Technical Writers

To use an image bullet for a whole list or selected list items:

1. Select the whole list or some list items.

2. Onthe Format menu, click List.

3. Under Type, click Image.

4. Inthe Image path box, enter the path or URL to the image file.

Related topics
Creating lists .....coccvivininiiinninnisiiienet s sasnes p-130
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Creating nested StS.......ccoiiiirerieiee ettt p.131

Splitting and merging lists
Modifying bullets and NUMDEING.....c.c.ceiieerrerriererercrerrrrerereceerereereesens p.132

Preformatted text

When displaying text, Web browsers normally compress multiple consecutive spaces into a single space
and "wrap" paragraphs at the edge of the window so users don't have to scroll horizontally to see a whole
paragraph. This behavior is usually convenient for both authors and users, but there are cases—such as
poetry and code samples—where text needs to be displayed exactly as entered by the author. To
accommodate such cases, HTML includes an element type called preformatted text.

Preformatted text elements are text blocks that browsers display exactly as given in a document's source
code. Multiple spaces are not compressed, and long lines are not wrapped at the window edge. Additionally,
most browsers display preformatted text in a monospaced font by default, although you can specify any

font you wish.

This is normal text. Paragraphs are wrapped at
the window's edge and multiple spaces in the
source are compressed into one.

This is preforrmatted text.
Paragraphs are not wrapped at the windc
and miltiple spaces are not coxpre:

Preformatted text compared to normal text.

To create a preformatted text element

1. Place the insertion point in an empty line.

2. On the Inspector or the Formatting Toolbar, click the Element box and select Preformatted text.
3. Enter the text. To start a new line, press Shift+Enter.

4. When done, press Enter, click Element, and select Normal.
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To convert paragraphs to preformatted text

1. Select the paragraphs to convert to preformatted text.
2. On the Inspector or the Formatting Toolbar, click the Element box and select Preformatted text.

To change the font of some preformatted text

1. Select some preformatted text.
2. On the Inspector or the Formatting Toolbar, click the Font box and select a font.

To change the font of all preformatted text in a document
1.  Onthe Format menu, click Define Styles.
Click L3 (Add).
Click the Element box, select pre, and click OK.
Click the Font box and select a font. If desired, specify other font properties such as size and style.
Click OK.

noe W

EJ If you enter preformatted text in HTML mode, any line breaks within the <pre> element are preserved
and displayed as entered.

Addresses

In HTML, an address element can be used to contain street addresses and other contact information.
Address elements behave just like ordinary paragraphs, except that browsers typically display them in
italics and without top and bottom margins, by default.

This is an ordinary paragraph. The text
below 15 an address.

John Smith
222 Lockhart Lane
Oregano, CA 93727

Address text compared to normal text.
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To create an address element

1. Place the insertion point in an empty line.

2. On the Inspector or the Formatting Toolbar, click the Element box and select Address.

3. Enter the address, pressing either Enter or Shift+Enter to begin new lines.

4.  When done, press Enter to begin a new line, click the Element box, and select Paragraph.

Definition Lists

In HTML, a definition list is a list of terms and their definitions. The list consists of one or more pairs of
special block elements: the term and the definition. Unlike ordinary paragraphs, browsers usually render
terms and definitions with no top or bottom margin, and definitions are indented.

Some names and descriptions of dnosaurs:

Ichthyosaur
An aquatic dinosaur that resembled a large,
scary fish.

Pterodactyl
A flyng dinosanr. Most of them had no tais.

More dnosaur names to come!

A definition list with two pairs of term and definition. Boldface has been added to the terms.

To create a definition list
1. Place the insertion point in an empty line.
On the Inspector or the Formatting Toolbar, click the Element box and select Defined Term.
Enter the first term and press Enter.
Click the Element box and select Definition.
Enter the first definition and press Enter.
Enter additional terms and definitions, following steps 2 through 5.

NS s W

When done, press Enter one last time to close the definition list.
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Images

Perhaps one of the most important reasons for the rapid rise in popularity of the Web since the mid-1990s is
the inline image. By allowing authors to place photographs, illustrations, and other graphical content
directly on the page next to text content, inline images turned bland text-only sites into the visually rich
showecases that we take for granted today.

The term inline image refers to an image that appears embedded in a Web document, rather than viewed
separately as the result of clicking on an image file link. In this section, we'll see how Namo WebEditor
makes inserting inline images as easy as possible and take a look at various things you can do with an
image once it is in a Web document.

In this section

ADOUL WED IMBEES....uceeeiereieirereneitecnteseesesnesseressesseseessessasesssssessesassessen p.138
INSEMING IMAZES ...eceririremirierenietrcrceenrrerserc et rsestesesesessesmenesnaesenerassesenseces p.141
Saving a document wWith imMages.........cccvceureeererieieneerirenieneeeeseereesensesrsesisanrans p.145
Setting an image's diSplay SIZ€........cuevverveerccrriereerernrcrrereseraseseesasscsaesaences p.147
Setting an image’s AligNMENt......c.occoirirevrerirrrneeceeceeraertecsnererensereerenes p.148
Setting image margins and borders .........cceevvveneerinecnieesenniere e p-149
Adding alternative text to an iMage .........cccccevrerererrerrenersurerrarssereessesnsssssesns p.151
Specifying an alternate low-resolution IMage ..........ccceeeverreereenrenreesescreanens p.151

Creating an image rollover effect
Applying image effects . ... p.153
Setting a transparent color ON an iMAZE ......ccvvueeeererecerieneerereniereeereseesenaenes p.160

Slicing an image into pieces
Changing an image's file format..........cccoeeeecerererenieennienesieresercse e seereenaes p.163

Related topics

Creating photo albums.......c.c.c........ ettt e ee s enaeenes p.281
Creating an image MaP.......ccveuevereerereerecsreerenseseeereseesesseseseeseseasonssssesssessensans p.177
UsIng SMart CHPATL .....oceivrreereerirrrenearreeeeceernrsessassrssssnessessesesesssssesssssnsases p-258
Using Flash BUttons .......ccoeeiccnnnccnertcnecerrciessecesnscsssesesesernacsesanns p-265
Adding multimedia ObJECtS ...c.ccceveeereeieereirrererreeererrre et p.252
Creating charts from table data .........cocvnievinniniininicneicncnrercreesree e p.484
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About Web images

In this section

How Web documents USE IMAZES ..c..vvveerrmerrerreneremsmssssssenesesnescseseessesssinsanees p.138
Web IMage fOMMALS ......cveveeercrcrcireericecceseseetsee e esesesseaiceesanenssssstserensas p.139
Viewing estimated load times

How Web documents use images

When you insert an image into a Web document, the image data—the bits and bytes that represent the
image—are not stored in the document. Instead, the Web document contains a /ink to the image. Like any
Web link, an image link can refer to a file that is in the same folder as the document itself; or in a different
folder, or on a different Web site altogether.

For example, the link to the image in the document fragment below:

The African bee

_ is a feisty little critter.

might look like this in the document's HTML source:

<p>The African bee <img src="images/bee.jpg"> is
a feisty little critter.</p>

In the example above, the image file (bee.jpg) resides in an "images" subfolder in the same folder as the
document.

When you publish a Web document, make sure to upload any image files that are used by the document in
addition to the document itself. You should also make sure that the image files have the same path relative
to the document on the Web server that they do on your local file system. If your document is part of a
local site, Namo WebEditor takes care of these details for you.

Related topics
Saving a new document With IMAages..........cocvereeereienrerenreescniesssarvensesesensaes p.145
Publishing and maintaining @ Site .......cccccerrrivereereinnercercsiersinessesessssessesnsennene p.387
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Web image formats

The term image format commonly refers to the method by which an image is stored as a computer file. A
variety of image formats are used on the Web; Namo WebEditor supports the most common ones.

There are two broad classes of image formats: bitmap and vector-based.
Bitmap images

A bitmap image file stores an image as a two-dimensional array of pixels (dots). Each pixel has a certain
color, represented by a number. An 8-bit image uses 8-digit binary numbers to represent colors, so each
pixel can have any of 256 (2~8) possible colors. 16-bit and 24-bit images use larger numbers and thus can
represent finer color distinctions for more accurate color rendition.

The pixels that make up a bitmap image become obvious when magnified, as in the image below.

A bitmap image magnified to 400%

The bitmap image formats supported by Namo WebEditor are:

GIF

The Graphics Interchange Format (GIF) is probably the most common image format in use on the
Web. GIF images are fairly compact because they are limited to 8-bit color and use lossless
compression, which compresses repetitive visual information without discarding it. GIF is most
appropriate for simple images with few colors, such as bullets and other design elements. GIF files
use a .gif file name extension. All modem visual browsers support GIF.

A special feature of GIF, not shared by the other common image formats, is that a GIF file can
actually contain more than one image. In such animated GIF files, multiple images are displayed
sequentially, as in a movie.
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JPEG

The Joint Photographic Experts Group (JPEG) format is most commonly used for photographic
images. Since it uses 24 bits to represent the color of each pixel, JPEG's color fidelity is much
higher than that of GIF. JPEG uses lossy compression to keep file sizes down—this means that
visual information is selectively discarded while maintaining as much fidelity as possible. When
you save an image in JPEG format, you choose a quality level: the lower the quality level, the
more information is discarded and the smaller the file size. JPEG files use a .jpg or a .jpeg file
name extension. All modem visual browsers support JPEG.

PNG

The Portable Network Graphics (PNG) format is a relatively new image format that combines
some of the strengths of GIF and JPEG. Like GIF, it uses lossless compression; but like JPEG,
PNG supports 24-bit color (and even higher—up to 48-bit color). Another strength of PNG is its
support for alpha channels, which allow authors to assign a transparency level to any pixel. These
features make PNG an excellent format for image editing and archival. However, high-color (24-
bit or higher) PNG images can have very large file sizes, so it is advisable to use PNG in Web
documents only for low-color applications. PNG files use a .png file name extension. Most
modern visual browsers support PNG.

Vector-based images

Rather than storing a bunch of pixels, a vector-based image stores an image as a set of mathematical
descriptions of lines, curves, and fills. It could be said that a vector-based image stores a description of the
image, rather than the image itself; the image "unfolds" when a program, such as a Web browser, interprets
the description and renders the image. So, for instance, a circle would be described by its center coordinates,
its radius, and the thickness and color of its curve, instead of being stored as an array of pixels.

Examples of vector-based images. The screen captures on the right reveal the lines and curves that make up
each image.
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The mathematical nature of vector-based images makes them ideal for line art and illustrations, but ill-
suited to photographic images, for which a mathematical description would be extremely complicated and
take up far more space than simply storing the pixels. However, some vector image formats support mixing
vector-based content with bitmap content, taking advantage of the strengths of each. Unfortunately, no
vector-based image format is universally supported by current browsers, limiting the usefulness of vector- .
based images for the Web (although the recently-developed SVG format is rapidly gaining acceptance,
thanks to the wide availability of browser plugins to view SVG images).

Namo WebkEditor has its own vector-based format, called TNG. Based on SVG, TNG is the format used by
Namo WebEditor's Smart Clipart (p.258) (editable vector-based graphic elements). Some versions of Namo
WebEditor 6 include a standalone TNG editor, Namo WebCanvas, which can be used to create and edit
Smart Clipart. WebCanvas can also export images to SVG format.

To work around the lack of universal browser support for vector-based images, Namo WebEditor
automatically rasterizes each TNG image to bitmap format. When you publish a document containing TNG
images to the Web, the rasterized versions of the images are what is displayed by browsers. However, the
TNG versions are retained in encoded form in the document's source code, so you can edit the images at
any time.

Viewing estimated load times

A document that contains many or large images can take much longer to open in a browser than one with
few or small images, especially over a slow Internet connection. When designing a document that use
images or multimedia files, you should consider the probable load time for your target audience. Unless all
of your users will load your document over a local area network or fast broadband connections, consider
keeping the total size (in kilobytes) of all the resources in the document down to a level that will allow
comfortable viewing by users with slow Internet connections.

To view information about the total size of the resources used in a document: On the File menu, click
Document Properties, and then click the Advanced tab. The same dialog box also displays estimated load
times for various connection speeds. Click the Connection speed box to select a speed, and the estimated
transfer time will be updated.

Inserting images

Namo WebEditor provides various ways to insert images into Web documents. In addition to image files on
the local file system, you can use images copied from other programs, images on the Web, or any of the
thousands of images in the clip art library included with Namo WebEditor.
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Whenever you insert an image from a location other than the folder containing the document, or a
subfolder of the document's folder, the next time you save the document, Namo WebEditor will ask
whether you want to copy the image file to the document's folder. To avoid problems when you publish
the document later, it is a good idea to let Namo WebEditor copy the image. For more information, see
Saving a document with images, p.145.

In this section

Inserting an image from a 10cal file ........cccveerinmeenvennrnierenrernreneenecr e p-142
Inserting an image from the Clip Art ibrary......coccocecoreececieceecincnceenrernenens p.143
Inserting an image from the Site........c.ovrcerirrricee e cseneseseseneresneesens p.143
Inserting an image from the Web.......cc.couvevrerereeinnicceriecrcseneresneieenes p.144
Pasting an image from another program ..........ccccecevereceecrneeeerenncnseneeseennones p.144

Related topics

Saving a document With IMaEES........ccervervrrriciierecnisiisiseneeseseseresesesesrsenaene p.145

Inserting an image from a local file

Much of the time, images you insert into your Web documents will come from your local file system, such
as photographs you have taken with a digital camera or artwork you have created in a paint program. Namo
WebEditor supports most popular image file types, including GIF, JPEG, PNG, and BMP.

To insert an image from a local file

1. Place the insertion point where you want to insert the image.
2. Do one of the following:

o Click @_‘Klnsen Image) on the Standard Toolbar.
o Press Ctri+Shift+l.
3. Inthe Image path box, enter the path of the image file; or click @Browse), select an image file,
and click Open.
4. Click OK.

@ The Open dialog box, which appears when you click the @(Browse) button in the Image Properties
dialog box, initially shows only GIF, JPEG, and PNG files. To show other types of image files, click
the Files of type box and select All Files.

@ You can also insert a local image file by dragging it into the document window from Windows Explorer
and clicking Insert File or Image.
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Inserting an image from the clip art library

Namo WebEditor comes with a library of thousands of ready-made clip art images that you can use in your
Web documents.

To insert an image from the clip art library
1. Place the insertion point where you want to insert the image.

2. Do one of the following:
o Onthe Insert menu, point to Image, and then click Clip Art.
o Click @ (Insert Clip Art) on the Standard Toolbar.
3. Inthe left pane, select the category and subcategory containing the desired type of image.

4. In the right pane, select the desired image.
5. Click OK.

@ You can also insert a clip art image by dragging it into the document window from the Resource
Manager (p.45) and clicking Insert File or Image.

Inserting an image from the current site

If you are working with a local site and need to insert an image that is already in use anywhere in the site,
you can select it from a list of site images instead of having to specify the image location explicitly. This
can save time when you frequently reuse images in the same site.

To insert an image from the current site
1. Place the insertion point where you want to insert the image.
2. Do one of the following:
o Click @Insen image) on the Standard Toolbar.
o Press Ctrl+Shift+].

3. Click the [fSte) button to the right of the Image path box.
4. Select the desired image and click OK.
5. Click OK again.
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Inserting an image from the Web

There are two ways to insert an image directly from the Web into a Namo WebEditor document: you can
paste the image from a Web browser, or you can manually specify an image URL.

To paste an image from a Web browser

In the Web browser, right-click the desired image and click Copy.
Switch to Namo WebEditor.
Place the insertion point where you want to insert the image.

Press Ctrl+V or click (3 (Paste) on the Standard Toolbar.

Pl

To insert an image from a URL

1. Place the insertion point where you want to insert the image.
2. Do one of the following:

o Click @Insen Image) on the Standard Toolbar.
o Press Ctrl+Shift+l.
3. Inthe Image path box, enter the URL of the desired image (for example,
http://www.example.com/example.gif).
4. Click OK.

@} When you save a document after insert an image from the Web in it, Namo WebEditor will suggest that
you copy the image (p.145) to the document's folder. If you copy the image as suggested, the image
source will become the local copy and will no longer be the original copy on the Web. If you do not
copy the image to a local folder, the image source will remain the original copy on the Web, even after
you publish the document.

Related topics

Saving a document With IMAEES.....ccovverereierineiemrernrn st eecreeteseerencserecanaaesens p.145

Pasting an image from another program

Most graphics programs and some other types of programs support using the Windows clipboard to copy
and paste images. You can take advantage of this fact to paste an image from a graphics program into a
Namo WebEditor document, without having to save it in a file first. As long as the graphics program places
the image on the clipboard in bitmap format, you can paste it into Namo WebEditor. When you paste the
image, Namo WebEditor will save it as a GIF, JPG, or PNG file in the location you specify.
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To paste an image from another program

In the other program, use the appropriate command to copy the desired image to the clipboard.
Switch to Namo WebEditor and place the insertion point where you want to insert the image.
Press Ctrl+V or click B (Paste) on the Standard Toolbar.

(optional) In the Save as box, enter the path and file name for the image file to be saved.

AN I

Click the button corresponding to the desired format (p.139) for the image file and specify the
desired options for the chosen format.

6. Click OK.

Related topics

Web IMage fOIMALS .....ccccvvririreeseierersstst ettt ssesseaseesssrssesescasasens p.139
Inserting an image from the Web........cccocvviieivrenveennnenirircrneceneecnneneees p-144

Saving a document with images

When you insert an image into a Web document, the image itself is not actually saved in the document.
Instead, an image fag is inserted into the document’s HTML source code, and this tag specifies the location
of the image file. The location might be specified in one of the following ways:

¢ as arelative path from the document's location to the image file's location (on the same drive)

e asa file-type URL (p.166) containing an absolute path to the image file, if it is on another drive or
in a network folder

e asan Intemnet URL, if the image is on a Web site

When you open the document in a browser, the browser reads the image tag, finds the image file at the
specified location, loads the image, and displays it in the document.

This system of storing image files separately from the documents that use them generally works very well
and allows for great flexibility, but it can lead to problems when you publish (p.387) a document that uses
images, if you are not careful. These problems generally fall into three types:

e Ifyouinserted an image from a folder on the same drive as the document, you must make sure to
upload the image to the same relative location on the remote site (relative to the document).
Otherwise, the image will not display.

e Ifyouinserted an image from a different drive or from a network folder, the image will not
display because the absolute path that specifies its location will be invalid with respect to the
remote site's file system.

* Ifyou inserted an image using an Internet URL, your users' Web browsers will always retrieve the
image from that URL rather than from your own site. This can cause bandwidth problems for the
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site hosting the image and can lead to complaints from that site's owners if you did not receive
permission to host the image on their site.

To help avoid such problems, when you first save a document after inserting one or more image files,
Namo WebEditor may display the following dialog box, which lets you decide how Namo WebEditor
should handle the newly inserted images:

Résource il Hondine )

Al least one image or other resource file used in this document is
ot located in the document folder. This can cause problems
when publishing the document.

What do you want to do?

& Copy the files to the document folder

€ Maintamn existing URLSs to the original file locations

€ Use felative URLs to the original fle locations

" Copy the fies to another folder or choose action for each file

| 0K I Cancel

The Resource File Handling dialog box

The four options file handling options are described below:

Copy the files to the document folder: If you choose this option, Namo WebEditor will copy the
images to the document's own folder and convert the image URLSs to just the images' file names.
(This is the default option.)

Maintain existing URLS to the original file locations: If you choose this option, Namo WebEditor
will not copy the images, and it will leave the existing image URLSs as they are.

Use relative URLS to the original file locations: If you choose this option, Namo WebEditor will not
copy the images, but it will convert any absolute URLs to relative URLs wherever possible. (Note
that file-type URLs pointing to files on another drive or a network folder cannot be converted to
relative URLs.)

Copy the files to another folder or choose action for each file: If you choose this option, Namo
WebEditor will open the Resource File Manager dialog box, allowing you to specify another
folder to which to copy all the images or to specify an action independently for each image.

In most cases, you should choose the default option, allowing Namo WebEditor to copy the image files to
the document folder. This way, you can make sure the document does not contain any file-type URLSs that
will not work on the Internet. If the document includes images inserted from another drive or a network
folder, it is strongly recommended that you choose either the first or the third option.
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@ If you choose to copy an image file to the document folder, and you later remove the image from the
document, Namo WebEditor will not delete the copied image file.

Setting an image's display size

You can specify that an image display at a certain size other than its true size. Changing its display size
does not actually modify the image in any way. Note that when you change the display size of a bitmapped
image (p.139)—especially when you increase its display size—the image may appear blocky or pixellated.

You can set an image's display size visually, by dragging its resize handles; or precisely, by entering pixel
or percentage values in the Inspector or a dialog box.

To set an image's display size visually

1. Click the desired image.
2. Do any of the following:

o Toreduce or enlarge the image while keeping its original proportions, drag any of the
resize handles at the four corners of the image.

o To reduce or enlarge the image without regard to its original proportions, drag any of the
resize handles at the four corners of the image while holdiing down the Shift key.

o To increase or decrease the width or height of the image, drag any of the resize handles
centered on the sides of the image.

@ When you place the mouse pointer over a resize handle, it will change to a double-arrow shape to
indicate that you can click and drag to resize.

To set an image's display size as numbers of pixels

1. Click the desired image.
2. On the Inspector, enter numbers of pixels in the Width and Height boxes.

To set an image's display size as a percentage of the available space

1. Click the desired image.
2. On the Inspector, enter percentage values in the Width and Height boxes.

I.TZ}‘_, When you specify an image's display size in percentage terms, the percentages are usually relative to
the available space—that is, the size of the image's parent container. However, when the image's
parent container is something that has no defined vertical size, such as the entire document body,
browsers may interpret a percentage height as being relative to the image's width.
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Q If the Inspector is hidden, you can also specify an image's display size in the Image Properties dialog
box. To open it, double-click the image.

g To restore an image to its true size, click the & button on the Inspector or Restore Original Size in the
Image Propertles dialog box.

@ Some browsers, such as Internet Explorer 6, may automatically adjust the display size of images that
are too large to fit in the browser window.

Setting an image's alighment

By default, the bottom of an inline images is aligned with the bottom of the line of content it is on.
However, you can specify a different vertical alignment; for example, you can align the top of the image
with the top of the line. Alternatively, you can specify that the image be forced to left or right side of the
paragraph it is in and that other content after the image "flow" around it. Examples of each of the alignment
options are shown below.

| Default (Bottom) [ Top | Middle
Lorem ipsum dolor sit amet, Lorem ipsum dolor sit amet, Lorem ipsum dolor sit amet,
consectetuer adnplscm’g elit. consectetuer ad-gscm_g elit. consectetuer adipi_sqi.n’g elit.
4 Aliquam mi -95.,, est, L
ot Aliquam mi .7
Aliquam mi . - .__-_/'_} . .
sollicitudin sed, malesuada in, sollicitudin sed, malesuada in, sollicitudin sed, ‘malesuada i in,
adipiscing a, purus que. adipiscing 2, purus que. ad:plsun_g 3, purus que,
Suspendisse id lacus, Suspendisse id lacus. Suspendisse id lacus.
I Baseline Left I Right
Lorem ipsum dolor sit amet, Lorem ipsum dolor sit amet, Lorem ipsum dolor sit amet,
consectetuer adi l_scir;g elit, consectetuer adipiscing elit. consectetuer adipiscing elit.
,:353.,_, Ahquam rm est, sollicitudin sed, Aliquam mi est, sollicitudin sed
,;\,"_ o 4 «; malesuada in, malesuadain, adnpls '

- S "+ ! adipiscing a, purus cing a, purus que.
_J_l est,

Aliquam mi !que Suspendisse id | Suspendisse id
sollicitudin sed, malesuada in, .2 I lacus, Morbi lacus. Morbi conse
adipiscing a, purus que. consequat. Aliquam venenatis. quat. Aliquam venenatis. Nulla
Suspendisse id lacus, Nulla nulla quam, rutrum. nulla quam, rutrum commodo.
[ Top of Text Absolute Middle Absolute Bottom
Lorem ipsum dolor sit amet, Lorem ipsum dolor sit amet, Lorem ipsum dolor sit amet,
consectetuer adlplsurg elit. consectetuer adipiscing elit, consectetuer ad|plsc1n3 elit.
Aliqguam mi ,.»"ss.q est, P g .
. L4 . . "
ARV Aliquam mi [
__3.4;.1‘ - Aliquam mi k.
sollicitudin sed, malesuada in, solllatudln sed, malesuada in, sollicitudin sed, malesuada in,
adipiscing a, purus que. adipiscing a, purus que. adipiscing a, purus que.
| Suspendisse id lacus. ) Suspendisse id lacus. Suspendisse id lacus.
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To set an image's alignment

1. Click the desired image.
2. On the Inspector, click the Alignment box and select the desired alignment option.

Q If the Inspector is hidden, you can also specify an image's alignment in the Image Properties dialog
box. To open it, double-click the image.

Setting image margins and borders

An image margin refers to empty space around the image. Normally the size of the margins is controlled by
the browser, but you can specify the horizontal and/or vertical margins explicitly (in pixels) using the
Inspector.

Images can also have visible borders, although they have none by default. You can specify a uniform, solid
border of a specific thickness (in pixels) around an image using the Inspector.

If you need to specify margins and/or borders independently for any or all of the four sides of an image,
you can do so using the Borders & Background command on the Format menu.

To set an image's horizontal and vertical margins

1. Click the desired image.

2. On the Inspector, enter a number of pixels in either or both of the Horz. spacing and Vert. Spacing
boxes, and then press Enter.

To set margins independently for each side of an image

1. Click the desired image.
2. On the Format menu, click Borders & Background.

3. Inthe border selection box, select the side for which you want to set the margin. To select multiple
sides at once, click each while holding down the Ctrl key. (See the examples below.) To select all
four sides, click Select All. To deselect all sides, click in the middle of the box. By default, all four
sides are selected.
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v v
J L > % L
i

o r m r
A A

Click a side to select it. Click while holding down Ctrl to

select multiple sides.,
4. Enter a number in the Margin box and then click the unit box next to it and select a unit. If you do
not specify a unit (p.231), the value will be interpreted as pixels.
5. Repeat steps 3 and 4 if you want to set a different margin size for another side.
Click OK.

To set a uniform image border

1. Click the desired image.
2. On the Inspector, enter a number of pixels in the Border box and press Enter.

To set borders independently for each side of an image

1. Click the desired image.
2. Onthe Format menu, click Borders & Background.

3. Inthe border selection box, select the side for which you want to set the border. To select multiple
sides at once, click each while holding down the Ctrl key. (See the examples below.) To select all
four sides, click Select All. To deselect all sides, click in the middle of the box. By default, all four
sides are selected.

Y A

- L > % L o«
R

A A

Click a side to select it. Click while holding down Ctrl to

select multiple sides.

4. Click the Style box and select a border style.
5. Click the Color box and select a color (p.233).
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6. In the Width box, enter a number and then click the unit box next to it and select a unit. If you do
not specify a unit (p.231), the value will be interpreted as pixels.

7. Repeat steps 3 through 6 if you want to set a different border for another side.
8. Click OK.

Q If the Inspector is hidden, you can also set an image's margins and border in the Image Properties
dialog box. To open it, double-click the image.

Adding alternative text to an image

Not all users can view images in Web documents. Some users use aural or other non-visual browsers, and
some users disable images in visual browsers to reduce page load times. For these users, it is useful to
supply a text description of an image that will stand for the image itself. Such text is called alternative text
or alt text, Most visual browsers also display alt text when a user holds the mouse pointer over an image,
possibly providing useful information about the image for ordinary users.

To add alternative text to an image

1. Click the desired image.
2. On the Inspector, in the Alt text box, type a brief description of the image.
3. Click OK.

E] When you insert an image from the clip art library or by dragging an image file from Windows
Explorer, Namo WebEditor automatically add the image file name as alt text.

Q Do not add alt text to images that are merely decorative.

Q If the Inspector is hidden, you can also set an image's alt text in the Image Properties dialog box. To
open it, double-click the image.

Specifying an alternative low-resolution image

Over slower Internet connections, loading a large image can take a significant amount of time. To give
users something to look at while a large image is loading, you can specify an alternate, low-resolution
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image that browsers will load first. When the primary image has finished loading, it will replace the low-
resolution image.

To specify an alternative low-resolution image
1. Double-click the desired image.
2. Click the Advanced tab.

3. Inthe Low res img box, enter the path of the low-resolution image, or click Q (Browse) to locate
and select the low-res image file.

4. Click OK.

@ Most browsers do not support alternative low-resolution images. They begin loading the primary
image immediately.

Creating an image rollover effect

In a rollover effect, one image is replaced by another when a user "rolls" the mouse pointer over the
original image. The transition takes place when the mouse pointer enters the bounds of the original image;
when the mouse pointer exits the bounds of the second image, the original image is restored.

The most common use of rollover effects is to provide visual feedback when the user moves the pointer
over an image that serves as a button. The button looks different when the pointer is over it, indicating that
the image is indeed a button that can be clicked.

To create a rollover effect on an image

. Double-click the desired image.
2. Click the Rollover tab.
3. Inthe Second image path box, enter the path of the replacement image, or do one of the
following:
o Click @ (Browse) to find and select an image file from your local file system.
o Click el (Clip Art) to select an image from the clip art library.
o Click & (Site) to select from a list of image files belonging to the current local site (if
one is open).
4. To preview the rollover effect, move the mouse pointer over the Preview pane.
5. Click OK.
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To remote a rollover effect on an image

1. Double-click the desired image.
2. Click the Rollover tab.
3. Click Remove Rollover, and then click OK.

Applying image effects

With Namo WebEditor's Image Effects tools, you can modify and apply effects to images in your Web
documents in a variety of ways. You can:

e  Crop and resize images

* Rotate and flip images

e  Adjusting brightness, contrast, and sharpness

e Add text on an image

e Add a frame around an image

¢ Add a drop-shadow or beveled-edge effect

To apply an image effect, right-click the image, point to Image, and click Image Effects. You can apply
more than one modification or effect without closing the dialog box. Effects are cumulative. To undo the
last applied effect, click £ (Undo). To reset the image to its original state, click Reset. After applying the
desired modifications and effects, click OK.

When you click OK to save your changes, Namo WebEditor will prompt you for the path and file name
under which to save the modified image. If you use the original path and file name, the original image file
will be permanently replaced. If you do not want the original image file to be replaced, change the path
and/or the file name.

For information about a particular modification or effect, see the individual subsections within this section.

E] Ifyou save the modified image under the same path and file name as the original image, you will not
be able to undo the modifications.

In this section

Cropping and resizing IMAES ......ccveeirerrressisisiriitssiessreesesesessesesessessasssoncaes p.154
Rotating and flipping IMAGES ......cc..cveeerierivvirenenicrnnccreeeresnesesscsenaereseneaes p.155
Adjusting brightness, contrast, and sharpness.......... p.156
Adding teXt ON N IMAZE ...coorevreeirirreerenccenrissinsreseissssereseeseeseessessassasssscseonssne p.157
Adding a border around an iMAage .......ccccveerirmniiinessenerireeiereresssrsesisssseseses p.158
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Adding a beveled-edge effect .........ccovrerereniiceneeecccrr e p.158
Adding a shadow to an image

Related topics
SHCING AN HMAZE «..eceeeieccrnrarereeerceceesteesnraserarsesseeroreeseeseressesesseeneeessessecens p.161

Cropping and resizing images

To "crop"” an image is to remove unwanted portions of it. When you crop an image, you draw a rectangle
around the part you want to keep, and then remove the areas around the rectangle.

Resizing an image means simply making it bigger or smaller. Unlike changing an image's display size
(p.147), this operation permanently modifies the image itself.

To crop an image

1. Select the image you want to crop.
2. Do one of the following to open the Image Effects dialog box:
o Right-click the image, point to Image, and then click Image Effects.

o Clickd (Image Effects) on the Image Toolbar.

3. On the toolbar, click =] (Crop). A rectangle with resize handles will appear around the image.

4. Click and drag any of the resize handles so that the rectangle defines the area you want to keep. To
preserve the rectangle's proportions while you size it, hold down the Shift key while dragging a
comner handle. You can move the cropping rectangle by clicking inside and dragging. To start over,

click & (Cancel Crop/Resize) and then click t|- (Crop) again.
5.  When the cropping rectangle surrounds the area you want to keep, click v (Accept Crop/Resize).
6. Click OK.

7. In the Save as box, enter the path and file name under which to save the modified image. Initially,
the box contains the original image's path and file name; if you want to replace the original image
file, leave the path and file name unchanged.

8. Under Save format, select the desired image format (p.138).
9. Click OK.

!3 To make the cropping area an exact size in pixels, enter the desired width and height in the Wand H
boxes on the toolbar. Then, drag the cropping rectangle so that it surrounds the area you want to keep.

Q You can round the corners of the cropping area by dragging the slider on the toolbar before clicking
v (Accept Crop/Resize). Drag the slider to the right to make the corners more rounded. If you round

154 Images



Chapter 4: Basic Page Content and Formatting

the corners of the cropping area, it's a good idea to select the Transparent check box to make the
corners of the cropped image invisible.

& You can "feather" the cropping area, causing the edges of the cropped image to blend with the
bac/\ground color specified in the BG color box. To feather the cropping area, enter a number in the

i3 (Feather) box before clicking v (Accept Crop/Resize). The number represents the width of the
feathered area in pixels.

3 It is possible to set the cropping area so that it is partially outside the original image bounds. In such a
case, the outside area will effectively be added to the image, and it will have the color specified in the
BG color box. To make the added area transparent, select the Transparent check box.

To resize an image

1. Select the image you want to resize.
2. Do one of the following to open the Image Effects dialog box:
o Right-click the image, point to Image, and then click Image Effects.

o Click | (Image Effects) on the Image Toolbar.

3. On the toolbar, click i (Resize). A rectangle with resize handles will appear around the image.

Click and drag any of the resize handles until the rectangle is the size you want to make the image.
To preserve the rectangle's proportions while you size it, hold down the Shift key while dragging

the comer handle. To start over, click &< (Cancel Crop/Resize) and then click X (Resize) again.
5. When the rectangle is the size you want to make the image, click v (Accept Crop/Resize).
Click OK.

In the Save as box, enter the path and file name under which to save the modified image. Initially,
the box contains the original image's path and file name; if you want to replace the original image
file, leave the path and file name unchanged.

8. Under Save format, select the desired image format (p.138).
Click OK.

QO To resize the image to an exact size in pixels, enter the desired width and height in the Wand H boxes
on the toolbar.

Rotating and flipping images

To rotate or flip an image

1. Select the image you want to rotate or flip.
2. Do one of the following to open the Image Effects dialog box:
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o Right-click the image, point to Image, and then click Image Effects.

o Click ¥ (Image Effects) on the Image Toolbar.
3. On the toolbar, click any of the following buttons:
o &2 (Rotate Left)
o ab (Rotate Right)
o ©* (Flip Vertical)
o i‘]l‘J (Flip Horizontal)
4. Click OK.

5. Inthe Save as box, enter the path and file name under which to save the modified image. Initially,
the box contains the original image's path and file name; if you want to replace the original image
file, leave the path and file name unchanged.

6. Under Save format, select the desired image format (p.138).
7. Click OK.

Adjusting brightness, contrast, and sharpness

To adjust an image's brightness, contrast or sharpness
1. Select the image you want to adjust.
2. Do one of the following to open the Image Effects dialog box:
o Right-click the image, point to Image, and then click Image Effects.
o Click # (Image Effects) on the Image Toolbar.
3. On the toolbar, click any of the following buttons:
T* (Lighten)
» (Darken)
® (Increase Contrast)
@ (Decrease Contrast)
A (Sharpen)
o OB
4. Click OK.

5. Inthe Save as box, enter the path and file name under which to save the modified image. Initially,
the box contains the original image's path and file name; if you want to replace the original image
file, leave the path and file name unchanged.

6. Under Save format, select the desired image format (p.138).

7. Click OK.

O O 0O O o©°
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a When you click more than one of these buttons, or the same button more than once, the effects are
cumulative.

Adding text on an image

Using the Image Effects Text tool, you can superimpose text on an image using the font, color, and style of
your choice.

To add text on an image

13.
14.

Select the image on which you want to add text.

Do one of the following to open the Image Effects dialog box:
o Right-click the image, point to Image, and then click Image Effects.
o Click B (Image Effects) on the Image Toolbar.

On the toolbar, click A (Text).

Click at the location on the image where you want the text to start.

In the Text box, type the desired text.

In the Font, Size and Color boxes, specify the font, size and color for the text.

Under Style, select the desired style(s).

Click OK.

To exit text insertion mode, click A (Text) again or press Esc.

. If you need to reposition the text box, drag it to the desired position.
. Click OK.

. In the Save as box, enter the path and file name under which to save the modified image. Initially,

the box contains the original image's path and file name; if you want to replace the original image
file, leave the path and file name unchanged.

Under Save format, select the desired image format (p.138).
Click OK.

8 After exiting text insertion mode, you can double-click a text box to reopen the Add Text dialog box
and change the text and/or its properties.

l"] If you want to specify an exact position for a text box, double-click it and enter X and Y coordinates
(relative to the image's top left corner) in the Coordinates boxes.

a You can enter only one line of text at a time. To add more than one line of text on an image, use
multiple text boxes.
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To remove text added on an image

Click the text box you want to remove, and then click Delete.

Adding a border around an image

Using the Image Effects Border tool, you can add a solid border around an image and control its width,
color, and corner roundness.

To add a border around an image

1. Select the desired image.

2. Do one of the following to open the Image Effects dialog box:

o Right-click the image, point to Image, and then click Image Effects.
o Click ¥a (Image Effects) on the Image Toolbar.

3. On the toolbar, click (B] (Border).

4. Inthe Width box, enter the desired width of the border in pixels.

5. Inthe Roundness box, enter a number representing the degree of roundness of the border. A value
of 100 produces a perfectly round border.

6. Click the Color box and select a color (p.233).

7. Click OK, and then click OK again to exit the Image Effects dialog box.

8. Inthe Save as box, enter the path and file name under which to save the modified image. Initially,
the box contains the original image's path and file name; if you want to replace the original image
file, leave the path and file name unchanged.

9. Under Save format, select the desired image format (p.138).

10. Click OK.

Q To specify a border around an image without modifying the image itself, use the Borders &
Background (p.149) command on the Format menu. Note, however, that you cannot create rounded
corners with this method.

Adding a beveled-edge effect

Using the Image Effects Bevel Effect tool, you can add a three-dimensional effect around the edges of an
image, making it appear raised above the page background.
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To add a beveled-edge effect

L.

Select the desired image.

2. Do one of the following to open the Image Effects dialog box:

o Right-click the image, point to Image, and then click Image Effects.
o Click ¥a (Image Effects) on the Image Toolbar.

3. On the toolbar, click i | (Bevel Effect).

4. Click the Style box and select the desired shape of the beveled edges.

5. Inthe Width box, enter the desired width of the beveled edges in pixels.

6. Inthe Angle box, enter the desired angle of the apparent light source in degrees. A value of 0
means the light is coming from the image's right.

7. Click OK, and then click OK again to exit the Image Effecis dialog box.

8. Inthe Save as box, enter the path and file name under which to save the modified image. Initially,
the box contains the original image's path and file name; if you want to replace the original image
file, leave the path and file name unchanged.

9. Under Save format, select the desired image format (p.138).

10. Click OK.

Adding a shadow to an image

Using the Image Effects Shadow tool, you can add a shadow effect to an image, making it appear to float
above or under the page background.

To add a shadow to an image

L.
2.

3.

Select the desired image.

Do one of the following to open the Image Effects dialog box:
o Right-click the image, point to Image, and then click Image Effects.
o Click ¥a (Image Effects) on the Image Toolbar.

On the toolbar, click =3 (Shadow).

4. Click the Type box and select the desired shadow style:

o Outer Shadow makes the image appear to float above the background, with the light
source positioned to the top and left.

o Inner Shadow makes the image appear to float under the background, with the light
source positioned to the top and left.

o Outer Glow makes the image appear to float above the background, with the light source
positioned directly above the image.
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10.
11.

12.
13.

o Inner Glow makes the image appear to float under the background, with the light source
positioned directly above the image.

In the Offset X and Y boxes, enter the desired width of the shadow in pixels. (The Y box is disabled
if a Glow shadow type is selected.)
Click the Color box and select the desired color of the shadow.
In the Blur box, enter a number representing the desired blurriness of the shadow. A value of 0
produces a perfectly hard-edged shadow.
Click OK.

If you specified the shadow type as Outer Shadow or Outer Glow, click the BG color box and
select the color that matches the background color of the document or other container where the
image is located. (Use the eyedropper tool to copy the appropriate color from the document
window.)

Click OK.

In the Save as box, enter the path and file name under which to save the modified image. Initially,
the box contains the original image's path and file name; if you want to replace the original image
file, leave the path and file name unchanged.

Under Save format, select the desired image format (p.138).

Click OK.

Setting a transparent color on an image

You can choose one color in any image in a Web document and make that color transparent. When an
image has a transparent color, things "under" the image—such as the page background—show through the
transparent areas.

In the example below, both Santa Claus images have white backgrounds, but the one on the right has been
modified so that pure white areas are transparent. You may notice that the alpine background image also
shows through those parts of the second figure's mustache and headgear that are pure white.

The figure on the right uses transparency
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When you set a transparent color on an image, Namo WebEditor creates a copy of it in GIF format (p.139),
which is the most popular Web image format that supports transparency. If the original image is not GIF,
Namo WebEditor will convert it to GIF when it creates the copy. To avoid deleting the original image file,
you should specify a different name or path for the transparent copy.

To set a transparent color on an image

1.

S hsh wbd

Click the image you want to make transparent.
Do one of the following:
Right-click the image, point to Image, and then click Set Transparent Color.

Click 7 (Set Transparent Color} on the Image Toolbar.
Click an area of the image that is the color you want to make transparent.

In the Save as box, enter the path and name of the transparent GIF file to be created. (Leave the
path and name unchanged if you want to replace the original image file.)

Confirm that the color shown in the Transparent color box is the one you intended to make
transparent, and then click OK.

Q When you paste an image from another program, you can immediately set a transparent color on it. In
the Paste Image File As dialog box, click the Transparent color box and select the color to be made
transparent.

Slicing an image into pieces

When an image in a Web document is large, it can be useful to break it up into several pieces, like the
pieces of a jigsaw puzzle. Slicing an image in this way has several benefits, including the following:

Browsers can download several pieces of a sliced image at the same time, causing the whole
image to load faster.

Slicing an image gives you more flexibility when placing the image in a table (p.182), since you
can put pieces of the image into adjacent cells to suit your design requirements.

You can create several variations of an image—for example, with different text components—by
creating several versions of one piece of the image instead of editing the whole image.

You can put hyperlinks on different parts of a sliced image without using an image map (p.177).

For an example of one way you can use image slicing, consider the table below.
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To move the text from the top cell "into" the image in the bottom cell, we can slice the image into pieces as
shown below, leaving the middle area empty to accommodate the text.

%.rg. >

After exporting the sliced image parts to an HTML table, we insert the text in the empty cell, as shown
below.
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You can slice images using Namo Image Slicer (p.534), a separate utility program that comes with Namo
WebEditor. For more information, see Namo Image Slicer, p.534 or refer to Namo Image Slicer's online
help.

To slice an image into several pieces

1. Start Namo Image Slicer: On the Start menu, point to Programs, point to Namo Web Utilities, and
then click Namo Image Slicer.

2. On the File menu, click New.

3. On the toolbar, click & (Import Image).

4. Locate the image file you want to slice, select it, and click Open.

5. Using the Slicer Tool, draw boxes to define the desired image pieces.

6. On the toolbar, click & (Export to HTML).

7. Inthe File name box, type a name for the HTML document that will contain the table containing
the image pieces, and click Save.

8. Switch back to Namo WebEditor and open the HTML file you saved in step 7.

9. On the Edit menu, click Select All, and then press Ctrl+C to copy the table containing the image
pieces.
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10. Open or switch to the document into which you want to insert the sliced image.
11. Place the insertion point at the desired location and press Ctrl+V.

Changing an image’s file format

You can convert a bitmapped image (p.139) from its original file format (p.139) to GIF, JPEG, PNG, or SIS
format.

E] Ifyou convert a JPEG or PNG image with many colors (such as a photograph) into GIF or SIS format,
the resulting image may appear grainy or show banding.

To change an image's format

Right-click the image to convert, point to Image, and then click Convert Image Format.

2. Inthe Save as box, enter the path and name for the converted image file. (Click Browse to select a
folder.)

3. Under Format, select the desired file format and specify the desired options.
Click OK.

Related topics
Web image formats........occcveveerneecrereeeneeneererersenennen p-139
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Hyperlinks and bookmarks

Without a doubt, hyperlinks are the central reason the Web has become the huge success it is today. Thanks
to hyperlinks (or just "links"), a Web user browsing one page or site can instantly "jump" to another page or
site, just by clicking a word or an image. The power of hyperlinks to connect users to the information and
resources they seek has made the Web the first truly universal communications network since the telephone
system, and one that is arguably more powerful.

In this section

About hyperlinks

Creating @ hyperlink .....ccoce oot ecereeeeneneanes p.168
Setting a link's target Window OF fTame ......ccveeveeiirinincrnni e eeneenend p.170
Making a link open in a pop-up window wp.171
Setting a tooltip 0N @ lINK ...c.eerereeriereereeiecreece et eee e neaee p.172
Assigning access Keys t0 lINKS......ccvvvevevevrrrerrecereesererecasieineesernesseresssseseses p-173
Setting hyperlink COlOTS .......voviiiivirrerreerceresescnsisiisicntreesennessasenereseenenens p.174
Changing the destination of a hyperlmk ....................................................... p.176
Removing @ hyperlink.........cccoreiereereereinrceeecerrenrteeteee e eseeeseeoens p.176
Creating an iMage MaP ....c..ccvirirrierrersirmsresreneistsresssassseseerseerssesesesssnsesessses p.177
Opening a linked document in Edit mode.......ccoeovrereneceeicieninienccceeeseeeees p.178
About bookmarks

Creating @ bookmark.......cocouiirreiincniiciniinnine et seesenes p.179
Renaming and removing bookmarks ......c..cccevereerericnrmerenieeninceencniesencseenenens p.180

Using bookmarks in hyperlinks

Related topics

Creating a link button

Site structure and NaVIgatioN.......ccccicerivirieeesierirerieenisererereesensss et seesesaseenens p.355
Adding dynamic navigation bars and trees.................. p-365
Finding broken HNKS ......oeiireeeeiesicecnresre e etctsaseseesssssnsnssescacnes p.409
Checking external links c.....c.veeoeevieereeenniniininienresrcsi e saeniesssesescanensenesens p.411
Changing hyperlinks and file names to lowercase .........cccceceerveeresieecnnrennnes p-413
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About hyperlinks

Essentially, a hyperlink is a tag on a word, phrase, image, or other page element, that tells the Web browser,
"When the user clicks this, open X." X could be just about anything, including:

e another location on the same page
e another page on the same Web site
e apage on another Web site

e animage or multimedia file

¢ adownloadable program file

e ... and so forth.

The tag for a hyperlink only needs to give the browser one piece of information: the URL of the destination
resource. Optionally, it can provide other information, such as the name of a frame or window (p.170) to

open the destination in, or a brief text message (p.172) to display when the user holds the pointer over the
link.

In this section

Link destination tyPeS .......ecveerreeerererrememenissstisen st sesecasiesessesessennaesanensens p.165
Relative vs. absolute 1InKs.........cceevreeerrinenicnirieerinnn e cerensressesescssassevsnees p.167

Related topics
ADOUL DOOKIMATKS ....cvitieireeieiieeiiieiirereete st eseste sttt ssrstessssesassnasesnssaessessens p.179

Link destination types

The most familiar type of hyperlink is the type that links to a Web page or site, such as
"http://www.example.com". But there are other kinds, as well. Various link types are distinguised by the
protocol identifier that appears at the beginning of the URL. Some common link types are listed below.

http

Hypertext Transfer Protocol. This is the usual link type for Web resources—documents, images,
and so forth.

https

Hypertext Transfer Protocol, Secure: The same as HTTP, but with the addition of Secure Sockets
Layer (SSL), a protocol for transmitting sensitive material securely over the Internet.
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ftp
File Transfer Protocol: Links that begin with "ftp://" are for files and directories on FTP servers
(Internet file servers).

irc
Internet Relay Chat: Links to an IRC channel—a virtual meeting place where users "chat” by
means of instant text messages. IRC links require additional software (an IRC client) to open.

news, nntp
Network News Transfer Protocol: Links to a newsgroup or article on a network news server.

gopher
A less-sophisticated precursor of the Web, developed by the University of Minnesota. Although
most Web browsers are able to display gopher documents, very few gopher servers still exist.

telnet
The telnet protocol allows users to access remote computers using a command line interface. It is
typically used by administrators to access remote Unix servers. Telnet links require additional
software (a telnet client) to open.

mailto
The protocol for e-mail links. Mailto links are not truly hyperlinks, since clicking a mailto link
does not result in a connection to anything; it only tells the Web browser to create a new, blank e-
mail message with the specified "to" address. For the same reason, there is no such thing as a
mailto URL. Mailto links take the form "mailto:username@servername.domain”.

file
This type of link is used to point to a file on the local file system. In general, file links are only
used temporarily, before a document is published to the Web, since users of remote computers
cannot access files on your local file system. Namo WebEditor uses file links in temporary
documents (documents that have not yet been saved) to point to images and other resource files,
since the relative path to a resource is not known until the document is saved. When you save the
document, Namo WebEditor offers to convert the file links to relative links based on the location
of the document.

Related topics
Relative vs. absolUte linKS ...coeevrmreverenciiiniisesisirrre e cseecsnennieneneecensas p.167
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Relative vs. absolute links

A hyperlink that points to a Web document or resource may use either a relative URL or an absolute URL.
The distinction has to do with how complete, or self-sufficient, the path pointing to the destination is.

Relative URLs

A relative URL consists of just a path that contains only enough information to locate a file in relation to
the location of the document containing the URL. Using a relative link is like using your company's internal
mail system. If you need to send a memo to someone in your own department, you can just address it to the
person's name, such as "Betty Jones" (assuming there is just one Betty Jones in your department). To reach
someone in another department, it might be sufficient to use the department name plus the person's name;
for example, "Marketing/Betty Jones". You don't have to specify a street address, city, state, ZIP code, and
so forth, since the company mail system assumes that an address that doesn't have these parts must refer to
someone inside the company.

Similarly, a relative URL only needs to provide a file name, or a file name plus a directory path. The Web
browser (or Namo WebEditor) assumes that such a URL must point to a file in the folder structure of the
same site as the containing document, and it interprets the URL accordingly.

Here are some examples of relative URLs:

Relative URL File Location

example.html the same folder as the document

images/example.gif the "images" subfolder of the document's folder

images/photos/alice.jpg  the "photos" subfolder of the "images" subfolder of the document's folder
../index.html the parent folder of the document's folder

./..Jexample.css the parent folder of the parent folder of the document's folder

Absolute URLs

Unlike a relative URL, an absolute URL does not depend on the location of the document containing it. To
continue the analogy given above, using an abolute link is like mailing a letter with a full name and address
through the national post. The name and address should uniquely identify the intended recipient, without
ambiguity and without reference to the location of the sender.

Whereas relative URLSs are always local (they always point to resources on the same site as the document
containing the link), absolute URLs can be either local or global—they can point to resources anywhere on
the Web.

A local absolute URL consists of just an absolute path to the resource. It starts with a slash ("/"), indicating
that the path starts at the root (or top) level of the Web site's folder hierarchy. Since the path starts at the
root, it always points to the same file, regardless of where in the site's folder structure the document
containing the link is.
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Here are some examples of local absolute URLS:

e /index.html
e /images/example.gif
e /products/webeditor/tour/tourl.asp

A global absolute URL—also called a firf/l URL—is one that provides not just an absolute path, but also a
site address. Thus, a global URL can point to a unique resource anywhere on the Internet. A global URL
must start with the name of the protocol used to connect to the destination (such as "http:") followed by a
double slash ("//"), the site address, and then the resource path. (If the resource path is not specified, the
URL points to the root of the site, which may be represented by an index page at the root level.)

Here are some examples of global absolute URLs:

¢  http://www.example.com/products/index.html
e http://www.example.com/

¢ fip://fip.namo.com

e fip://ftp.namo.com/public/webeditor_demo.exe

Notice that the second and third examples do not provide a path. In the case of the HTTP URL, the Web
server will probably serve up the index page in the root folder of the site. In the FTP case, the FTP server
will provide a listing of the server's root directory.

Related topics
Link destination fYPes......ccooeeeievereeiiressereeressisssessesssiesesssssssssssasesesassensasonens p.165

Creating a hyperlink

Virtually any bit of content on a Web page can be tumed into a hyperlink, including words, phrases, single
characters, entire paragraphs, and images. No matter what the content is, the process of creating a hyperlink
on it is always the same: first, select the content; second, specify the destination of the link—that is, what
Web page, file, or other resource will be loaded by the browser when the link is clicked.

To create a hyperlink

1. Select the text or image you want to turn into a hyperlink.
2. Do one of the following:
o On the Insert menu, click Hyperlink.

o On the Standard Toolbar, click & (Hyperlink).
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o PressF9.

In the URL box, enter the path or URL of the link's destination. (For example,
"http://www.namo.com" or "photos.html". Do not include quotes. When entering a full URL, you
must include the protocol string, such as "http:", and the double slash before the server name.)
Alternatively, if the destination file is local, you can do one of the following instead of entering
the path manually:

Click Q (Browse) to select a file on the local file system.

o Click™ (Open Documents) to select among the documents that are currently open in
Namo WebEditor.

o Click (Site) to select among the files that belong to the current local site. If no site is
currently open, this button will be disabled.
o Click D (New Document) to create a new document and link to it.

If you are linking to a bookmark (p.179), enter the bookmark name in the Bookmark box. (If the
bookmark is in the current document, you can leave the URL box empty.)

Click OK.

E] You cannot use the method described above to create a hyperlink on a Flash Button (p.265). To create a
link on a Flash Button, double-click the Flash Button and enter the URL in the Link box of the Flash
Button Properties dialog box.

"mailto" hyperlinks

A special kind of hyperlink, the mailfo link, is not really a hyperlink at all, because it does not point to an
Internet resource. When you click a mailto link, your browser opens your default e-mail program and tells
it to create a new message addressed to the address specified in the link. The link can also provide the
message title.

To create a mailto link, do this:

1.
2.

S wnhw

Select the text or image you want to turn into a mailto link.
Do one of the following:
o  On the Insert menu, click Hyperlink.

o Click& (Hyperlink Properties) on the Standard Toolbar.
o Press F9.
Click & (Email).
In the Address box, enter the desired e-mail address (for example, "bobo@namo.com").
(optional) In the Subject box, enter the desired title for the message.
Click OK twice.

Q Use the Hyperlink Toolbar to create a hyperlink quickly. After selecting the desired content, click the
URL box (the longest box) on the Hyperlink Toolbar, enter the desired URL, and press Enter. If the
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Hyperlink Toolbar is not visible, you can reveal it by right-clicking the toolbar area and selecting
Hyperlink Toolbar.

8 When you type a URL in the document window, Namo WebEditor automatically creates a link with that
URL on the URL. For example, if you type "www.namo.com", Namo WebEditor will create a link to
http://mww.namo.com. You can disable this behavior on the Edit (p.56) tab of the Preferences dialog
box.

Setting a link's target window or frame

Normally, when you click a link in a browser, the destination of that link (if it is something that can be
displayed in a browser) opens in the same window or frame that displayed the document containing the link,
replacing the original document. However, you can make the destination of a link open in a different
window or frame from the one displaying the current document. You do this by specifying the link's target.

For example, if you set a link's target to "frame2", the browser will try to open the link's destination in the
frame named "frame2". If there is no frame by that name, the browser will then try to open the link in the
window named "frame2". If there is no window by that name, then the browser will open the link in a new
window and name the window "frame2".

A link's target can be the name of a window, the name of a frame, or one of these special keywords:

e _blank: The link will be opened in a new, unnamed window.

e _parent: The link will be opened in the current frame's "parent", replacing the current frameset.
The parent is usually the browser window, but if the current frameset is being displayed inside one
frame of another frameset, then the parent is the containing frame in the higher-level frameset.

e _self: The link will be opened in the current frame or window.

e _top: The link will be opened in the current window. If the window is divided into frames, the
link's destination will replace the frames.

B A window's name is not the same as its title, the words that appear in its title bar. If a window has a
name, it is not visible to users, but the browser remembers it as long as the window is open. To create
a browser window with a certain name, set the target of a hyperlink to the desired name. If you want
the named window to be initially empty, set the link's URL to "about:blank".

Q In general, there is no reason to set the target of a single hyperlink to a named window. However, if
you have several hyperlinks that you would like to open in a separate window from the current
document, but you don't want a new window to be opened for each link, you can set all of the links'
targets to one window name. When the first link in the group is clicked, the browser will create a new
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window and open the link in it. Then, when other links in the group are clicked, they will open in the
same window.,

To set a link's target

Double-click the link to open the Hyperlink Properties dialog box.

In the Target box, type the desired frame or window name, or click the triangle and select one of
the keywords or frame names (if a frameset is open). If a frameset is currently open, you can also

click [ (Select Target Frame) to select a frame visually.

EZ You can also set a link's target using the Target box on the Hyperlink Toolbar. Type a window or frame
name in the box or click the triangle and select one of the keywords or frame names.

Related topics

Setting a default target for hyperlinks .c...cccoevvirmicnniinniiccrnieecinne p-240
Setting a frame's default target.......c.cocovveviiiininiiin e p.107
USINE fTAIMIES c.ouieeeeieceiceiriieee e eecreseeree et sieeseesesessaentesesens sessesesenaseseasnes p.101

Making a link open in a pop-up window

.pAT

Making a link open in a pop-up window

You can set up a hyperlink so that Web browsers will open it in a new window with the position, size, and
other properties that you specify. Such pop-up windows appear on top of the window that is displaying the
current document. They are often smaller than most browser windows, and certain parts that are usually

visible can be hidden, such as the menu and the toolbar.

You can specify the following properties for pop-up windows:

name (useful when you want to reuse the same window)
position relative to the top left corner of the screen
width and height

the visibility of its menu, toolbar, scroll bars, status bar
resizability

To set a link to open in a pop-up window

1.
2.

Double-click the link to open the Hyperlink Properties dialog box.

Select the Open in new window check box, and then click Options.
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3. (optional) In the Window name box, enter the name you want the window to have. (You can have
other pop-up links open in the same window by specifying the same name, or prevent other pop-
up links from using the same window by specifying a unique name.)

4. In the Left margin and Top margin boxes, enter the desired distance of the pop-up window from the
screen's left and top edges, respectively, in pixels.

5. In the Width and Height boxes, enter the desired width and height of the window, in pixels.

6. Under Options, select the check boxes corresponding to the controls you want the window to
display.

7. Click OK twice.

9 If you want a link to open in a new window, but you do not want to specify the window's size and other
properties, set the link's target (p.170) to _bfank and leave the Open in new window check box
unselected.

Related topics

Setting a lizk's target window of fTame .........oveeveeniirereinecnrerinreenceseseeenens p-170

Setting a tooltip on a link

The optional title attribute of hyperlinks allows authors to "attach” a hidden piece of text to a link,
generally containing a brief description of the link's destination. Recent browsers display this text as a
tooltip when a user holds the mouse pointer over the link for a few seconds.

Lorem ipsum dolor sit amet

Click for definition.

Example of a tooltip for a hyperlink

To set a tooltip on a link
1. Double-click the link to open the Hyperlink Properties dialog box.
2. Inthe Tooltip box, enter the desired text of the tooltip.

Netscape 4.x and earlier do not support tooltips on links.
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)

=’ If you set a tooltip on a link made from an image, and the image has alt text (p.151), Internet Explorer
does not display the link's tooltip when the mouse pointer is held over the image. Instead, it shows the
image's alt text as a tooltip.

-
!g Other elements besides hyperlinks can have title attributes as well, and recent browsers will display
those titles as tooltips, just as with links. To add a title attribute to any element, do this:

1. Place the insertion point in the desired element.
On the Tag Selector (p.40), right-click the element's tag and then click View Source.

3. Inside the element's opening tag, insert title="", adding the desired tooltip text inside the
quotes. For example, <span title="hello">.

4. Click the Edit tab to return to Edit mode.

Related topics

Adding alternative text t0 an iMAae ......ccooveereereerscrersermsessssnescasersesnsasssosenese p.151

Assigning access keys to links

Some users, such as blind people and people who browse the Web on a mobile phone, may find it difficult
or impossible to navigate hyperlinks using a mouse. For such users, most browsers support navigating links
using the Tab and Enter keys, but when a document has many links, this can be inconvenient.

By assigning access keys to hyperlinks, you can make it easier for users to navigate them without a pointing
device. An access key is a single character—usually a number—that, when pressed in combination with the
Alt key (or another, device-specific key that serves the same purpose), causes the browser to either activate
or follow the associated link. For example, if a link has been assigned "2" as its access key, pressing Alt+2
will cause the browser to activate or follow that link.

The digits 0 9 make good access keys, but you should avoid letters, since ordinary Windows browsers use
several Alt+letter combinations as menu shortcuts. For mobile phone users, you can also use "#" and "*" as
access keys, since these characters are always present on standard keypads.

When you assign an access key to a link, it's a good idea to add a note after the link to let users know about
it. For example:

e News (press 1)
e Support (press 2)
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E Do not assign the same access key to more than one link.

To assign an access key to a link

1. Double-click the link to open the Hyperlink Properties dialog box.

2. Inthe Access key box, type the desired character, or click the triangle and select one from the
drop-down menu.

Setting hyperlink colors

In modern visual browsers, a hyperlink can be displayed in any of three or four different colors at a given
time. The normal color, blue by default, is used when a link has not yet been opened in the current browser
session. A link's color changes to the visited color, purple by default, once it has been opened. The active
color, red by default, is used in different ways by different browsers: Internet Explorer uses it for the link
that has "focus"—that is, the link that will be opened when the user presses the Enter key; while Netscape
uses it for a link that is in the process of being clicked. The hover color, which may or may not defined by
default, is used for the link that is currently under the mouse pointer (without the mouse button being
pressed).

@ In Internet Explorer, the active color and the hover color are set by default to the same color (red). In
Netscape 6+ and Mozilla 1.x, no hover color is defined by default; if you défine one, that color will
also be used as the active color. Netscape 4.x does not support the hover color.

You can override any or all of the default link colors at various levels:
e Atthe individual link level, you can set a single color for a specific link. The same color will be
used regardless of the link's state (normal, visited, active, or hover).

e Atthe document level, you can specify different normal, visited, and active colors that affect all
the links in a particular document. (However, you cannot specify a hover color at this level.)

s  Atthe style sheet (p.212) level, you can specify different normal, visited, active, and hover colors
that affect all the links in all the documents that use a particular style sheet.

@ Ifyou specify link colors at both the document level and the style sheet level, the browser will give
priority to the style sheet colors (assuming the browser supports style sheets). If you specify a single
color for a specific link, it will override all colors specified at other levels.

To specify a single color for a specific link

1. Select the link. Do not, however, select any adjacent content.
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On the Formatting Toolbar, click the triangle on the A~ (Font Color) button and select a color
(p-233).

To specify colors for all links in the current document

1.

2.
3.
4

On the File menu, click Document Properties, and then click the Appearance tab.

To specify the normal link color, click the Hyperiinks color box and select a color (p.233).
To specify the visited link color, click the Visited links color box and select a color (p.233).
To specify the active link color, click the Active links color box and select a color (p.233).

To specify link colors in a style sheet

L.

2.
3.
4

° N

On the Format menu, click Define Styles.
Click L# (Add).
Under Style type, click Other.
Click the triangle on the Name box and select one of the following:
o :link to define the normal link color
o :visited to define the visited link color
o :active to define the active link color
o :hover to define the hover link color
Click OK.
Click the Font color box and select a color (p.233).
Repeat steps 2 6 for each link color you want to define.

(optional) If you want to save the style sheet externally so that you can use it with other

documents, click e (Save As External File), navigate to the desired folder, enter the desired file
name, and click Save.

Click OK.

8 You can change the default normal, visited, and active link colors for new documents on the Document
Defaults tab of the Preferences dialog box.

Related topics

SElECHiNg COLOTS ....veviieeeeerreteie et ettt s ssane p.233
Setting character-related Properties......cooeeuerervcenrirccsenssccrisosicecensrccsnenens p-219
USING SLYIE SHEELS..c.ocuiiceteirciceieneenee st eeres et e nrene b e be e seseaas p.212
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Changing the destination of a hyperlink

There are several ways to change the destination (URL) of a hyperlink. The method varies somewhat
depending on the type of content on which the link is based.

To change the URL of a text-based link

¢ Do one of the following:
o Double-click the link, enter the new URL, and press Enter.

o Place the insertion point inside the link, enter the new URL in the URL box on the
Hyperlink Toolbar, and press Enter.

o Place the insertion point inside the link, enter the new URL in the URL box on the
Inspector, and press Enter.

To change the URL of an image-based link
I. Select the image.

2. On the Standard Toolbar, click y4 (Hyperlink), or press F9.
3. Enter the new URL and press Enter.

To change the URL of a Flash Button-based link

1. Double-click the Flash Button.
2. Enter the new URL in the Link box and press Enter.

Removing a hyperlink

To remove a hyperlink on text or an image
1. Ifthe link is text-based, place the insertion point in it. If it is image-based, select the image.
2. On the Standard Toolbar, click Pl (Remove Hyperlink), or press Shift+F9.

g To remove several nearby hyperlinks at once, select all the content surrounding them and then do step
2 above.

To remove a hyperlink from a Flash Button

1. Double-click the Flash Button.
2. Delete the contents of the Link box and press Enter.
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Creating an image map

You can place several different hyperlinks on a single image. You do this by drawing hot zones on the
image, each hot zone linking to a different URL. A collection of hot zones is called an image map. For
example, the image below has an image map with five hot zones, one for each continent. Clicking each
zone will take the user to a different Web page. (Normally, the lines demarcating hot zones are invisible,
but they have been made visible in this example.)
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An image map

Namo WebEditor lets you create hot zones by simply drawing them with the mouse. Hot zones can be
rectangular, circular, or polygonal with any number of sides. Tools for drawing the various hot zone shapes
can be accessed easily on either the Inspector or the Image Toolbar. (To reveal the Image Toolbar, right-
click the toolbar area and click Image Toolbar.)

To create an image map

1. Select the image you want to create an image map on.

2. Click any of the following buttons on either the Inspector or the Image Toolbar:
o L1 (Draw Rectangular Hot Zone)
o O (Draw Circular Hot Zone)
o Q(Draw Polygonal Hot Zone)

3. Draw a rectangle, circle, or polygon covering an area of the image that you want to make a link.
(For a polygonal hot zone, click each point where you want to place a vertex, and then double-
click the last point to close the polygon.) When you are finished drawing the hot zone, the Create
Hyperlink dialog box will appear.

4. Enter the desired URL for the hot zone and specify any other properties you want for the hyperlink,
and then click OK.

5. Repeat steps 2 4 for each area of the image you want to make a link.
When you are finished drawing hot zones, press ESC to exit hot zone drawing mode.
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(
d You can use the same steps above to add a hot zone to an existing image map.

To move a hot zone

1. Click an image that has an image map.

2. Drag the desired hot zone to the desired location. (The mouse pointer will turn into the shape of a
hand when it is over a hot zone.)

To resize or reshape a hot zone

1. Click an image that has an image map.

2. Click the desired hot zone. Resize handles will appear at the hot zone's comers or vertices. (For a
circular hot zone, resize handles will appear at the corners of the circle's bounding box.)

3. Drag resize handles as necessary to change the hot zone's size and/or shape.

To change the URL or other properties of a hot zone
1. Click an image that has an image map.
2. Double-click the desired hot zone. The Hyperlink Properties dialog box will appear.
3. Edit the link properties as desired, and then click OK.

To remove a hot zone

1. Click an image that has an image map.

2. Click the desired hot zone and press Delete. (Note: you may need to click on another part of the
image before the hot zone's outline disappears.)

Opening a linked document in Edit mode

Namo WebEditor provides the ability to follow links in Edit mode. Thus, while you are editing one
document, you can easily open another document that the first document contains a link to. To follow a link
in Edit mode, click the link while holding down the Alt key. Alternatively, right-click the link and then
click Open Hyperlink.

If the URL of the followed link is just a path to a local document (p.167), Namo WebEditor will simply
open the document. If, however, the URL is a full URL (p.167) that points to a document on the Web,
Namo WebEditor will attempt to download a copy of the document from the Web. (This is the same as
opening a document on the Web (p.60) by entering its URL in the Open dialog box and clicking Open
URL.)
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Related topics
Opening dOCUMENTS......coeriieicterieiecreeiererererceceeerenseesaesnesesaessesasesseneesens p.60

About bookmarks

A bookmark is a tag that identifies a location, within a document, that is to serve as the destination of a
hyperlink. For example, if a document has a bookmark named "3.html" on its third heading element, a
hyperlink on the same page can refer to "#section_3", causing the Web browser to jump to that location on
the page, scrolling the document if necessary. A hyperlink on another document can refer to the bookmark
by appending the bookmark name to the URL—for example,
http://www.example.com/index.html#section_3. When a user clicks the link, the browser will open the
document and jump to the bookmark location.

Bookmarks are especially useful in long documents. For example, if you have a page that contains a long
list of terms and definitions, you could put a unique bookmark on each term, and then use the bookmarks to
link to individual terms from other documents, or from a term index and the top of the page. It is also
common to insert a bookmark at the top of a long page, and then insert links to the top bookmark
periodically throughout the page. This saves users the trouble of scrolling back to the top manually.

Bookmarks are not visible in a browser. In Namo WebEditor's Edit mode, the location of a bookmark is

indicated by the icon [ just before the bookmark. If the display of special tag marks (p.44) is disabled,
bookmarks are completely invisible in Edit mode.

Creating a bookmark

To create a bookmark
1. Either select some content on the line where you want the boomark, or just place the insertion
point anywhere on that line.
2. On the Insert menu, click Bookmark; or press Ctrl+G.

3. Inthe Bookmark name box, type the desired name for the bookmark. If you selected text in step 1,
the text will automatically appear in the box; you can edit it or replace it as you wish.

4. Click Add or press Enter, and then click Close or press Enter again.

In the document window, a bookmark icon ( [Q ) will appear where you inserted the bookmark, and, if you
selected some content before creating the bookmark, that content will be shown with a dashed underline. If
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you can't see the icon/underline or you want to hide it, click =2 (Show/Hide Special Tag Marks) on the
Standard Toolbar.

I
Y The Bookmarks dialog box is non-modal, so you can keep it open while you continue working in the
document window. You can create several bookmarks one after another, and then close the dialog box

when you are finished.

Related topics
Setting a bookmark as the destination of a hyperlink.......cccocvveveveercernerncnces p.180

Renaming and removing bookmarks

To rename a bookmark
1. Right-click the bookmark icon (124 ) or the underlined content where the desired bookmark is,
and then click Modify Bookmark. (Or just double-click the bookmark icon.)
2. Inthe Bookmark name box, edit the bookmark name as desired and press Enter.

To delete a bookmark
1. Right-click the bookmark icon (&4 ) or the underlined content where the desired bookmark is,
and then click Modify Bookmark. (Or just double-click the bookmark icon.)
2. Click Remove.

@)
YW You can rename or delete several bookmarks at once while the Bookmarks dialog box is open. Just

select each bookmark you want to rename or remove in the Bookmarks list, and then rename or
remove it.

Using bookmarks in hyperlinks

To refer to a bookmark in the URL of a hyperlink, just append the "#" character, followed by the bookmark
name, at the end of the URL. For example, to link to the bookmark named "8.htmI" in the document
"regulations.html”, you would use the URL regulations.html#section_8.

If you want to link to a bookmark in the same document as the link itself, just use "#" followed by the
bookmark name as the URL. For example, #section_8.
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Q When you create a hyperlink using the Create Hyperlink dialog box, if you enter a path to a local
document in the URL box, clicking the triangle on the Bookmark box will drop down a list of all the
bookmarks that are in that document. You can just select a bookmark in the list instead of typing it in.
(This only works if Namo WebEditor can find the destination document on the local file system, so it
will not work if the URL is non-local or the document does not exist locally.)
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Tables

In HTML, a table is essentially a box divided into cells. Each cell is a container; its contents can include
text, images, and other elements—even other tables.

Tables were originally intended for presenting textual information that is easiest to read in a row-and-
column layout, such as baseball statistics. However, pioneering Web designers quickly discovered they
could use tables to create multi-column page layouts that were otherwise impossible to achieve in HTML
(before the introduction of layers (p.111)). Although authors can now design complex page layouts with less
effort using layers, the majority of authors still prefer working with tables.

g Using Namo WebEditor's layout box (p.91) feature, you can create a table for page layout by simply
drawing container cells on a grid and then arranging them by dragging. Depending on your
experience level, layout boxes can be easier and more intuitive than working with tables directly.

In this section

Creating @ table.....ociiiiercecieiiniisesteere e e sersress e neenens p.183
Selecting parts of a table ettt st san b nene p.184

Resizing rows and columns

Adding and removing rows and COIUMNS.......cc.cocerrenienirrcrcerenmererssesescsensennes .
Copying and movIng CellS .......comerereieecrrcerenecreecnnsee e ecesaeessaeens p.189
Deleting the contents of multiple cells.......ooveeeemrrimirccininnenrrnecieiecnenns p.190
Merging and splitting Cells.....ccocormierieeiinciiicrirreetrecneenccccnnineeneseeesasene p.191
Aligning content in Cells.......ouviiiiiiiinicinie e p.192
Specifying cell spacing and padding..........ccveeerrervemvsscneriensnnrerecsconasaasencas p.192
Controlling the appearance of table and cell borders...........cccccecvrvcnenennncsd p.194
Specifying other table and cell properties........c.cocuervcrvininnicreecrrnmnenenseeenead p-201
Centering or right-aligning a table...........coocvvvirninvencncnnnniceinecneecssneenas p.205
Making other content flow around a table .................... p.205
Splitting and JOINING tADIES ......vvevveisiserceireereee et seasrecsesesebesenens p.206
Sorting and tranSPoSING tables ........cevceveveriireriesereesneeneeeriseeresesnenesnreseeeeas p.207
Converting between paragraphs and tables..........cocovoveercercrinninnrenencreennennens p.208
Related topics

Using a table fOr Jayout..........ccouererenrecreeicrererernenneseseseccsesesnenseseseeseseacnes p.99
USING 1aYOUL DOXES ..uvvrereriiiisieseeeeenesessesisiasessereseeseensersssinsssssseseessesoesarasens p.91
Table cell rollover p.303
Importing Excel spreadsheets ........ccoueeereveeieiernnmmneesesincsncssesteneneneeeesesennes p-480
Creating charts from table data..........cecerrrrveriearnreenesenscicinneserenersencsesseceanes p.484
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Creating a table

There are three ways to create a table in Namo WebEditor:

Using the Create Table button on the Standard Toolbar
Using the Draw Table command and "drawing" a table with the mouse

Using the New Table command and specifying numbers of rows and columns in the Table
Properties dialog box

To create a table using the Create Table button
1.

2.
3.

Place the insertion point where you want to insert the table.

On the Standard Toolbar, click B (Create Table).

Drag the mouse down and to the right until the highlighted cells on the miniature table match the
number of rows and columns you want in the table.

Creating a table using the Create Table button

E’ IWhen you create a table using the Create Table button, Namo WebEditor automatically sets column
widths so that each column is the same width and the whole table stretches across the current width of
the document window. Table width is not specified, so the columns can automatically shrink when the
document or browser window is made narrower.

To "draw" a table

1.
2.
3.

Place the insertion point at the beginning of the line above which you want to insert a table.
Press Enter to create a new, empty paragraph.

On the Table menu, click Draw Table. The mouse pointer will turn into a pencil—indicating table
drawing mode—and the Table Toolbar will appear.

Click on the empty paragraph and drag the mouse until the dashed rectangle is the sizc and shape
you want for the table.

Click inside the border of the new table and draw lines to divide the table into rows and columns.

When you are finished drawing the table, press Esc or click k (Escape Table Drawing Mode) on
the Table Toolbar.
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"Drawing" a table with the mouse

@ When you "draw" a table, Namo WebEditor automatically sets column widths and row heights to
reflect the positions of the borders you draw. Table width is not specified, so the columns can
automatically shrink when the document or browser window is made narrower.

E‘a You cannot "draw" a table inside another table.

To create a table through the Table Properties dialog box

1. Place the insertion point where you want to insert the table.

“oa N

E When you create a table using the Table Properties dialog box and you do not specify the table width,

On the Table menu, click New Table.
In the Rows and Columns boxes, enter the desired numbers of rows and columns for the new table.
(optional) Enter the desired width and/or height of the table in the Width and/or Height boxes.

Click OK.

Namo WebEditor automatically sets column widths so that each column is the same width and the
whole table stretches across the current width of the document window. Table width is not
automatically specified, so the columns can automatically shrink when the document or browser
window is made narrower. Conversely, if you do specify the table width, column widths are not
automatically specified.

Related topics

Resizing rows and COIUMNS ....ceveeeeeeeenceenienenrsereresesieeseieeesesneeenessecenssesaens p.185

Selecting parts of a table

To select a single cell

¢ Do one of the following:
Click inside the cell while holding down the Ctrl key.
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o Right-click inside the cell and click Select Cell.

To select several adjacent cells

e Do one of the following:
o Click inside the first cell and drag the mouse pointer to the last cell.
o Click inside the first cell and then click inside the last cell while holding down the Shift

key.
To select several non-adjacent cells

¢ Click inside each cell while holding down the Ctrl key.

To select an entire row
e  Click the left border of the row's first cell. (The mouse pointer should look like =» before you
click.)
To select an entire column
e  Click the top border of the column's first cell. (The mouse pointer should look like ¥ before you
click.)
To select an entire table

¢ Right-click inside the table and click Select Table.

To deselect a cell

o Click inside the cell while holding down the Ctrl key.

Resizing rows and columns

Depending on how you create a table (p.183), Namo WebEditor may automatically set column widths and
row heights to certain values. You can change row heights and column widths in two ways: by dragging
borders with the mouse or by specifying heights and widths using numerical values. You can also set the
overall height or width of a table using numerical values.

Resizing rows and columns using the mouse

To resize a column, drag its right border left or right. (The mouse pointer should look like 4b while you
drag.) Note that when you resize any column except for the last column in a table, the next column's width
also changes to keep the table's overall width the same. If you want to resize a column without affecting
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other columns (but letting the table's overall width change), hold down the Ctrl key while you drag the
column border.

To resize a row, drag its bottom border up or down. (The mouse pointer should look like == while you
drag.) Note that when you resize a row, other rows stay the same height, and the table's overall height
changes. If you want to resize a row without changing the table's overall height (but letting the next row's
height change), hold down the Ctrl key while you drag the row border.

You can also resize an entire table while keeping the relative widths of its columns (or the relative heights
of its rows) constant. To do so, drag the table's right (or bottom) border while holding down the Ctrl key.

9 When you use a layout grid (p.43) and/or layout guides (p.43), and the Snap option is turned on, the
borders of rows and columns will "snap" to guides and gridlines as you drag them.

Specifying row heights and column widths using numbers

You can set the height of a row or the width of a column numerically, either in pixels or as a percentage of
the table's height (or width). You can also set the overall width and/or height of a table, either in pixels or
as a percentage of the available space.

To specify row height using numbers
1. Select the row you want to resize.
2. On the Inspector, enter a number of pixels or a percentage value in the Height box and press Enter.

To specify column width using numbers
1. Select the column you want to resize.
2. On the Inspector, enter a number of pixels or a percentage value in the Width box and press Enter.

To specify table width and/or height using numbers
1. Right-click inside the table and click Table Properties.
2. In the Width box and/or the Height box, enter 2 number and then click either pixels or %.

To equalize column widths or row heights

1. Select the columns or rows you want to make the same width or height. (The columns or rows
must be adjacent.)

2. On the Table menu, point to Cell Sizing, and click either Equalize Cell Widths or Equalize Cell
Heights.

To clear all specified heights or widths in a table

I. Place the insertion point inside the table.

2. On the Table menu, point to Cell Sizing, and click either Clear All Width Attributes or Clear All
Height Attributes.
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E The width or height attributes of all cells and the table itself will be cleared.

Notes about row and column sizing

Browsers respect specified column widths whenever possible. Specified row heights, on the other
hand, are always disregarded when necessary to fit cell contents.

You can specify the widths of some columns in a table and leave those of other columns
unspecified. Any column without a specified width will be sized automatically, depending on its
contents, within the available space.

You can use a combination of pixel values and percentages when specifying column widths or row
heights in the same table. In such cases, the overall width or height of the table (as long as it is not
specified) will be based on the pixel values.

If you specify all column widths in percentages, and the percentages do not add up to 100%, the
columns will be sized according to the ratios between their percentage values. The same holds true
for rows and row heights.

To set the width of a column or the height of a row, you only need to set the width or height of one
cell in that column or row. If different cells in the same column or row have different specified
sizes, the largest cell determines the effective column width or row height.

Because of conflicts or limitations, the effective sizes of cells will often not match their specified
sizes. If you want to change the specified sizes to match the effective sizes, on the Table menu,
point to Cell Sizing, and click Apply Apparent Cell Sizes.

How specified row or column sizes interact with specified table sizes

When you set column widths in pixels and also specify the overall table width, the specified values may
conflict with each other: that is, the sum of the column widths may not equal the specified table width. The
same is true of row heights and overall table height. The following rules govern how modern browsers
resolve conflicting cell and table sizes:

If the sum of the column widths is not equal to the specified table width, the column widths are
automatically adjusted to fit the specified table width. The proportions between column widths
remain constant.

If the sum of the row heights is less than the specified table height, the row heights are
automatically adjusted to fit the specified table height. The proportions between row heights
remain constant.

If the sum of the row heights is greater than the specified table height, the table height is
automatically adjusted to accommodate the specified row heights.

Related topics

Selecting parts of @ table ......ooooniiiiiii e p.184
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Adding and removing rows and columns

To add a row at the bottom of a table

L.
2.

Place the insertion point in the last cell of the table.
Press Tab.

To insert rows

1.
2.

A e e

Place the insertion point somewhere in the table.
Do one of the following:
o On the Table menu, click Insert Rows or Columns.
o  On the Table Toolbar, click i (Insert Rows/Columns).
Click Insert rows.
In the Number of rows box, enter the number of rows to insert.
Under Insert position, specify whether to insert the row(s) above or below the current row.
Click OK.

To insert columns

Place the insertion point somewhere in the table.
Do one of the following:
o On the Table menu, click Insert Rows or Columns.

o On the Table Toolbar, click i‘t (Insert Rows/Columns).
Click Insert columns.
In the Number of columns box, enter the number of columns to insert.

Under Insert position, specify whether to insert the column(s) to the left or the right of the current
column,

Click OK.

To delete rows or columns

1.

Place the insertion point inside the first row or column you want to delete.

2. Do one of the following:

o On the Table menu, click Delete Rows or Columns.

o On the Table Toolbar, click :C?' (Delete Rows/Columns).
3. Specify whether to delete rows or columns and how many to delete.
4. Click OK.

9 Alternatively, just select the rows or columns to delete and press Shift+Delete.
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@ When you insert a row or column, the new cells inherit the attributes—such as alignment and
background color—of the corresponding cells in the row or column that contained the insertion point.
However, any text you insert in the new cells does not inherit the attributes of text in the adjacent cells.

Related topics
Selecting parts 0f @ table ......cocceiiriciiniis s p.184

Copying and moving cells

To copy and insert rows or columns

Select the rows or columns you want to copy.
Press Ctrl+C.

Place the insertion point in another row or column.
Press Ctrl+V.,

If you are copying rows, click Insert above or Insert below, depending on where you want to insert
the copied rows. If you are copying columns, click Insert left or Insert right, depending on where
you want to insert the copied columns.

6. Click OK.

AEF

To copy the contents of a block of cells to another block of cells

1. Select the block of cells whose contents you want to copy. (The selection must be a rectangular

block of cells.)
2. Press Ctrl+C.
3. Place the insertion point in the first cell of the destination block.
4. Press Ctrl+V.
5. Click Paste contents only and then click OK.

E] When pasting the contents of a block of cells to another block of cells, the target block must have at
least as many rows and columns as the source block.

To move rows or columns

1. Select the rows or columns you want to move.
2. Do one of the following:
o Drag the rows or columns on top of another row or column.
o Press Ctrl+X, place the insertion point in another row or column, and then press Ctrl+V.
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3. Ifyou are moving rows, click Insert above or Insert below, depending on where you want to insert
the rows you are moving. If you are moving columns, click Insert left or Insert right, depending on
where you want to insert the columns you are moving,.

4. Click OK.

To copy or move a block of cells into another cell as a child table

1. Select the block of cells you want to copy. (The selection must be a rectangular block of cells.)
2. Do one of the following:
o To copy the cells, press Ctrl+C.
o To move the cells, press Ctrl+X.
3. Place the insertion point in another cell.
4. Press Ctrl+V.
5. Click Insert as a child table and then click OK.

To create a new table by copying cells from an existing table
Select the block of cells you want to copy. (The selection must be a rectangular block of cells.)

Press Ctrl+C.
Place the insertion point outside the table.
Press Ctrl+V.,

BeN =

Related topics
Selecting parts of @ table ...t p.184

Deleting the contents of multiple cells

To delete the contents of multiple cells

1. Select the cells whose contents you want to delete.

2. Do one of the following:
o On the Table menu, click Delete Contents.

o Press Del.

Related topics
Selecting parts of @ table ... p.184
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Merging and splitting cells

Merging cells means combining two or more table cells into one. Splitting a cell means dividing it into two
or more cells. You can merge and split cells using either menw/toolbar commands or the Table Pencil and
Table Eraser tools.

To split cells

1. Select the cells you want to split.
2. Do one of the following:
o On the Table menu, click Split Cell.
o On the Table Toolbar, click B8 (Split Celt).

3. Specify whether to split the cells into rows or columns and how many rows or columns to split
each cell into.

4. Click OK.

To split cells using the Table Pencil tool

1. Do one of the following:
o On the Table menu, click Draw Table.

o On the Table Toolbar, click K2 (Table Pencil).
2. Draw lines where you want to split cells.

3.  When finished, press Esc or click R (Escape Table Drawing Mode) on the Table Toolbar.

To merge cells

1. Select two or more cells to merge.
2. Do one of the following:
o On the Table menu, click Merge Cells.
o On the Table Toolbar, click 2| (Merge Cells).

E"j The cells to be merged must comprise a rectangular block.

To merge cells using the Table Eraser tool

1. On the Table Toolbar, click @ (Table Eraser).
2. Drag the eraser across one or more borders between cells.

Related topics
Selecting parts 0f @ 1able ......coveveeeiiieie s p.184
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Aligning content in cells

By default, the contents of a table cell are left-aligned and vertically centered within the cell. You can
change a cell's alignment settings on the Inspector.

To set the horizontal alignment of the contents of cells

1. Select the cells whose content you want to align.
2. On the Inspector, click the H alignment box and select Left, Right, or Center.

To set the vertical alignment of the contents of cells

1. Select the cells whose content you want to align.
2. On the Inspector, click the V alignment box and select Top, Middle, Bottom, or Baseline.

r . . . . ’ .

In theory, 1f one cell in a row has its vertical alignment set to Baseline, the content of all other cells in
the same row should start at the same vertical position as that of the cell whose vertical alignment is
set to Baseline. In practice, however, most browsers treat Baseline alignment the same as Top
alignment.

@ You can override the specified horizontal alignment of a cell on a paragraph-by-paragraph basis by
setting a different alignment (p.221) for individual paragraphs in the cell.

Related topics

Selecting parts 0f @table......ccocieiveeiiinceirie e p.184
Centering or right-aligning a table on the page.......cc.cocceverrcrnerncvecrereseecennee p-205
Setting paragraph aligNment .........ccccceveerenrirerereersiesee e sesseneterssesrasesasasnsanas p-221

Specifying cell spacing and padding

Cell spacing is space between cells in a table. Cell padding is space between the border of a cell and its
contents. You can specify a single cell padding value for a whole table, or you can specify a padding
amount independently for each side of an individual cell. If you do both, individual cell padding values
override the table-wide value. Cell spacing, on the other hand, can only be set for a whole table.

Some examples of different spacing and padding values are shown below:
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T
helio hello | | hello | hello helloell
hello |hello hello hello hello ,’hello
Spacing = 10; Spacing = 1; Spacing = 5;
Padding =0 Padding = 10 Padding = ©;

first cell's padding = 10

To set cell spacing and padding for a whole table

Right-click the table and click Table Properties.
In the Cell padding box, enter a number of pixels.
In the Cell spacing box, enter a number of pixels.
Click OK.

N

To specify padding amounts for selected cells

1. Select the cells for which you want to specify padding amounts.

2. Onthe Format menu, click Borders & Background.

3. In the border selection box, select the cell side for which you want to set the padding. To select
multiple sides at once, click each while holding down the Ctrl key. (See the examples below.) To
select all four sides, click Select All. To deselect all sides, click in the middle of the box. By
default, all four sides are selected.

Y Y

v
Y4
A

R

i

A

-

1
A

Click while holding down Ctrl to
select multiple sides.

Click a side to select it.
4. Enter a number in the Padding box and then click the unit box next to it and select a unit. If you do
not specify a unit (p.231), the value will be interpreted as pixels.

5. Repeat steps 3 and 4 if you want to set a different padding value for another side.
6. Click OK.

E] If you set a table's cell spacing to 0, the borders of adjacent cells will overlap.
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Related topics
Selecting parts of @ table.......o.eeiiiiiiiec e p-184

Controlling the appearance of table and cell borders

In an HTML table, each cell can have a visible border on any of its four sides, as can the table as a whole.
If you do not specify othenwvise, most browsers draw cell borders as 1-pixel lines that are dark gray on the
top and left sides, and light gray on the bottom and right sides. Similarly, by default, most browsers draw
table borders as 1-pixcl lines that are light gray on the top and left sides, and dark gray on the bottom and
right sides. (The exact colors depend on the browser and the user's operating system settings.) Most
browsers also display, by default, a small amount of white space between cells. While this cell spacing
(p.192) may appear to be part of or related to the cell borders, it is actually separate and independent.

Below is a 3x3 table with default borders and cell spacing, as rendered by Internet Explorer 6 on a typical
Windows XP computer:

sample |sample |sample

sample |sample |sample

sample |sample |sample

By zooming in on one cell, we can more easily distinguish its borders from those of neighboring cells, and
also see the two different colors that, in combination with the small space between cells, makes the borders
appear "raised", like raised lettering on a book cover.

sample
o [

With Namo WebEditor, you can easily change the style, color, and width of cell and table borders. If you
wish, you can specify different border settings independently for each side of a cell. You can also apply a
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single color (or pair of light and dark colors), style, or width at once to all the borders of a cell, group of

cells, or table.

In this section

Applying border presets to an entire table........cocoueeerrriirncricrscrnnnnneneiene p-195
Specifying one or two border colors for an entire table .........covniiinencnes p.196
Specifying one or two border colors for selected cells.......ccccoericennnccnne p-196
Specifying border style, color, and width for a table or block of cells.......... p.197
Specifying border style, color, and width for individual cells...................... p.199
Managing conflicting cell borders......c...ooveerereieici e p.200

Applying border presets to an entire table

The simplest way to change the appearance of the borders in a table is to use a border preset. When you
apply a border preset, Namo WebEditor changes several border-related attributes of an entire table at once,
and also removes any border-related attributes that were previously applied to individual cells. The four
available border presets are described below.

Normal

sample samplel
S|

sample: sample:

Thin

sample| sample

sample| sample

Thick

sample|sample

sample|sample

Sets the table's border width to 1 pixel; removes all other border-related HTML
attributes from the table; and removes all border-related CSS properties from all
cells. Also resets the table's cell spacing and padding (p.192).

Sets the table's border width to 1 pixel, dark border color to white, light border
color to black, and cell spacing (p.192) to 0. Removes all border-related CSS
properties from the table and all cells. Also resets the table's cell padding
(p.192).

Sets the table's border width to 1 pixel, dark border color and light border color
both to black, and cell spacing (p.192) to 0. Removes all other border-related
HTML attributes and CSS properties from the table and all cells. Also resets the
table's cell padding (p.192).
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Sets the table's cell spacing and padding both to 0. Removes all border-related
bameoes i ¢ HTML attributes and CSS properties from the table and all cells. (If no border
isamplesampld  attributes are specified, browsers hide table borders.)

To apply a border preset to a table

¢  On the Table menu, point to Borders, and then click one of the commands: Normal, Thin, Thick,
and Hide.

@ Ifyou have specified a border color or pair of colors for any cell (p.196) using HTML attributes,
applying a border preset to the table will not remove the cell border color(s). Also, if you have
specified any border-related CSS properties for the table itself, applying a border preset will not
remove those properties.

Specifying one or two border colors for an entire table

To specify a single border color for a whole table

1. Right-click inside the table and click Table Properties.
2. Under Borders, click the Color box and select a color (p.233).

To specify light and dark border colors for a whole table

1. Right-click inside the table and click Table Properties.

2. Under Borders, click the Light border box and select a color. Then, click the Dark border box and
select a color (p.233).

@ Light and dark border colors are only supported by Internet Explorer.

To reset a border color to the default color

1. Right-click inside the table and click Table Properties.
2. Under Borders, click one of the color boxes and, on the Color Palette (p.233), click Defautt.

Specifying one or two border colors for selected cells

To specify a single border color for one or more cells

1. Select the desired cells.
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2. On the Inspector, click the Border color box and select a color (p.233).

To specify light and dark border colors for one or more cells
1. Select the desired cells.
2. Right-click one of the cells and click Cell Properties.

3. Under Borders, click the Light border box and select a color. Then, click the Dark border box and
select a color (p.233). :

@ Light and dark border colors are only supported by Internet Explorer.

To reset a border color for one or more cells

1. Select the desired cells.
2. Right-click one of the cells and click Cell Properties.
3. Under Borders, click one of the color boxes and, on the Color Palette (p.233), click Default.

Related topics
Selecting Parts OF A 1abIE ......u....ovvceeeresoseessesnessssssresssssssesesssssasssesesessanees p.184

Specifying border style, color, and width for a table or block
of cells

You can control the style, color, and width of borders for a whole table or a block of cells using the Table
Borders dialog box. The border properties you select in this dialog box apply to all the selected cells as a
unit. For example, you could select a block of cells in the middle of a table and apply a distinct set of
border properties to it as a block. In the example below, the middle block of four cells uses double outer
borders and dashed inner borders, while the rest of the table uses single, solid borders.

sample | sample | sample | sample

sample || sample ; sample || sample

.................

sample || sample : sample || sample

sample | sample | sample | sample
Border properties applied to a cell block

To specify complete border properties for a whole table or a block of cells

1. Do one of the following:
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S.

o Ifyou want to apply border properties to an entire table, place the insertion point inside
the table.

o If you want to apply border properties to a block of cells, select the desired cells.
On the Table menu, point to Borders, and click Advanced.

In the border selection box, click to select the border for which you want to specify properties. To
select multiple borders, click each while holding down the Ctrl key. (See the illustrations below.)
You can also use the buttons under the selection box to select various groups of borders.

Click a border to select it. Click another border while holding
down the Ctrl key to also select it.

| |~ Lo N I~ -«

4 A A A

Click an intersection to select two Double-click anywhere to select or
borders. deselect all borders.

Do any or all of the following:

o Click the Style box and select the desired border style. (If you select None, the border is
hidden.)

o Click the Color box and select a color (p.233).
o Enter a number in the Width box and select a unit in the unit box.
Repeat steps 3 and 4 for each border or set of borders you want to change.

6. Click OK.

E When you use the Table Borders dialog box with a particular table for the first time, Namo WebEditor
sets the table's cell spacing (p.192) to 0. Also, if you use it to specify the borders of only part of a table,
the rest of the table will be automatically changed to use solid, black, 1-pixel borders.
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@ Namo WebEditor uses CSS properties to apply settings in the Table Borders dialog box. Please note
that various browsers may support these CSS properties differently or not at all.

Related topics

Selecting parts 0f @ table ...oveuvmecrvricerecciere e p.-184

Specifying border style, color, and width for individual cells

You can control the style, color, and width of the border on each side of a cell independently, as in the
example below, in which the middle cell uses a different border style and color on each side:

sample | sample | sample
| §

sample 1 sample | sample

sample | sample | sample

Example of independent cell borders

To specify complete border properties for one or more individual cells

1.

Select the desired cell(s). If you select more than one cell, the same border properties will be
applied to each of them.

On the Format menu, click Borders & Background.
In the border selection box, select the cell border you want to change. To select multiple borders at
once, click each while holding down the Ctrl key. (See the examples below.) To select all four

borders, click Select All. To deselect all borders, click in the middle of the box. By default, all four
borders are selected.

Y Y
N ' . ! g
P——
1 ® 1 § L]
' S 1 .
R [ 1 .
. . 1 .
1 * 1 .
l=-—. =.
i |_ ] I~
A A

Click a border to select it. Click while holding down Ctrl to

select multiple borders.

4. Do any or all of the following:
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o Click the Style box and select the desired border style. (If you select None, the border is
hidden.)

o Click the Color box and select a color (p.233).

o Enter a number in the Width box and select a unit in the unit box.
5. Repeat steps 3 and 4 for each border or set of borders you want to change.
6. Click OK.

Namo WebEditor uses CSS properties to apply border settings in the Style dialog box. Please note that
various browsers may support these CSS properties differently or not at all.

Related topics
Selecting parts 0f 2 tabIE......oovvivvreviiriiie et p-184

Managing conflicting cell borders

When a table's cell spacing (p.192) is set to 0, two borders of adjacent cells can conflict, because they both
take up the same space. When this happens, browsers use a complicated set of rules to decide which of the
overlapping borders will dominate. Unfortunately, since these rules are not well documented, it is difficult
to predict how border conflicts will be resolved.

In both of the examples below, all borders except for those of the bottom right cell are specified as solid,
gray, 3-pixel borders. The bottom right cells in both examples have double black borders on all sides, but
the one in the second example has 4-pixel borders instead of 3-pixel. Because of this difference, the borders
of the bottom right cell in the second example "win", while those in the first example "lose".

sample | sample | | sample | sample

sample

Double borders "lose" Double borders "win"

sample | sample | | sample

To avoid an undesired outcome when adjacent borders conflict, you sometimes need to forcibly hide one of
the conflicting borders. Alternatively, if you want all cell borders to be visible even when cell spacing is 0,
you can use the border-collapse CSS property on the table to prevent border overlapping.

To hide one or more borders of a cell

1. Select the cell. (Click it while holding down the Ctrl key.)
2. On the Format menu, click Borders & Background.
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3. Inthe border selection box, select the cell border you want to change. To select multiple borders at
once, click each while holding down the Cirl key. (See the examples below.)

Y A\
} | 1 ]
T v >y w— A
] . L
1 . I .
k P | .
] [} e
] ° ] .
1 ® L J
A A
Click a border to select it. Click while holding down Ctrl to

select multiple borders.

4. Click the Style box and select None.
5. Click OK.

To prevent overlapping cell borders when cell spacing is set to 0

1. Place the insertion point just before the table. (The <table> tag should be highlighted on the Tag
Selector.)

2. Click the HTML tab to switch to HTML mode.

3. Examine the <table> tag on the highlighted line and do one of the following:

o Ifthe tag contains the inline style declaration style="border-
collapse:collapse; ", changeitto style="border-
collapse:separate;".

o Otherwise, insert style="border-collapse:separate; " into the <table> tag.

4. Return to Edit mode to see the effect of the change.

Specifying other table and cell properties

Various miscellaneous properties of tables and cells can be managed in the Table Properties dialog box or,
often, on the Inspector.

In this section

Adding a caption t0 @ table.......cccoeeereecrmrerrniiiiiee e as p.202
Using background colors and images in a table..........ceeeecvevcnnenennerennieenne p.202
Using table header CellS ....coocrennirrcrcniiecnnceiiinincccetseese e p.204
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Controlling text wrapping in a table ......c.ccvevvceeerirveeecceienere e p.204

Adding a caption to a table

Any table can have a caption—a sentence or phrase that provides some information about the table, such as
a description of its contents. Although you could use an ordinary paragraph for the same purpose, a true
caption may be more convenient since it is actually part of the table and thus always stays with it. If you
delete the table, the caption is also deleted.

To add a caption
I. Place the insertion point in a table.
2. On the Table menu, point to Caption, and then click Insert Caption.
3. Type the caption.

To change the position of a caption

1. Right-click a table that has a caption and click Table Properties.
2. Under Layout, click the Table caption box and select the desired caption position.
3. Click OK.

To delete a caption

1. Place the insertion point in a table that has a caption.
2. On the Table menu, point to Caption, and then click Delete Caption.

@ When you choose Leftor Right for the caption position, Internet Explorer and Namo WebEditor display
the caption on top of the table with left or right alignment. Netscape 6.x and 7.x display the caption on
the left or right side of the table. Netscape Navigator 4.x displays the caption centered on top of the
table.

Using background colors and images in a table

Each cell in a table can have its own background color or image, as can the table as a whole. You can also
apply a background color (but not an image) to a particular row. Cell backgrounds override row
backgrounds, which in turn override table backgrounds. On the same element, a background image
overrides a background color.

@: Netscape Navigator 4.x does not correctly support table background images. If a table background
image is specified, it is applied to each cell separately.
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To apply a background color or image to a table

1. Right-click the table and click Table Properties.
2. Under Background, do one of the following:
o Inthe Image box, enter the path or URL of an image file. You can also click ‘-1”1 (Browse)
to find and select an image file from your local file system; click %< (Clip Art) to select an

image from the clip art library; or click 2, (Site) to select from a list of image files
belonging to the current local site (if one is open).

o Click the Color box and select a color (p.233).
3. Click OK.

To apply a background color or image to a cell or cells

1. Select the desired cell(s).
2. Right-click one of the selected cells and click Cell Properties.
3. Under Background, do one of the following:
o Inthe Image box, enter the path or URL of an image file. You can also click g (Browse)
to find and select an image file from your local file system,; click Q (Clip Art) to select an

image from the clip art library; or click to} (Site) to select from a list of image files
belonging to the current local site (if one is open).

o Click the Color box and select a color (p.233).
4. Click OK.

3 If you apply a background image to multiple cells, the image is applied separately to each cell; it does
not span the group of cells.

To apply a background color to a row
1. Right-click the row, click Table Properties, and then click the Row tab.
2. Under Background, click the Color box and select a color (p.233).
3. Click OK.

To remove a background color or image on a table, cell, or row

1. Right-click the table, cell, or row and click Table Properties.

2. Ifyou are removing a row background color, click the Row tab.

3. Under Background, do one or both of the following, as appropriate:
o Delete the path or URL in the Image box.
o Click the Color box and then click Default.

4. Click OK.
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Related topics
Selecting parts of @ table.......ccccovvrivirericecce e p-184

Using table header cells

A special kind of table cell is called a header cell. Text in header cells is automatically formatted with
center alignment and bold type. Header cells are typically used as headings at the tops of columns, but any
cell can be made a header cell.

To specify cells as header cells

1. Select the cells you want to be header cells.
2. On the Inspector, select the Header check box.

To turn header cells into ordinary cells

1. Select the headers cells.
2. On the Inspector, deselect the Header check box.

Related topics
Selecting parts 0f @ table .....cccevveeieiieiiieieceeee et p.184

Controlling text wrapping in a table

Ordinarily, text in a table is automatically "wrapped" (broken into multiple lines) by browsers so that the
width of the table does not exceed the width of the browser window. However, there may be instances
when you do not want text in a particular cell or set of cells to be automatically wrapped, even if keeping
the text on one line would require the table to be wider than the window. For example, the cells in the first
column of a table may contain labels that you want always to appear on a single line, regardless of the size
of the browser window.

In such cases, you can specify that a cell be excluded from automatic text wrapping. If a cell has the
nowrap attribute, browsers will always try to keep each paragraph in the cell on a single line. If necessary,
cells in other columns will be made narrower, even if they have specified widths. If other columns can be
shrunk no further, the browser will make the table wider, without regard to the width of the window.

EJ If a cell has a specified width in pixels, text in the cell will be wrapped if necessary to respect the
specified width even if the nowrap attribute has been set.

204 Tables



Chapter 4: Basic Page Content and Formatting

To prevent text wrapping in selected cells

1. Select the desired cell(s).
2. On the Inspector, select the No wrap check box.

The effect of using the nowrap attribute is not apparent in Edit mode. To view the effect of nowrap,
switch to Preview mode.

Centering or right-aligning a table

If a table does not fill the available horizontal space, it will be aligned by default on the left of the parent
container. However, you can specify that it be centered or right-aligned, instead.

To center or right-align a table

1. Right-click the table and click Table Properties.
2. Under Layout, click the Alignment box and select Right or Center.

Making other content flow around a table

If a table does not horizontally fill its parent container, you can make it "float", causing content following
the table to flow around the table on one side.

B, b:aworkwwescratchinoname.htmt

.r
|

lorem |lipsum || Loremipsum dolor

sed, malesuada in,

ipsum ||lorem

accumsan non, pos

hendrent malesuada uma. Nam laore:
consequat ipsum magna a orci. Maec

Example of a floating table

To make following content flow around a table
1. Right-click the table and click Table Properties.
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2. Under Layout, click the Alignment box and select Left (floating) or Right (floating), depending on
whether you want following content to flow around it on the right or the left.

To adjust the space between a floating table and adjacent content

1. Right-click the table and click Table Properties.
2. Click the Style button and then click Borders & Background.

3. In the border selection box, select the side on which you want to adjust the table margin. To select
multiple sides at once, click each while holding down the Ctrl key. (See the examples below.)

i B M i
A A
Click a side to select it. Click while holding down Ctrl to

select multiple sides.
4. Enter a number in the Margin box and then click the unit box next to it and select a unit. If you do
not specify a unit (p.231), the value will be interpreted as pixels.
5. Click OK, and then click OK again to close the Table Properties dialog box.

Splitting and joining tables

To split a table into two tables

1. Place the insertion point in the row below which you want to split the table.
2. On the Table menu, point to Convert, and then click Split Table.

g Do not split a table at a row that contains part of a cell that spans two or more rows, as the results are
unpredictable.

To join two adjacent tables

1. Place the insertion point in the first table.
2. On the Table menu, point to Convert, and then click Merge Tables.
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The tables to be joined must have the same number of columns, and there must be no other content
between them (including empty paragraphs). If the column widths of the two tables are different, the
column widths of the first table will be applied to the joined table.

Sorting and transposing tables

Rows (or columns) in a table can be sorted in ascending or descending order according to the data in up to
three columns (or rows). Cell data can be evaluated as numbers or as strings of characters. See the
examples below.

Name Age Name Age| |Name Age
Joe Smith 26 Alan Alcove | 51| |Alan Alcove | 51
Joe Smith 17 Christy Maer| 9| [Christy Maer| 9
Alan Alcove | 51 Helen Haunt | 101 {Helen Haunt | 101
Christy Maer| 9 Joe Smith 26] |Joe Smith 17
Helen Haunt | 101 Joe Smith 17| {Joe Smith 26
Original Sorted by column1  Sorted by column 1

then by column 2

Name |Age| [Name |Age
Christy Maer] 9| |Helen Haunt | 101
Joe Smith 17| {Joe Smith 17
Joe Smith 26] |Joe Smith 26
Alan Alcove | 51 |Alan Alcove| 51
Helen Haunt | 101| [Christy Maer| 9

Sorted by column2  Sorted by column 2
as number as string

A table can also be transposed, swapping rows for columns and vice versa as in the following example:

Color| Sign -John Mary
John |Green|Gemini| [Color| Green |Taupe

Mary Taupe| Aries Sign |Gemini| Aries

Original Transposed
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To sort a table or part of a table

1. Place the insertion point in the table to be sorted or select the cells to be sorted.
2. On the Table menu, click Sort.

3. If you want to sort columns, click Sort left to right under Options. To sort rows, leave the option
deselected.

4. Under Sort by, select the column (or row) according to which the rows (or columns) will be sorted;
specify whether to evaluate the cell contents as strings or as numbers; and specify whether to order
the rows (or columns) in ascending or descending order.

5. (optional) If the column (or row) you selected under Sort by contains some cells that have the
same contents, select another column (or row) as the second sort criterion under then by and
specify its sort options. You can also specify a third column (or row) to sort by.

6. Under Options, select the desired options:
o To sort only selected cells, select Sort selected cells only.

o To rearrange only the contents of cells without affecting the cells' properties, such as
alignment and background color, select Sort contents only.

o To exclude the first or last row in the table or selection from being sorted, select Exclude
the first selected row or Exclude the last selected row.

7. Click OK.

B You cannot sort a table that contains any merged cells.

To transpose a table

1. Place the insertion point in the table to be transposed.
2. On the Table menu, point to Convert, and then click Transpose Table.

Converting between paragraphs and tables

You can convert a block of text consisting of words, sentences, or paragraphs into a table. You specify the
number of columns and the delimiter(s) that will determine how the content is divided among cells.

You can also convert a table into a series of paragraphs. The table will be scanned from left to right and
then top to bottom, and the contents of each cell will become a separate paragraph.

To convert a block of text into a table

1. Select the desired block of text.
2. On the Table menu, point to Convert, and then click Text to Table.
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3. Inthe Columns box, enter the desired number of columns for the table. (The Rows box will
display the number of rows the table will have, based on the selected text and the selected
delimiter. You cannot specify the number of rows.)

4. Under Delimiter, click the appropriate option depending on how you want to divide the selected
text among cells:

o To put each paragraph into its own cell, click Paragraph breaks.

o To put each paragraph or part of a paragraph following a line break into its own cell,
click Line breaks and paragraph breaks.

o To put each word into its own cell, click Spaces. (You can also use multiple spaces as
delimiters by entering a value of 2 or higher in the box.)

To put the whole selection into a single cell, click No delimiters.

o To use another delimiter or multiple delimiters, click Other and type the desired
delimiter(s) in the box.

5. Click OK.

To convert a table into paragraphs

1. Place the insertion point inside the desired table.
2. On the Table menu, point to Convert, and then click Table to Text.
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Formatting content

Generally speaking, in the context of Web authoring, formatting is the act of modifying the appearance of
textual content in some way. (Although you can also modify the appearance of images and other non-
textual content, most people do not call that formatting.)

Every text element in HTML has a default appearance, which is how it looks if you don't apply any specific
formatting to it. For example, most Web browsers display ordinary paragraphs in a medium-sized serif font,
with left alignment, and with top and bottom margins. (The exact default appearance of any particular
element depends on the browser, but it is based on commonly-accepted norms. Some browsers allow users
to set up their own default styles for various elements.) To override an clement's default appearance, you
can format it in various ways—for instance, by changing its font or alignment.

In this section

About formatting and StYles.......cc.eeveeeeerriernienrntnenereent et saeeeeianens p.210
Applying a single-instance format..........cocccvrvrerurecrerenens p.212
USING SLYIE SKEELS ...ttt st snssese e seneaceeeeses p-212

Setting character-related properties

Setting paragraph alignment, indentation, and line height..........ccceccenrueunee. p-221
Setting margins, padding, and borders............cccevvreeieercrererneerecerreererenans p-222
Setting background colors and iMages........ccccoevvveerecrererineercirsenseninesessonans p.225
Using the Formatting panel.........cccocevveecrevimnecesiesiesiereeeseseesessessessessssessessenes p-227
Understanding measurement UNItS..........oceeeecererireesiniernriaseascrvnssesasessssesanns p-231
SEIECHING COLOTS....eeuiuiairreniecrienteerieireeenteeeesasereese st s e saaeasssesasannsaeasennsnsanns p.233
Copying and pasting formatling...........coceeuerereeeennieresvenieinnieieenenesieseesssnenens p.235

About formatting and styles

Broadly speaking, there are two techniques that Web authors use to format content. Both techniques are
familiar from popular word-processing programs.

Single-instance formatting

In the first technique, formatting is directly applied to a particular piece of content (such as a paragraph, a
sentence, or a word). You select the content you want to format, and then you use commands in toolbars or
menus to change, for example, its font, text size, margins, or borders. We can call this technique "single-
instance" formatting, because the formatting is applied to a single instance of some content. Of course, you
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might apply the exact same formatting to more than one piece of content, but then you have to select and
format each in turn, repeating your actions for each piece.

Styles

The second technique is far more powerful. In this technique, you define a style—a collection of
appearance properties and values. Once defined, you can apply a style to any piece of content by simply
selecting the style from a menu. Alternatively, you can define a style that is automatically applied to all
instances of a particular type of element.

For example, if you are writing an online book, you might define a style for block quotes that appear at the
beginning of each chapter. You could specify that these paragraphs be indented two centimeters on both
sides, use an italic font, and have taller than normal line spacing. Having defined the style, you can apply it
to a paragraph by selecting the style from the Style menu on the Formatting Toolbar. As another example,
you could define a style for all bulleted lists, specifying that they use square bullets and bold text; then your
style would be applied automatically to all bulleted lists.

Styles are contained in a style sheet (p.212). An internal style sheet is one that is part of a document—the
style sheet exists in the <head> section of the document's HTML source, and it can only be used by that
document. An external style sheet, on the other hand, exists as a separate text file. Any document can link
(p-215) to an external style sheet, making the styles defined in it available to the document. Linking to an
external style sheet is an extremely powerful technique, since you can alter the formatting of a whole set of
documents that are linked to the same style sheet by just editing one file.

Single-instance formatting and styles both have their uses, and you can use both techniques in the same
document—even on the same piece of content. With a few exceptions, any format can be applied using
either technique. Use styles when you want to apply the same formatting to many or all instances of an
element. Use a single-instance format when you need to override default formatting for one piece of
content or to override an applied style for one instance of a content class.

E] The distinction between single-instance formatting and formatting using styles is only partially related
to the distinction between HTML formatting and CSS formatting. Although styles use only CSS
properties (not appearance-related HTML elements or attributes), single-instance formats may use
HTML elements and attributes, CSS properties, or a combination of both. If a single-instance format
uses CSS properties, those properties are applied using an inline declaration.

Related topics

Applying a single-instance format - p.212
USING StYIE ShELLS...cveiiiriieiirieieseec et sissseconseesseesessotsssssenesssaoases p-212
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Applying a single-instance format

A single-instance format is a format that is applied to a single piece of content, rather than one that is (or
can be) applied repeatedly to many pieces of content through the use of a style (p.210). Examples of single-
instance formats include:

e making a word or a phrase bold

e setting the alignment of a paragraph to "center"

e changing a list item to use a square bullet and italic text

To apply a single-instance format

1. Select the content you want to format. You can select a block element (such as a paragraph or a
table cell), several block elements, or part of a block element (such as a letter, a word, or a
sentence).

2. Do one or more of the following:

o On the Format menu, click any of Font, Paragraph, Borders & Background, or List,
depending on the type of formatting you want to apply.

o Click a button on the Formatting Toolbar.
Click a button or modify a value on the Inspector.

E.] If you want to apply the same formats to many pieces of content, it is better to define a style (p.213). You
can then apply the style to any similar piece of content by selecting the style from a menu, or the style
can be applied automatically to every instance of the same element.

Related topics

Setting character-related Properties ........coceeiirricnienienninnsecinnec s p.219
Setting paragraph alignment, indentation, and line height..........c.coccceereuenee. p.221
Setting margins, padding, and borders

Setting background colors and IMAgES..........cceeerererienesecciccnrnecrnnecensceeanees p.225
USING Style SHEELS c.courrieieerteeeeietece et ete e s a e sre e seeneenesaeseeaens p.212

Using style sheets

A style sheet is a collection of styles (p.210) (also called "style rules"”, or just "rules"). Style sheets can be
internal or external. An internal style sheet is one that is part of a document—the style sheet exists in the
<head> section of the document's HTML source, and it can only be used by that document. An external
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style sheet, on the other hand, exists as a separate text file. Any document can link (p.215) to an external
style sheet, making the styles defined in it available to the document.

To create an internal style sheet for the current document, you define (p.213) one or more styles. You can
then apply (p.215) the styles you have defined from the Formatting Toolbar or the Inspector (or they may be
applied automatically to all elements of specified types). You can also save (p.218) the style sheet as an
extemal file for use with other documents.

In this section

Defining @ StYIE ... neeceerrieriririrerisiercseisirisnsssincsacaecsisssssssresssisesserssnsans p.213
ADDIYINg @ €lass StYIE ....cvvieiniriieirrssseie et sesasasensens p.215
Assigning an ID to an element .........cccovererereeceenenns p.216
Linking to an external style Sheet..........cocvuirivieenrirircrrrenessecsmonnenssnnensesesens p.216
Saving an internal style sheet as an external style sheet.............cccoevereeenneene p.218
Editing an external style Sheet.......cvvvvrereseninicrininiersrsesscceeeessnsaseessonsens p.218

Defining a style

Before you can apply a style to something, you need to define it. There are two steps in defining a style:

1. Specify the style's selector—that is, the element type, class, or ID that the style will apply to. (See
the descriptions of style types below.)

2. Specify the properties affected by the style, and the values for those properties.

Types of styles )

It is useful to identify three kinds of styles, distinguished by the type of selector they use:
e Element styles use an element type as the selector; thus they apply to all instances of a specific
element type (for example, all paragraphs).
e  Class styles come in two varieties:

o Universal class styles use a class name by itself as the selector; thus they apply to any
element that belongs to the named class (for example, any element of class "funny").

o Element-specific class styles use an element type and a class name as the selector; thus
they apply to instances of a specific element type that belong to the named class (for
example, paragraphs of class "callout").

e ID styles use an ID as the selector; thus they apply only to the element that has the specified ID
(p:216) (for example, the paragraph whose ID is "intro").

To define an element style

1. On the Format menu, click Define Style.
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2. Click [# (Add).
Click the Element box, select an element type, and then click OK.

In the Character (p.219), Paragraph (p.221), and Borders (p.222) & Background (p.225) tabs,
specify values for the properties you want the style to affect, and then click OK.

>

To define a universal class style
1. Onthe Format menu, click Define Style.
2. Click L& (Add).
3. Inthe Name box, type the class name for the style, and then click OK.
4

In the Character (p.219), Paragraph (p.221), and Borders (p.222) & Background (p.225) tabs,
specify values for the properties you want the style to affect, and then click OK.

To define an element-specific class style
1. Onthe Format menu, click Define Style.
Click L3 (Add).
Click the Element box and select an element type.
In the Name box, type the class name for the style, and then click OK.

In the Character (p.219), Paragraph (p.221), and Borders (p.222) & Background (p.225) tabs,
specify values for the properties you want the style to affect, and then click OK.

“wh e

To define an 1D style
1. On the Format menu, click Define Style.
Click (3 (Add).
Under Style type, click ID.
In the Name box, type the element ID that you want the style to apply to, and then click OK.

In the Character (p.219), Paragraph (p.221), and Borders (p.222) & Background (p.225) tabs,
specify values for the properties you want the style to affect, and then click OK.

b ol o

@ It is possible to défine a universal class style and an element-specific class style that both use the same
class name—for example, ".mystyle” and "p.mystyle". In such cases, the element-specific style takes
precedence for the specified element type. To understand how browsers resolve other overlapping or
conflicting style rules, please refer to Cascading and Inheritance in the online CSS reference.

Related topics

Setting character-related Properties .......cooueevieererseinresiecseneeeriencesseescensesences p-219
Setting paragraph alignment, indentation, and line height..........cccccovvverecuenas p.221
Setting margins, padding, and Borders.........cococcvrevereeeuennrcineienrnesiecenienens p.222
Setting background colors and images.........ccccecieerrenceiccneescreeieseeneneeseneenss p.225
APPIYINg @ Class StYIe ......ccccorvenemiceniririrceneniesesest st srsesaesenesteseneneseneesens p-215
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Assigning an ID to an element ........o.ccveeceeeerermrereeeseneerecreereesseseseenessesenas p.216

Applying a class style

How you apply a class style to an element depends on what the element is.

If the element is one of these...

Apply a class style by doing this:

paragraph

heading

list item
preformatted block
address

term

definition

1. Place the insertion point inside the element.
2. Do one of the following:

o On the Formatting Toolbar, click the Style box
and select a style.
o  On the Inspector, click the Class box and select a

style.

Note that if you have defined any element-specific class styles,
only those that match the current element will appear in the
Style or Class menu.

any other kind of element

1. Select the element. (If the element cannot be selected
directly in the document window, use the Tag Selector to
select it.)

On the Format menu, click Class.

Rl

In the Class box, select a style.

part of a block element
(suchasawordora
phrase)

1. Select the word, phrase, or other element fragment.
2. Onthe Formatting Toolbar, click the Style box and select a
style.

E] Although you can apply any universal style to an element fragment or an inline element, some of the
style's properties may be ignored by browsers because those properties apply only to whole block
elements. For example, if a style specifies 20-pixel margins on all sides, and you apply the style to a
paragraph fragment, the fragment will have 20-pixel margins on its left and right sides but not above
and below. The exact behavior of such block-oriented properties when applied to an element fragment
depends on the browser.

E:] Some block-oriented style properties do not display correctly in Edit mode when applied to an inline
element or element fragment. To view these properties, switch to Preview mode.

Related topics

DefiNing @ StYle ....ccurreecreninticitncitcnn et aes p-213
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Assigning an ID to an element

Any element in a document can be assigned a unique ID. Although element IDs can be used in a variety of
ways, the two most common uses are:

e Referring to an element by its ID in a script (p.288)
e Automatically applying a distinctive style to one element by defining an ID style (p.213)

How you assign an ID to an element depends on what the element is.

If the element is a... Assign it a unique ID by doing this:

. paragraph 1. Place the insertion point inside the element.

* h.ea(.lmg . On the Format menu, click Class.

e listitem .

e preformatted block 3. Inthe ID box, type a unique ID.

e  address

e term

e  definition

e  any other kind of 1. Select the element. (If the element cannot be directly selected in

element the document window, use the Tag Selector to select it.)

2. On the Format menu, click Class.
3. Inthe ID box, type a unique ID.

@ An ID must begin with a letter and may contain letters, numbers, hyphens, underscores, colons, and
periods.

Related topics
DEfINING @ SYIE...cuiiiiiiriireirrceiererestststninseresssssse s e s s st atesnsaresesesesessnennes p-213

Linking to an external style sheet

Instead of, or in addition to, creating an style sheet in a particular document, you can create a link in the
document to an external style sheet file. When you do this, all the styles in the external style sheet become
available to use in the document, just as if they were defined internally. By linking several documents to
the same external style sheet, you can control the styles used in them by editing just the style sheet file.

It is possible to create links to multiple external style sheets in the same document, if necessary.
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An external style sheet file is a plain text document with a .css file name extension. You can create (p.218)
an external style sheet in a text editor such as Notepad, or you can save (p.218) an internal style sheet that
you have created as an external file.

To link to an external style sheet
1. On the Format menu, click External Style Sheets.

2. Click S (Add External File).
3. Find and select the desired external style sheet (it must have a .css extension) and then click Open.
4. Repeat steps 2 and 3 if you want to link to additional style sheet files, and then click OK.

a Ifyou link to an external style sheet, make sure to include the style sheet file when you publish the
document to the Web. If your document is part of a local site, Namo WebEditor takes care of this for
you.

Be aware that if a document contains internal style rules and also links to an external style sheet, or if it
links to more than one external style sheet, it is possible that some rules will have identical selectors and
therefore conflict with each other. In such cases, standards-compliant browsers choose the rule that is
defined last. If you create an external style sheet link affer creating an internal style sheet, then the rules in
the external style sheet are considered to come after those in the internal style sheet. If you create links to
multiple external sheets, the rules in the style sheet to which you linked last are considered to come last.
However, you can change the order of external style sheet links (see below).

To understand how browsers resolve overlapping style rules, please refer to Cascading and Inheritance in
the online CSS reference.

To change the order of external style sheet links

On the Format menu, click External Style Sheet.

In the External style sheets list box, select a style sheet.

Click a (Up) or + (Down).

Repeat steps 2 and 3 until the style sheet links are in the desired order, and then click OK.

hLb =

To remove an external style sheet link

1. Onthe Format menu, click External Style Sheet.
2. Inthe External style sheets list box, select a style sheet.

3. Click ¥ (Remove) and then click OK.

Related topics

Saving an internal style sheet as an external style sheet..........ccccccreerreneencees p.218
Editing an external style sheet..........cccooiriomecnncnnniniccnesenns p.218
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Saving an internal style sheet as an external style sheet

If you save an internal style sheet as an external style sheet file, you can create links in other documents to
the style sheet, making its styles available in the other documents.

@ Saving an internal style sheet as an external file does not automatically create a link to the external
style sheet file. Also, once you save an internal style sheet as an external style sheet, any changes you
make in the internal style sheet do not affect the external style sheet.

To save an internal style sheet as an external style sheet
1. Onthe Format menu, click Define Styles.

2. Click & (Save As External File).

3. Navigate to the folder where you want to save the external style sheet, enter a file name, and then
click Save.

Related topics

Linking to an external style Sheet .........coooevrvecerenicnicncnieneccne e p.216
Editing an external style Sheet .......cocoevvereeueienieiceeineecrieeete e eeeas p-218

Editing an external style sheet

An external style sheet is a plain text file with a .css file name extension. Since it is plain text, you can edit
it in any text editor, such as Notepad. You cannot edit an external style sheet in Namo WebEditor.

An external style sheet contains one or more style rules. Each rule consists of a selector followed by one or
more declarations within curly braces. An example is shown below:

property name values
o
W ] _ ™
blockquote { font : bold 18pt “Times New Roman”
A\ J S/
—
selector dedaration

A sample style rule for blockquote elements

For more information about the syntax of style rules, please refer to “CSS Syntax” in the online CSS
reference.
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While an explanation of cascading style sheets is outside the scope of this guide, Namo WebEditor's online
CSS reference includes full descriptions of all of the visual-oriented properties of Cascading Style Sheets
Level 2 (CSS 2). The reference can help you understand how CSS rules are constructed, as well as what
kinds of values can be used with each property.

To edit an external style sheet

1. On the Format menu, click External Style Sheet.
2. Inthe External style sheets list box, select a style sheet.

3. Click® (Edit Contents). The style sheet file will be opened in Notepad.

Setting character-related properties

Character-related formatting includes such properties as font, font size, font style, font decoration, and so
forth. You can directly change the character properties of a text selection, or you can include character
properties in a style (p.210) that you apply to elements or element fragments.

To change the character formatting of selected text
1. Select the text you want to format.
2. Onthe Format menu, click Font.

3. Specify values for the properties you want to apply to the text. (See the property descriptions
below.)

8 To quickly change the font, size, color, or background color of selected text, use the Inspector
or the Formatting Toolbar-.

To include character properties in a style

1. Onthe Format menu, click Define Styles.
2. Inthe Style list, select the style you want to modify. (Or create (p.213) a new style.)

3. Click the Character tab and specify values for the properties you want to include in the style. (See
the property descriptions below.)

General properties

Font Specifies the font family.
Size Specifies the font size. If you do not specify a unit (p.231), pixels are used.
Weight Specifies the thickness of characters. A numeric value sets the font weight on a scale from

100 (lightest) to 900 (darkest). 400 is equivalent to "normal”; 700 is equivalent to "bold".
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Style
Font color
Bg color

Decoration

Underline
Upperline
Strikethrough
Blinking
None

Spacing
Letter

Word

Specifies the font style: normal, italic, or oblique.
Specifies the text color. Click the box and select a color (p.233).
Specifies the background color. Click the box and select a color (p.233).

The text will be displayed with an underline.

The text will be displayed with an overline.

The text will be displayed with a line throughthe-center.
The text will blink periodically. (Netscape only)

Clears all text decoration. This is useful when you want to override text decoration
specified in a style.

Specifies the amount of space between characters. If you do not specify a unit (p.231), pixels
used.

Specifies the amount of space between words. If you do not specify a unit (p.231), pixels are

Additional character formats (only in Font dialog box)

If you are directly formatting selected text (that is, you are not defining a style), several more properties are
available when you click the More button in the Character Styles dialog box.

Citation Marks the text as a citation; displayed in italics by most browsers.
Code Marks the text as a code sample; displayed in a monospaced font by most browsers.
Keyboard Marks the text as text to be entered by the user; displayed in a monospaced font by most
browsers.
Blinking Makes the text blink periodically. (Netscape only)
Definition Marks the text as the defining instance of a term; displayed in italics by most browsers.
Sample Marks the text as sample output from a computer program; displayed in a monospaced font
by most browsers.
Strong Marks the text as strongly emphasized; displayed in a bold font by most browsers.
Emphasis Marks the text as emphasized; displayed in italics by most browsers.
Variable Marks the text as a variable; displayed in italics by most browsers.
Related topics
SeleCting COLOTS.....ouvimirieiruiitieirecssnesee st reeseessere st s st s e e sessasansasaons p-233
Setting paragraph alignment, indentation, and line height..........ccccoccevenenee. p.221

Setting margins, padding, and borders

Setting background colors and iMages.........overeeeererrmrecsiscscecsisasescsesesssens p.225
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DEfiNiNg @ SEYIE .ottt rseee s e sese e e nesensassennse p.213

Setting paragraph alignment, indentation, and line
height

You can directly change the alignment, indentation and/or line height of a particular paragraph, or you can
include these paragraph-related properties in a style (p.210) that you apply to some or all paragraphs. These
properties also affect other block elements, including headings, list items, and preformatted blocks.

To directly set the alignment of a paragraph

1. Place the insertion point in the desired paragraph.
2. Do one of the following:
o On the Inspector, click the Alignment box and choose an alignment setting.
o On the Formatting Toolbar, click E= (Align Left), & (Align Center), or 2 (Align Right).

o On the Format menu, click Paragraph, click Text alignment, and then choose an
alignment setting.

a The Justify alignment setting, which distibutes the words in each line of a paragraph so that both sides
are even, is only available when you use the third method listed above.

To directly set the indentation of a paragraph

1. Place the insertion point in the desired paragraph.
2. On the Format menu, click Paragraph.

3. Under Indentation, enter the desired amount in either or both of the Left and Right boxes for left
and right indentation, respectively. If you do not specify a unit (p.231), pixels will be used.

4. If you want the first line of the paragraph to use a different indentation amount, enter the desired
amount in the First line box.

8 To quickly change only the left indentation of a paragraph, click € (Increase Indent) or *=
(Decrease Indent) on the Formatting Toolbar.

To directly set the line height of a paragraph
1. Place the insertion point in the desired paragraph.
2. On the Format menu, click Paragraph.
3. Under Spacing, do one of the following:
o Click the Presets box and select a preset:
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* Normal sets the line height to the default value determined by the browser

=  Tight sets the line height to the default and the top and bottom margins to zero
= 150% sets the line height to 150% of the paragraph's font size

*  200% sets the line height to twice the paragraph's font size

o Enter a number in the Line height box. If you do not specify a unit (p.231), the value will
be interpreted as a multiple of the paragraph's font size.

4. If you want to specify the top and bottom margins for the paragraph, enter values in the Before and
After boxes.

E] Specifying Before and After values has the same effect as specifying top and bottom margin (p.222)
values.

To specify alignment, indentation, and line height in a style

1. On the Format menu, click Define Styles.
2. Inthe Styles list, select the style you want to modify. (Or create (p.213) a new style.)

3. Click the Paragraph tab and specify values for the properties you want to include in the style. (See
the instructions above for each type of paragraph property.)

Related topics

Setting character-related Properties .........cooviicceemninmrenenicisesnenssescassenescnns p.219
Setting margins, padding, and borders........ccoooeciiniicrecicnnnicien e p.222
Setting background colors and iMages........coeverererrerereseerriescerecenieneeneessennis p.225
DefiNiNg @ SEY1C..eeiieiereere et s s p-213

Setting margins, padding, and borders

Margins, padding, and borders are properties that you can modify for any element, and also for parts of
elements, such as words and sentences. All of these properties can be specified differently for each side of
an element.

o Borders are lines surrounding an element. Borders come in various styles, widths (thicknesses),
and colors.

e Margins are empty space surrounding an element. Margins increase the distance between an
element and its neighbors. If an element has a visible border, its margins take up space outside the
border.

e  Padding is empty space between an element'’s contents and its borders.

The relationships among margins, padding, and borders can be visualized through a floating box example:
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10-pixel border, 15-
pixel padding on all
sides, and a 20-pixel
right margin.
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Lorem ipsum dolor sit
amet, consectetur
adipisicing elit, sed do
eiusmod tempor
incididunt ut labore et
dolore magna aliqua. Ut
enim ad minim veniam,
quis nostrud exercitation
ullamco laboris nisi ut

aliquip ex ea commodo consequat. Duis aute irure dolor in
reprehenderit in voluptate velit esse cillum dolore eu fugiat
nulla pariatur. Excepteur sint occaecat cupidatat non
proident, sunt in culpa qui officia deserunt mollit anim id est

laborum.

The relationships among margins, padding, and borders

You can directly change the margins, padding, and borders of a particular paragraph, heading, or list item.
You can also include these properties in a style (p.210) that you apply to any element.

E] You cannot directly modify margins, padding, or borders for elements other than paragraphs, headings,
list items, and preformatted blocks. To modify these properties for another type of element, include the
properties in a style and apply (p.215) the style to the element.

To directly set a paragraph's margins and/or padding

1. Place the insertion point in the desired paragraph.

On the Format menu, click Borders & Background.

3. In the border selection box, select the side for which you want to set the margin and/or padding.
To select multiple sides at once, click each while holding down the Ctrl key. (See the examples
below.) To select all four sides, click Select All. To deselect all sides, click in the middle of the
box. By default, all four sides are selected.

Y
.

R

-
A

Y
L .
r n
A

Click a side to select it.

r

Click while holding down Ctrl to

select multiple sides.

4. To set the margin, enter a number in the Margin box and then click the unit box next to it and
select a unit. If you do not specify a unit (p.231), the value will be interpreted as pixels.
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To set the padding, enter a number in the Padding box and then click the unit box next to it and
select a unit. If you do not specify a unit (p.231), the value will be interpreted as pixels.

Repeat steps 3 through 5 if you want to set a different margin and/or padding value for another
side.

Click OK.

To directly set a paragraph's borders

Place the insertion point in the desired paragraph.

On the Format menu, click Borders & Background.

In the border selection box, select the side for which you want to set the border. To select multiple
sides at once, click each while holding down the Ctrl key. (See the examples below.) To select all
four sides, click Select All. To deselect all sides, click in the middle of the box. By default, all four
sides are selected.

Y Y
- L. > — L <
1 r 1 [

A A

Click a side to select it. Click while holding down Ctrl to

select multiple sides.

Click the Style box and select a border style.
5. Click the Color box and select a color (p.233).

In the Width box, enter a number and then click the unit box next to it and select a unit. If you do
not specify a unit (p.231), the value will be interpreted as pixels.

. Repeat steps 3 through 6 if you want to set a different border for another side.
8. Click OK.

To include margin, padding, and border settings in a style

On the Format menu, click Define Styles.
In the Styles list, select the style you want to modify. (Or create (p.213) a new style.)

3. Click the Borders & Background tab and specify values for the properties you want to include in
the style. (See the instructions above for each type of property.)

lt:g You can set margins, padding, and borders all at the same time by specifying settings for each property
before closing the Style dialog box.
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Related topics
Setting character-related PrOPErties......coverrerrercrereriensisissesncecencsseseresarensens p219
Setting paragraph alignment, indentation, and line height .............cccoouueeee. p.221
Setting background colors and images.........coceuveenviicnniiniincinneniciinens p.225
DefiNing @ SYIE ...ovcuioieiieieerennreereerceereenrece e sesesessesesstsnareneneneresssensrenens p.213

Setting background colors and images

Any element can have a background color or image. For some elements, you can set these properties
directly. You can also include these properties in a style (p.210) that you apply to any element.

To set a background color or image on a paragraph, heading, or list item

1. Place the insertion point in the desired paragraph.
2. On the Format menu, click Borders & Background.
3. Under Background, do one of the following:

o  Click the Color box and select a color.

o Enter the path or URL to an image file in the Image box. To select a file on the local file
system, click Browse. To specify options for the background image, click Options.

4. Click OK.

E] When you set a background color on a paragraph or similar element, the background fills the entire
space between the left and right sides of the element's parent container (such as a table cell or the
browser window), even if the element's content only takes up part of the space. To avoid this, select the
text of the element and set the background color on the selection.

To set a background color on a text selection
1. Select the desired text.
2. Do one of the following:
o On the Formatting Toolbar, click E - (Text Background Color) and select a color (p.233).
o On the Inspector, click the BG color box and select a color (p.233).

To set a background color or image on a table, row, or cell

1. Place the insertion point in the desired table, row, or cell.
2. Onthe Tag Selector, do one of the following:

o Click <table> to select the table

o Click «tr> to select the row
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o Click <td> to select the cell
3. On the Inspector, do one of the following:

o To set the background color, click the Background or Background Color box and select a
color (p.233).

o To set the background image, enter the path or URL of an image file in the Background
box. To select a file on the local file system, click Q (Browse).

To set a background color or image on a layer or floating box

1. Double-click the layer or floating box's outline.
2. Under Background, do one of the following:
o Click the Color box and select a color (p.233).
o Enter the path or URL to an image file in the Image box. To select a file on the local file
system, click @ (Browse).
3. Click OK.

To set the document'’s background color or image

1.  On the File menu, click Document Properties.
2. Do one of the following:
o Under Colors, click the Background box and select a color (p.233).
o Under Background image, enter the path or URL to an image file. To select a file on the
local file system, click 4 (Browse).
3. Click OK.

To specify a background color or image in a style

1. On the Format menu, click Define Styles.
2. Inthe Styles list, select the style you want to modify. (Or create (p.213) a new style.)
3. Click the Borders & Background tab.
4. Under Background, do one of the following:
o Click the Color box and select a color (p.233).

o Enter the path or URL to an image file in the Image box. To select a file on the local file
system, click Browse. To specify options for the background image, click Options.

Related topics

SeleCting COIOTS ... viereeeerectrarmeiietenncenssesesssnsnessasassecsssesesssnesensssssssaseas p.233
Setting character-related Properties .........coceeveeeereeenirneceesenncesessesannsesseensceas p.219
Setting paragraph alignment, indentation, and line height...........ccceoeeevennnee. p.221

Setting margins, padding, and borders
DefiNing @ StYIE...comceurcieeiriiestircereeeteseeeseeseeesseesseetnaesee e e sseseasesasesnssnesensas p.213

226 Formatting content



Chapter 4: Basic Page Content and Formatting

Using the Formatting panel

The Formatting panel is one of the tool panels on the right side of Namo WebEditor's main window. The
Formatting panel lists the six heading levels, the normal paragraph style, and any universal styles and list
styles that have been defined in the document or in a linked style sheet. Clicking a heading level converts
the current paragraph or paragraph-like element to a heading. Clicking a style applies that style to the
current paragraph, paragraph-like element, or selection.

To reveal the Formatting panel: on the View menu, point to Panels, and then click Formatting.

You can use the Formatting panel to:

¢  Quickly apply a universal style or a list style to selected content
e Quickly change a paragraph or paragraph-like element to a heading
¢  Quickly change a styled paragraph or paragraph-like element to a normal paragraph

e Add a new universal style (optionally based on the formatting of the current paragraph or
selection)

e Addanew liststyle

e  Modify or delete a universal or list style

e  Modify the style of a heading level

¢  Quickly remove a style applied to the current paragraph or selection

3 The Formatting panel only lists heading levels and universal styles. It does not list element styles,
element-specific class styles, or ID styles. For information on using these kinds of styles, see Using
style sheets, p.212.

In this section

Applying a style or heading level with the Formatting panel.........c.cccoceec... p.228

Removing a style applied with the Formatting panel .......cccoovveeicnivrencnes p.228

Adding, editing, or removing a style in the Formatting panel.... ...p.229

Modifying the default style of a heading level......ocoieceveevicnnieniiiccencnnns p.231
Related topics

Using Style ShEetS......coveiriiiiiesnenreeiii ittt sssasenssesisasasrsneaee p.212
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Applying a style or heading level with the Formatting panel

To change a paragraph into a heading

1. Place the insertion point in the paragraph or paragraph-like element you want to change into a
heading.
2. Click the desired heading level (H1 H6) on the Formatting panel.

To apply a style to an entire paragraph

1. Place the insertion point in the paragraph or paragraph-like element you want to change.
2. Click the desired style on the Formatting panel.

To apply a style to a text selection

1. Select the text you want to change.
2. Click the desired style on the Formatting panel.

To reset a paragraph to the default paragraph style

1. Place the insertion point in the paragraph or paragraph-like element you want to reset.
2. Click Normal on the Formatting panel.

B When you apply the Normal style, Namo WebEditor removes the class (p.213) assignment (if any) from
the current text block. If the text block is a heading, a list item, or a preformatted text block, applying
the Normal style also converts it into a normal paragraph. Applying the Normal style does not remove
any single-instance formats (p.210) that were applied to the text block.

@ Ifyou apply a heading level or the Normalstyle to a list item in the middle of a list, the list will be split
into two parts, one before and one after the affected item.

Removing a style applied with the Formatting panel

To remove a style from a paragraph

1. Place the insertion point in the paragraph or paragraph-like element from which you want to
remove a style.

2. Click Clear Formatting on the Formatting panel.

To remove a style from a text selection

1. Select the text from which you want to remove a style.
2. Click Clear Formatting on the Formatting panel.
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@ The Clear Formatting command on the Formatting panel works by removing the class (p.213)
assignment (if any) from the current text block or selection. If the text block is a heading, a list item, or
a preformatted text block, the Clear Formatting command also converts it into a normal paragraph.
The command does not remove any single-instance formats (p.210) that were applied to the text block
or selection.

Adding, editing, or removing a style in the Formatting panel

You can use the buttons at the bottom of the Formatting panel to add, modify, or remove universal styles
and list styles.

To add a universal style

Pl S A

On the Formatting panel, click 3 (Add).
In the Name box, type a name for the new style.
Under Type, select General, and then click Define Style.

Specify the desired properties for the new style and then click OK. For information about setting
style properties, see the following topics:

o Setting character-related properties, p.219

o Setting paragraph alignment, indentation, and line height, p.221
o Setting margins, padding, and borders, p.222

o Setting background colors and images, p.225

To add a universal style based on an existing universal style

I.

weh W

Place the insertion point in a paragraph to which a universal style has been applied.

On the Formatting panel, click £ (Add From).
In the Name box, type a name for the new style.
Under Type, select General, and then click Define Style.

Specify the desired properties for the new style and then click OK. (The properties of the existing
style will have been copied to the new style.) For information about setting style properties, see
the following topics:

o Setting character-related properties, p.219

o Setting paragraph alignment, indentation, and line height, p.221
o Setting margins, padding, and borders, p.222

o Setting background colors and images, p.225

To add a list style

L.

On the Formatting panel, click % (Add).
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In the Name box, type a name for the new style.

Under Type, select List, and then click Define Style.

Click the Type button corresponding to the desired list type.
Do one of the following:

o Ifyou selected Bullet or Number list type, click the Style box and select the desired bullet
or number style.

o Ifyou selected iImage list type, in the Image path box, enter the path or URL to the image
file you want to use as the list marker.

. If you wish, specify the Left, Right, and/or First line margins for list items.
7. Click OK.

“oA W

To modify a style in the Formatting panel
1. Point to the style you want to change in the Formatting panel, click the triangle, and then click
Modify.
2. Click Define Style.

3. Make the desired changes to the style and then click OK. For information about setting style
properties, see the following sections:

o Setting character-related properties, p.219

o Setting paragraph alignment, indentation, and line height, p.221
o Setting margins, padding, and borders, p.222

o Setting background colors and images, p.225

To rename a style in the Formatting panel

1. Point to the style you want to rename in the Formatting panel, click the triangle, and then click
Modify.
2. Inthe Name box, type the new name, and then click OK.

To remove a style in the Formatting panel

¢ Point to the style you want to remove in the Formatting panel, click the triangle, and then click
Delete.

@ Styles defined in an external style sheet cannot be modified or removed using the commands in the
Formatting panel. To modify or remove an externally-défined style, edit the external style sheet. (Click

B 10 open the list of linked style sheets, select the style sheet, and then click|@® 10 edit it in your
default text editor.)

B You cannot remove the Normal style or any of the heading levels.
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Related topics

Setting character-related properties..........cvuinvniinnnrccrenieneenesieiessisenns p.219
Setting paragraph alignment, indentation, and line height

Setting margins, padding, and borders........ccovreeeernercnniieiniinns
Setting background colors and iMages.........ccuvuvrirencsririniinnrensesnsesesnenenns p.225

Modifying the default style of a heading level

To modify the default style of a heading level
1. Point to the heading level you want to change in the Formatting panel, click the triangle, and then
click Modify.
2. Click Define Style.

3. Make the desired changes to the style and then click OK. For information about setting style
properties, see the following topics:

Setting character-related properties, p.219
Setting paragraph alignment, indentation, and line height, p.221

o]

o Setting margins, padding, and borders, p.222
o Setting background colors and images, p.225

To reset the default style of a heading level

1. Point to the heading level you want to reset in the Formatting panel, click the triangle, and then
click Reset.

Understanding measurement units

In many cases, when you enter 2 number as the value of an attribute or property—for example, font size—
you are given the choice of what unit to use. The units you can use in Namo WebEditor are described
below.

E] It is usually not necessary to specify a unit, even when the choice is given. If you do not specify a unit,
the default unit will be used. The default unit depends on the property or attribute being modified, but
niost often it is pixels.
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Common length units

These units are used in cascading style sheet (CSS) properties that take a length value, such as margins and
borders. For more information, please refer to CSS Value Types in the online CSS reference.

{Unit
inches
points
picas
cm
mm
pixels
em

ex

%

‘Abbr. :Méanihg

in inches

pt 1/72 of an inch

pc 12 points

cm centimeters

mm millimeters

pX pixels (units of screen resolution)

em a unit equal to the current font size

ex a unit equal to the "x-height" of the current font
% percentage of base value*

*The base value for a % value depends on the property being modified. For font sizes, the base value is the
calculated font size of the parent element.

Special font size values

These unitless values are used only for font sizes.

Unit Notes

1~7 Size on a scale from 1 (smallest) to 7 (largest). The exact size corresponding to each number
depends on the browser, but "3" usually corresponds to 12pt.

xx-small | The exact size corresponding to each keyword depends on the browser.

x-small

small

medium

large

x-large

xx-large

smaller | Sets the font size one "step” smaller or larger than the font size of the parent element. The size

larger of each step depends on the browser.
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Selecting colors

Using the Color Palette
Any time you need to specify a color in Namo WebEditor, the primary interface is the Color Palette.

Oorro0 I Time A 3]
I Defaut
[
Custom Colors
Recent Colors

The Color Palette

Using the Color Palette is easy: just click a color. To restore the default color for the current item or
property, click Default.

If the color you need is not on the palette, try one of these features:

& Color Picker button
Click to open the Color Picker (p.234). In the Color Picker, you can select any 24-bit RGB color or

define additional custom colors.

/ Eyedropper .
Drag the eyedropper to any visible part of the screen to "pick up" the color underneath the pointer.

Hex box
Enter a hexadecimal color code in the box at the top left comer of the palette and press Enter.
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E’ Color Set menu

Click and select a color set. (The default color set is Web-Safe Colors.) You can also add more
color sets to this menu from the Color Sets (p.47) tab of the Resource Manager. Click Manage
Color Sets to do so.

Custom Colors

B4
This area shows the custom colors you have defined. To add more custom colors, click % to open
the Color Picker (p.234).

Recent Colors
This area shows the colors you have used recently.

Using the Color Picker
Use the Color Picker to select any 24-bit color.
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The Color Picker

The Color Picker provides six ways to select or specify a color:

e  HSB palette: Drag the slider on the vertical bar to select a hue, and then click inside the large
gradient box to select a saturation and brightness level.

e  Color palette: Click a color in the horizontal palette.
e Hex color code: Enter a hexadecimal color code in the HTML box.
¢ RGB values: Enter RGB values in the Red, Green, and Blue boxes.
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e HSB values: Enter HSB values in the Hue, Saturation, and Brightness boxes.

e Eyedrepper: Drag the eyedropper to any visible part of the screen to "pick up" the color
underneath the pointer.

In addition, you can add any color to the palette of custom colors that is part of the Color Palette (p.233). To
add a custom color:

1. Click one of the 36 custom color slots under Custom Colors.

2. Select or specify the color you want to save as a custom color.

3. Click Add to Custom Calors.

9 If you have already selected the color you want, clicking a custom color slot will replace your
color with the color already in that slot. To avoid this, after selecting your color, press the
Tab key until the keyboard focus is in the slot area, and then press the arrow keys to select the
desired slot. Then, click Add to Custom Colors.

Copying and pasting formatting

You can use the clipboard to copy formatting from one element to another element. Items you can copy and
paste include character formatting, paragraph formatting, image attributes, table properties, cell properties,
hyperlinks, bookmarks, and chart properties.

To copy and paste formatting
1. Place the insertion point in the paragraph, word, table, or table cell, or select the image, whose
formatting you want to copy.
2. On the Edit menu, click Copy Format, or press Shift+F2.
Select the types of properties you want to copy, and click OK.

Place the insertion point in the paragraph, table, or table cell, or select the text or image, to which
you want to copy the formatting.

5. On the Edit menu, click Paste Format, or press F2.

»ow

Ei] When pasting a background color into a table, Namo WebEditor will prompt you to specify whether to
apply the background color to the whole table, the current cell, or the whole document.
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Document properties

Every Web document has certain properties that apply not to individual elements but to the document as a
whole. These properties include the document's title, its default colors, meta tags, and so forth. In Namo
WebEditor, you can view and modify these properties in the Document Properties dialog box: on the File
menu, click Document Properties.

In this section

Setting a document's title .........oevveecrrerrrnrereresrensnsennes p.236
Specifying keywords and other meta data..........cccceeeieermercnvicncncnccnccnnnas p-237
Specifying a character set .......cocoeevvvinirincirnienninsiniens p-238
Setting a document's base 10CAtION. .....c.cccovrueererecrirerrerenesiinccrenreeeeneneneecoenens p-239
Setting a default target for hyperlinks.......ocooveerveeecinrercncnnsneeencsraeneeencas p.240
Setting default document COIOTS.........coememimrcenrcrerrirrenrrcnesaserenenensecocnas p-241
Setting document ScTollbar COIOTS........oriruecrereerrereeerrenrrcetr e cessenerseneens p.242
Setting a document background IMAge .......c..coeerrerercreericicrircrncessesuencsesenns p-243
Setting dOCUMENt MAIGINS...c.vecrmerrecerreercrnerererrerisseesereenssseencnssessnscseessssseacens p.-243
Adding page tranSitions .......c.ceevvveriireercmnisrnrrercecsisere et ccressssessencesses p.244
Adding a background sound

Setting up an automatic refresh or redirect .........cocoooivcinviinncnneniennnns p.246
Specifying a cache expiration date.........c..cccevevveeniecerienienenccerescerenscernaceenens p.247
Adding PICS labels to @ dOcUment .........ovemineimnenicsiceessensisesassens p-247
Adding custom Meta tags. ......cccceueerereeseriicere et enee e s s enes p.248

Setting a document'’s title

A document's title is the word or phrase that appears in the title bar of a browser window when the
document is viewed. Besides giving users a hint about what they are viewing, the title is also used by Web
search engines to identify a document in search results, and it is used by browsers when a user creates a
bookmark or "favorite" for a document. Therefore, it's a good idea to give each document a meaningful title.

To set a document's title

1. On the File menu, click Document Properties, and then click the General tab.
2. Inthe Title box, type the desired title.
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8 If you don't specify a title for a document before saving it for the first time, Namo WebEditor
automatically generates one based on the first line of text in the document. You can change the
generated title in the Title box of the Save As dialog box.

Specifying keywords and other meta data

In addition to the title, you can add several other bits of information to a document that may be useful for
Web search engines or your own site management practices. If you specify this meta data, Namo
WebEditor puts it in meta tags in a document's header. Meta tags are not normally visible in browsers, but
they can be used by other software to help categorize and manage documents. The basic meta tags
supported by Namo WebEditor include:

Keywords

Keywords can be used by search engines to help categorize documents according to content. For
example, if you are creating a document about dinosaurs, adding the keyword "dinosaurs" can help
a search engine add your document to the "dinosaurs” category of a Web directory. You can enter
multiple keywords separated by commas.

Author

The "author" meta tag is used to provide the name of the person or organization that authored the
document.

Classification

This meta tag can be used in a variety of ways by you or your organization. For example, if a
company wants to categorize its intranet documents according to function, it could put a keyword
like "product_data" or "personnel” in the "classification” meta tag of each document.

Description
The "description” meta tag can be used to provide a brief description of the contents of the
document.

To specify keywords or other meta data

1. On the File menu, click Document Properties, and then click the General tab.

2. Enter appropriate meta data in any or all of the Author, Classification, Description, and Keywords
boxes.

3. Click OK.
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Searching meta data

Once you have added meta data to several documents, you can search that meta data using Namo
WebEditor's global find and replace (p.406) command or a search program. If you want to make sure that
your search only matches words in a particular meta tag, use the following syntax in your search string:

meta name="name" content="keyword"

where name is the type of meta tag you want to search and keyword is the word or phrase you want to find.
For example, to find all the documents in a site or a folder that have an "author" meta tag with the content
"John Smith", you would use the following search string:

meta name="author" content="John Smith"

Related topics

Adding CUSLOM MELA tAES.....cvruireerereeereerenreereereereseressessesecnssssesessesesessesaes p.248
Finding and replacing text throughout a site........c.cccovmencecnncrererereeenceneeens p.406

Specifying a character set

A character set is a table of mappings from numerical codes to text characters. As you probably know,
computers represent text using a distinct numeric code for each character, be it a letter, a numeral, a
punctuation mark, or something else. However, there are many ways to map characters to codes. For
example, in ISO-8859-1—the standard Internet character set for computers running the U.S. English
version of Windows, also known as Western European (ISO)—the decimal code 92 represents a backslash
("\"), but in the EUC-KR character set, it represents the Korean currency symbol (W ).

Because of the international nature of the Web, the character set in which a document is viewed by a
particular user may not be the same as the character set in which it was written. If you live in the United
States and compose in English, your documents probably use some variant of ASCII, such as ISO-8859-1.
But if your document is viewed by a user in Korea using the Korean version of Windows, her browser
probably expects the document to use a Korean character set. This can result in some characters not
appearing correctly on the user's screen.

To avoid this problem as much as possible, it's a good idea to specify the character set that a document uses.
Doing so tells browsers to display your document in that character set. If you don't specify a character set,
browsers will usually display your document in the default character set specified by the user, which may
be very different from the character set the document was authored in.

Note that specifying a character set doesn't actually change the character codes in a document. It just tells
browsers how they should interpret those codes.
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To specify a character set for a document

1.  On the File menu, click Document Properties, and then click the General tab.
2. Do one of the following:

o Click the left Character set box and select a character set by its title (for example,
Western European (ISO)). The right box will show the code name of the selected
character set. The value User-defined means "Do not specify a character set."

o Click the right Character set box and select a character set by its code name (for example,
is0-8859-1). You can only select an item in this box if the selection in the left box is
User-defined, and only a few character sets can be selected this way.

E If you compose documents in a non-Western European language, such as Korean, users who do not
have fonts installed on their computers that are compatible with the fonts you use in your documents
will not be able to view your documents correctly, even if you correctly specify the character set.

Related topics
Changing character sets throughout @ Site.......ccocvrrenniiniciiiesserenenssesns p.412

Setting a document’'s base URL

If a document contains relative hyperlinks (p.167), Web browsers by default interpret those links as being
relative to the location of the document in the site's folder hierarchy. For example, if the document located
at http://www.namo.com/products/index.html contains a link to an image file using the relative path
"images/example.gif", then browsers will expand the URL to the image file as
http://www.namo.com/products/images/example.gif, since they will take "images" to be a subfolder of the
folder containing the document, which is "products”.

You can change the way browsers interpret relative links in a document by specifying a base URL for the
document. If you specify a base URL, browsers will ignore the location of the document in the site
structure and instead interpret relative links in relation to the specified URL. Following the example given
above, if the base URL of the index.html document is set to "http://www.namo.com/", then browsers will
expand the relative link "images/example.gif" to http://www.namo.com/images/example.gif.

When specifying a base URL, you must provide a full Internet URL, such as "http://www.example.com/",
"http://www.example.com/photos/", or "http://www.example.com/photos/index.html". Partial URLs, such
as "/photos", wil be ignored by browsers. Some browsers let you omit the leading "http:/" from a base
URL, but other browsers do not, so it's a good idea to always include it. If the URL includes a folder path
after the site name (but no file name), make sure to include a final slash at the end.
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To set a document's base URL

1. On the File menu, click Document Properties, and then click the General tab.
2. Inthe Base URL box, type the desired base URL.

Related topics
ADbOoUt RYPETIINKS woeorviriiiiisriiiiest et e s saenene p.165

Setting a default target for hyperlinks

When you create a hyperlink, you can specify that its destination be opened in a particular window or frame.
This window or frame is called the link's targer (p.170). But it is also possible to set a default target for all
the links in a document. If you do so, any link that does not have its own specified target will open in the
target specified for the document.

To set a default target for the hyperlinks in a document

1. On the File menu, click Document Properties, and then click the General tab.
2. In the Default target box, type the name of a window or frame.

Four special targets can be selected if you click the triangle on the Default target box:

_blank  Links will open in a new window.

_parent Ifthe current document is part of a frameset (p.101), its links will open in the frameset's parent
container, replacing the frameset. The parent is usually the browser window, but if the frameset
is being displayed in a frame of another frameset, then the parent is the containing frame in the
higher-level frameset.

_self Links will open in the current window (or frame, if the document is part of a frameset).
_top Links will open in the current window (replacing the frameset, if the document is part of a
frameset).

To override the default target for a specific hyperlink
1. Double-click the hyperlink.

2. Inthe Target box, enter the name of a window or frame. To select a frame visually, click [a]
(Select Target Frame).

@ You can only set the default target to a particular window if the window has a name. In general, only
windows that are created by scripts have names. Therefore, only a window created by a script can be a
deéfault target. One way to create a named window to use as a default target is to use a script that
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creates a new window as soon as the current document is opened. You can do this using the Script
Wizard's Pop-up window script.

Related topics

Setting a link's target window Or frame......c.ocveeereercreniconieinincnnnecnsnenns p.170
About frames and framESeLS.......vvevrerreriiersitire s s ense e nesenens p.101
Setting a frame's default target ........ovveeeieeiiiicneinme oo sesones p.107

Setting default document colors

In the Appearance tab of the Document Properties dialog box, you can specify certain colors that apply to
an entire document:

Label Description Default
Background The color of the document's background  white
Text The default color of text black

Hyperlinks  The default color of normal hyperlinks  blue
Visited links  The default color of visited hyperlinks purple
Active links  The default color of the active hyperlink red

To change the background color, default text color, or default hyperlink colors of a document

1. On the File menu, click Document Properties, and then click the Appearance tab.
2. For each color you want to specify, do one of the following:

o Enter a hexadecimal color code.

o Click the color box and select a color (p.233).

To copy the background color, default text color, and default hyperlink colors from another
document

1. On the File menu, click Document Properties, and then click the Appearance tab.
2. Click the Copy Colors From button.

3. Find and select the document you want to copy colors from, and then click Open. (You can also
enter a URL in the URL box and click Open URL.)

Related topics

Setting document SCTOIIAr COLOTS .....ecuviieieeieeeir e ieciae p.242
Setting a document background iMage..........ccovvruiriimmiisininecrseresssiiiiens p-243
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SeleCting COLOTS..c..cciiiiriieisi e reeset e e er s ensaaesenenesmenenens p.233

Setting document scrollbar colors

Internet Explorer 5.5 and later versions support the ability to specify the colors used in document scrollbars
and text boxes in forms. You can set these colors in the Scrollbar Colors dialog box. A total of eight
different colors (one base color and seven colors for various parts of the scrollbar) can be specified,
although you don't have to specify all of them.

Base color Specifies a single color for most parts of the scrollbar. Specifying a color for any
part overrides the base color for that part.

3D light color The outer highlight color of the scrollbar box and arrows

Arrow color The color of the small triangles in the scrollbar arrows

Dark shadow color The outer shadow color of the scrollbar box and arrows

Highlight color The inner highlight color of the scrollbar box and arrows

Face color The main color of the scrollbar box and arrows; also sets the color of the track if not
separately specified

Shadow color The inner shadow color of the scrollbar box and arrows

Track color The color of the scrollbar track

To set a document's scrollbar colors

1. On the Format menu, click Scrollbar Colors.
2. For each color you want to specify, click the corresponding color box and select a color (p.233).

The Preview box displays a preview of your selected colors. The Component box highlights the scrollbar
part whose color you are modifying.

LLé Scrollbar colors are only supported by Internet Explorer 5.5 or later. Other browsers will ignore the
specified colors.

@ If you specify at least one scrollbar color, the new-style scrollbars used by Internet Explorer on
Windows XP compuiters will revert to the pre-Windows XP style.

Related topics
Setting default document COIOTS........cooveveiriercrieeiccecee e p.241
Setting a document background IMage .......c.ccveeeeveernnicennierceercnnrsrsisenees p.243
SelECtiNg COLOTS...cuiimimericreriiiie et ntee b se e ree e besesssssanaens p.233
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Setting a document background image

A document can have a background image—an image that lies "under” the document's content. A
background image repeats to fill the document, no matter how large the window in which the document is
open is.
To set a background image on a document
1. On the File menu, click Document Properties, and then click the Appearance tab.
2. In the Background image box, type the path or URL to an image file, or do one of the following:
o Click @ (Browse) to find and select an image file from your local file system.
o Click @. (Clip Art) to select an image from the clip art library.

o Click to} (Site) to select from a list of image files belonging to the current local site (if
one is open).

c? Alternatively, you can set a document background image by using the background-image cascading
style sheets property on the <body> element of a document. This method provides greater flexibility,
since you can use the property in combination with the background-attachment, background-position,
and background-repeat properties to control the background image's scrolling, starting position, and
repetition characteristics.

Related topics

Setting default docUmMENt COOTS ....c.courmereerernererrsecnner e e encesseeenaeseaeansns p-241

Setting document margins

A document's margins are the blank space between its content and the left and top edges of the window. In
most documents, the size of these margins is not specified, so browsers use their own default margins.
However, you can specify the size in pixels of the left and top margins in the Styles tab of the Document
Properties dialog box.

To set a document's left and top margins

1. On the File menu, click Document Properties, and then click the Styles tab.

2. Under Margins, enter a number of pixels in either or both of the Left and Top boxes to specify the
left and top margin, respectively.
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Alternatively, you can set a document's margins by using the margin properties of cascading style sheets on
the document's <body> element. This approach is more flexible, because you can specify the length unit for
the margin size and specify margins also for the right and bottom edges of the document.

To set a document's margins using a style
1. On the File menu, click Document Properties, and then click the Styles tab.
2. Click the Add Style to <BODY> Tag button.
3. Click the Borders & Background tab.
4

Enter margin sizes for each side for which you want to specify a margin. (See Setting margins,
padding and borders, p.222.)

5. Click OK twice.

Related topics
Setting margins, padding and borders.........cocvereeereerimnicrsennrnseeeserserssansons p.222

Adding page transitions

Internet Explorer supports a feature called page transitions. A page transition is a visual effect that occurs
when a user enters or leaves a document or site, similar to the transition effects sometimes seen between
scenes in movies and videos. Available effects include "wipes", "blinds", and so forth.

There are four distinct events, or triggers, that you can specify to initiate a page transition:

e Page Entry: When the user enters (opens) the document

o Page Exit: When the user leaves the document (by going to another document or closing the
window)

e Site Entry: When the user enters the document from another site (but not from another page on
the same site)

o Site Exit: When the user leaves the document and goes to another site

These events are not mutually exclusive, so (for example) you could specify one transition effect that
occurs when a user enters the document and another effect that occurs when a user leaves the document. If
one document specifies an exit transition and another document, linked from the first document, specifies a
different entry transition, the entry transition takes precedence when a user clicks the link.

To add a page transition to a document

1. On the File menu, click Document Properties, and then click the Styles tab.
2. Under Page transitions, click the Event box and select the trigger for the transition effect.
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Click the Effect box and select the desired effect.
In the Duration box, enter the number of seconds you want the transition to take.

If you want to add a transition effect for another event, click Apply and then repeat steps 2 through
4.

Click OK.

To remove a page transition

3.

On the File menu, click Document Properties, and then click the Styles tab.

Under Page transitions, click the Event box and select an event for which a transition effect was
previously specified.

Click the Effect box and select None.

@ Page transitions are only supported by Internet Explorer 4.0 and later.

Adding a background sound

Internet Explorer supports the ability to play an audio file—"in the background”, so to speak—when a
document is opened. The supported audio file types are: WAVE (.wav), MIDI (.mid), AIFF

(.aif, .aifc, .aiff), and AU (.au, .snd). You can specify how many times the sound should repeat, or that it
should repeat endlessly.

To add a background sound to a document

L.
2.

S.

On the File menu, click Document Properties, and then click the Styles tab.

Under Background sound, enter the path or URL to an audio file in the Path box. Click Browse to
browse for a file on your local file system.

In the Repeat box, enter the number of times the sound should play, or select Repeat forever.
If you want to listen to the sound file you specified, click ». To stop playing the sound, click m.
Click OK.

Background sounds are only supported by Internet Explorer.
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Setting up an automatic refresh or redirect

For some kinds of time-sensitive documents, it might be desirable to instruct browsers to automatically
reload a document at regular intervals. For example, if you have a document that displays local weather
information collected from a frequently updated data source, you might want browsers to auto-refresh the
page every ten minutes, saving users the effort of clicking the Refresh button.

In other cases, after a browser loads a document, you might want it to automatically load (redirect the user
to) a different document, possibly after a brief delay. An example is the common situation in which an
author or webmaster has moved a document to a new location, but some users might still use links or
"bookmarks" that point to the old location. In such cases, you might want to put a temporary document in
the old location; the temporary document can advise users to update their links or bookmarks and then have
the browser automatically jump to the new location.

You can set up either action in the Advanced tab of the Document Properties dialog box.

To set up an automatic refresh interval

1. On the File menu, click Document Properties, and then click the Advanced tab.

2. Under Auto refresh/redirect, in the URL box, enter the name of the current document. (Do not
leave the box empty.)

3. Inthe Delay time box, enter the number of seconds between refreshes. (For example, enter "300"
for a 5-minute interval.)

4. Click OK.

g If there is a possibility that the document will be renamed later, enter a space instead of the
file name in the URL box.

To set up an automatic redirect

On the File menu, click Document Properties, and then click the Advanced tab.

2. Under Auto refresh/redirect, in the URL box, enter the path or URL of the document you want the
browser to redirect to.

3. Inthe Delay time box, enter the number of seconds the browser should delay before loading the
other document.

4. Click OK.

Related topics
Adding CuStOM MEtA tAZS ..coveueeereeierrerteeeriencasieresnaseessaeasassesessssaesssnsaessaeas p.248
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Specifying a cache expiration date

Most Web browsers cache local copies of visited documents on the user's hard drive. If the user revisits a
Web page she has visited before, the browser may display the local copy, which can be much faster than
fetching the document from the Web. In general, browsers display cached copies if they have determined
(perhaps by examining the modification date) that the original document has not changed since the copy
was created.

However, for some time-sensitive documents, you may want browsers to always retrieve a particular page
from the Web server, overriding their cache policies. In other cases, you may want browsers not to use
cached copies of a document after a certain date and time has passed. To override browser's cache policies
and force them to retrieve a particular document from the Web, you can specify a cache expiration date for
the document. This date can be in the past, which causes browsers to never use cached copies of the
document.

To specify a cache expiration date for a document

1. On the File menu, click Document Properties, and then click the Advanced tab.

2. Inthe Expires on box under Cache expiration, enter the date after which browsers should not use
cached copies of the document. (Click Sample Date to see the correct date/time format.)

Related topics
Adding CUStOmM MEta tAZS ....cocueeirreerieerreenecseietese st seisesesscrasssse s sesens p-248

Adding PICS labels to a document

The Platform for Internet Content Selection (PICS) is a system for labeling Web documents with respect to
their content. It was originally developed as a standardized method that could be used by Internet filtering
products or Web browsers to identify and filter out content that users deem inappropriate for their children.
The PICS system depends on Web authors or webmasters labeling their own documents according to some
formalized rating or classification system. One example of such a rating system is the one developed by the
Internet Content Rating Association. The ICRA Web site features a PICS label generator that you can use
to generate a PICS label for a site or page, based on your answers to some content-related questions. Once
you have a PICS label, you can easily insert it into a document using Namo WebEditor. (To apply a PICS
label to an entire site, add it to the site's index page.)

To add PICS labels to a document

1. On the File menu, click Document Properties, and then click the Advanced tab.
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2.

3.

In the Labels box under Platform for Internet Content Selection (PICS), type or paste each PICS
label. Separate multiple labels with carriage returns (press Enter).

Click OK.

@ Sejoong Namo Interactive does not recommend or endorse any particular content rating system.

Adding custom meta tags

In addition to the common types of meta data that you can specify in the General and Advanced tabs of the
Document Properties dialog box, you can add other meta tags through the Custom META Tags tab of the
same dialog box. There are two kinds of meta tags you can add to a document:

HTTP header equivalents (<meta http-equiv>)

This type of meta tag is used to provide some special instruction to the browser. For example, the
meta http-equiv="expires" tag gives the browser an expiration date for its cached copy of
a document; if a browser respects this tag, it will reload the document from the server instead of
displaying a cached copy. HTTP header equivalent meta tags are so called because they perform
the same function as corresponding HTTP headers provided by some Web servers.

User metadata (<meta name>)

This type of meta tag is used to contain any author-defined meta data for any purpose. There are
some common forms that are widely recognized, such as meta name="keywords" (used by
search engines to help categorize documents), but authors are free to add any kind of meta data
they wish.

To add or modify a custom meta tag

L.
2.

S e w

On the File menu, click Document Properties, and then click the Custom META Tags tab.

Depending on the type of meta tag you want to add or modify, click the Add button or the Modify
button under HTTP header equivalents or under User metadata.

In the Name box, enter the desired Attp-equiv or name value for the meta tag.
In the Content box, enter the desired content value, and then click OK.

If you want to add another meta tag, repeat steps 2 through 4.

Click OK.

To remove a custom meta tag

1.
2.

On the File menu, click Document Properties, and then click the Custom META Tags tab.
Select the meta tag you want to remove and click Remove.
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E The list boxes in the Custom META Tags tab also display any meta tags that have been added through
the General and Advanced tabs, in addtion to any custom tags you have added. Most of these meta tags
can be edited in this tab.

Related topics

Specifying keywords and other meta data p-237

Setting up an automatic refresh or redirect..........coeerverrverrenrcrrerreseesesenenes p-246

Specifying a cache expiration date.........cocovemienescslenennesneneereceeiecreccreenes p.247






5 Spicing Up Your Site

In this section, we'll go beyond the basics of page content and learn how to enhance Web sites with
multimedia, JavaScript effects, online user forums, and more.

In this section

Adding multimedia objects

USING SMATt CHPATE c....eeeeenrececeeneereneeniesisicrnnensesesiassestssosessessessssssseses p-258
Using Flash Buttons rersesnesresteesseae e ere s eneseeneneneenesas p.265
Using themes

Creating photo albUmIS ....cocoverieeeeieetreencecniecs et eens p-281

Adding JavaScript effects ......coovrmvevevii e p.288
Adding Interactive fEAtUIES .....coveerrrerrerrecrmrinsiesersie e eeteeereneressessesrerencs p.323
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Adding multimedia objects

Namo WebEditor 6 makes it easier than ever to insert videos, audio recordings, Flash animations, and other
multimedia objects into your Web documents. With the Media Wizard, you can add a video or audio file to
any document and have it play right on the page using Windows Media Player, QuickTime, or RealOne
Player, in just a few simple steps.

In this section

Inserting video and audio files.......c.coeeeereermiciremeneercner e p.252
Inserting Flash and Shockwave Objects .......cuvveceriririeecrecreennernsieisisennnes p-255
Inserting other ActiveX, applet, or plug-in Objects......cocvreeerrenerecnucencnens p.256

Inserting video and audio files

Use the Media Wizard to insert a video or audio file into the current document. The Media Wizard supports
the following browser controls and plugins for playing multimedia content:

¢  Windows Media Player

¢ QuickTime Player

s  RealOne Player (RealPlayer)

To insert a video or audio file

1. On the Insert menu, point to Media and then click Media Wizard.
2. Under Step 1: Select media file, enter the path or URL of the media file you want to insert, or click
(Browse) to find and select a media file from your local file system. Once you specify a media
file, the Media Wizard will automatically select the appropriate player based on the file's extension.
3. Click Next.
. Specify the options and settings you want the player to use. (See the explanations below.)
5. Click Finish.

@} When using the Media Wizard, you cannot select the player to use, even if the specified media file's
Jormat is supported by more than one player. To use a player other than the one autoselected by the
Media Wizard: on the Insert menu, point to Media, and then click the command corresponding to the
player you want to use.
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General options

These options apply to all media objects. All of these settings are optional—you can leave them blank or
accept the default values.

1D

If you plan to use the media object in a script, enter an ID by which the object will be referred.
The ID must begin with a letter and contain only letters, digits, hyphens, underscores, and periods.

Width and Height

Enter numbers to specify the width and height of the player either in pixels or as a percentage of
the size of the parent container.

Horizontal spacing and Vertical spacing

You can specify the size of the margins on the sides (horizontal spacing) and/or above and below
(vertical spacing) the media object, in pixels.

Alignment

You can specify how the media object will be aligned with respect to adjacent content. The
alignment options are the same as those for images; see Setting an image's alignment, p.148 for
examples. The default alignment is Bottom.

Play and screen options for Windows Media Player
These options are available for media objects that will be played with the Windows Media Player control.

Auto start
The media clip will begin playing as soon as the browser has finished downloading it.

Show tracker

The player will show a slider that allows the user to jump to a point in the media clip. (Note: the
tracker will not be visible if the Show controls option is not selected.)

Show controls
The player will show controls for controlling the progress and sound volume of the media clip.

Show goto bar

The player will show a drop-down menu displaying a list of markers in the media file, if any have
been defined. The user can select a marker to jump to the corresponding position in the media clip.
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Show info

The player will show a panel containing information about the media clip, such as its name, author,
and copyright notice.

Show status bar
The player will show a bar displaying status information.

Auto size

The player will automatically adjust its size to fit the media clip.

Play and screen options for QuickTime

These options are available for media objects that will be played with the QuickTime plugin.

Auto start

The media clip will begin playing as soon as the browser has finished downloading it.

Loop

The media clip will play again from the beginning when its end is reached.

Show controls

The player will show controls for controlling the progress and sound volume of the media clip.

Scale

e Stretch to fit: The media clip will be stretched to fit the specified dimensions of the player.
e Keep aspect: The media clip will be scaled proportionally to fit the specified height of the
player, preserving its original aspect ratio.

Play and screen options for RealOne Player

These options are available for media objects that will be played with the RealOne (or RealPlayer) plugin.

Auto start

The media clip will begin playing as soon as the browser has finished downloading it.

Loop

The media clip will play again from the beginning when its end is reached.

Center (auto size)
The player will automatically adjust its size to fit the media clip.
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Main aspect

The media clip will be scaled proportionally to fit the specified height of the player, preserving its
original aspect ratio.

Controls

Click to select the controls you want the player to show.

Inserting Flash and Shockwave objects

To insert a Flash or Shockwave object in the current document

1.

On the Insert menu, point to Media and then click Flash or Shockwave, depending on the type of
object you want to insert.

Locate and select the desired Flash or Shockwave file on your local file system and click Open, or

enter the URL of a Flash or Shockwave file on the Internet in the URL to open box and click Open
URL.

(optional) If you will use the object in a script, type an ID for the object in the ID box.
(optional) If you want to show the object in a size other than its original size, specify the desired

size in the Width and Height boxes under Size and spacing. You can enter sizes in pixels or as a
percentage of the parent container's size.

(optional) Specify the margins on the sides and/or above and below the object in the Horizontal
spacing and Vertical spacing boxes.

Under Alignment, click the box and select the desired alignment of the object with respect to
adjacent content. (See Setting an image's alignment, p.148 for examples of the alignment options.)
The default alignment is Bottom.

(optional) If you need to change any of the object's parameters, click the Parameters button, edit
the parameters, and click OK.

Click OK.

To be able to see Flash or Shockwave objects in Preview mode, your computer must have the
appropriate player installed. You can download the Flash and Shockwave players from
Macromedia's download page.

Most Flash objects (those with .swf extensions) are shown in Edit mode as the first frame of the
animation. However, Flash objects that have a .fla extension are represented by dashed rectangles
in Edit mode.

Shockwave objects are represented by dashed rectangles in Edit mode.
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Inserting other ActiveX, applet, or plug-in objects

If you have a media file that is not supported by Windows Media Player, QuickTime, or RealPlayer, but
you know an ActiveX control that supports it, you can still insert the media file into a Web document.
Similarly, you can insert any media file that is supported by a Netscape-style browser plug-in. You can
insert Java applets, as well.

To insert an ActiveX object

On the Insert menu, point to Object and then click ActiveX Control.

In the Class ID box, enter the classid attribute for the object, or click the triangle and select from
the list of ActiveX controls installed on your computer.

(optional) If you will use the object in a script, type an ID for the object in the ID box.

(optional) If you want to show the object in a size other than its original size, specify the desired
size in the Width and Height boxes under Size and spacing. You can enter sizes in pixels or as a
percentage of the parent container's size.

(optional) Specify the margins on the sides and/or above and below the object in the Horizontal
spacing and Vertical spacing boxes.

If you are inserting a media clip, click Parameters, enter the path or URL of the media clip in the
appropriate field (for example, Source) and click OK. Also click Parameters if you need to specify
any other object parameters.

Click OK.

To insert a plug-in object

1.
2.

On the Insert menu, point to Object and then click Plug-In.

In the Path box, enter the path or URL of the media file. You can click Browse to locate and select
a media file on your local file system.

(optional) In the Alt text box, enter a brief description or notice to be displayed in the browser if
the supporting plug-in is not installed.

(optional) In the Plug-in home box, enter the URL of a Web page from which users can download
the plug-in if they do not have it.

(optional) If you want to show the object in a size other than its original size, specify the desired
size in the Width and Height boxes under Size and spacing. You can enter sizes in pixels or as a
percentage of the parent container's size.

(optional) Specify the margins on the sides and/or above and below the object in the Horizontal
spacing and Vertical spacing boxes. '

Under Alignment, click the box and select the desired alignment of the object with respect to
adjacent content. (See Setting an image's alignment, p.148 for examples of the alignment options.)
The default alignment is Bottom.

Click OK.
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To insert a Java applet

l.
2.

On the Insert menu, point to Object and then click Java Applet.

In the Code box, enter the name of the applet's class file, or click Browse to locate and select a
class file on your local file system.

In the Codebase box, enter the path or URL of the folder that contains the class file. (If you select
a file using the Browse button, the codebase is entered automatically.)

(optional) In the Alt text box, enter a brief description or notice to be displayed in the browser if
the supporting plug-in is not installed.

(optional) If you want to show the object in a size other than its original size, specify the desired
size in the Width and Height boxes under Size and spacing. You can enter sizes in pixels or as a
percentage of the parent container's size.

(optional) Specify the margins on the sides and/or above and below the object in the Horizontal
spacing and Vertical spacing boxes.

Under Alignment, click the box and select the desired alignment of the object with respect to
adjacent content. (See Setting an image's alignment, p.148 for examples of the alignment options.)
The default alignment is Bottom.

(optional) If you need to change any of the applet's parameters, click the Parameters button, edit
the parameters, and click OK.

Click OK.

Most ActiveX, plug-in, and applet objects are represented by dashed rectangles in Edit mode.

To edit the properties of an object, double-click the dashed rectangle. To resize the object, click
the rectangle once to select it, and then drag its resize handles.
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Using Smart ClipArt

Namo WebEditor comes with a library of ready-to-use Smart ClipArt images that you can insert into your
Web documents. Being vector-based (p.139), Smart ClipArt images are different from ordinary, bitmapped
images—such as GIF and JPEG images—because you can resize them without loss of sharpness and edit
them, right inside Namo WebEditor, in an object-oriented fashion. For example, you can add a text object
to any Smart ClipArt image, and then change or remove the text later without needing to restore the
original, unedited image. Smart ClipArt images use the TNG format, Namo WebEditor's own vector-based
image format.

When you insert a Smart ClipArt image into 2 Web document, Namo WebEditor automatically creates a
bitmapped version of the image in GIF format, so that it can be viewed in any visual browser without
installing additional software. At the same time, the original vector-based image data is inserted into
document's HTML source code, so that you can later edit the image without reinserting it. When you resize
or edit the Smart ClipArt image, Namo WebEditor recreates another bitmapped version on the fly.

If Namo WebCanvas is installed on your computer, you can edit a Smart ClipArt image within Namo
WebEditor by double-clicking it. You can also use Namo WebCanvas to create your own Smart ClipArt
images from scratch.

In this section

Inserting @ Smart ClPATE iMAEE .....c.eeereeiereei i eecicnereesienscnecnnanneas p.258

Modifying SMart ClpP.....ccoiiiiiiceceieeeenee e ee s s et e sne s e senas p.259
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Inserting a Smart ClipArt image

To insert a Smart ClipArt image

1. Place the insertion point where you want to insert the image.

2. On the Insert menu, click Smart ClipArt. (Or click the Smart ClipArt button on the Shortcut Bar.)
3. Select a folder in the folder list on the left side of the Resource Manager.

4. Select the desired image and click OK.
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When you insert a Smart ClipArt image, Namo WebEditor saves a bitmapped version of the image in a
temporary folder. It is the bitmapped version, not the original Smart ClipArt (TNG) image, that is actually
shown in the document window or a browser. Later, when you save the document, Namo WebEditor moves
the bitmapped image to the "images" subfolder of the document's folder. (If an "images" folder does not
exist, it is created automatically.) When you publish the document, make sure to upload the "images"
subfolder to the remote site, along with the document.

You can change the default path for Smart ClipArt-derived bitmapped images by specifying a different path
in Namo WebEditor Preferences. The path is always relative to whatever folder the document is saved in.
For example, if you specify the default path as "../images", the bitmap images will be saved in the "images"
subfolder of parent folder of the document folder.

To change the default path for Smart ClipArt-derived bitmap images

1. On the Tools menu, click Preferences, and then click the Save tab.

2. Inthe Save Smart ClipArt, equation, and chart images in folder box, type the desired path (relative
to the document folder).

‘:-j Ifyou change the default path for Smart ClipArt images, Namo WebEditor will automatically move
already-inserted images to the new path the next time you save a document that includes Smart ClipArt.

Modifying Smart ClipArt images

You can edit a Smart ClipArt image right inside Namo WebEditor using the Smart ClipArt Editor, a
simplified version of the standalone Namo WebCanvas image editor that is included with some versions of
Namo WebEditor 6. To open the Smart ClipArt Editor, just double-click a Smart ClipArt image in a
document. When you are finished editing the image, click OK.

The subsections below describe a few basic editing tasks you can perform in the Smart ClipArt Editor.
However, since the editor includes much of the functionality of the full Namo WebCanvas program, a
complete description of its capabilities is beyond the scope of this document. For more information about
what you can do with the Smart ClipArt Editor, please refer to the Help window in Namo WebCanvas.

=] The Smart ClipArt Editor is not available if you do not have Namo WebCanvas installed. If Namo
WebCanvas was not included in your Namo WebEditor 6 package, it must be purchased separately
and installed to enable the Smart ClipArt Editor.

In this section
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Changing the exporting area of a Smart ClipArt image........c.cccvevererenrenienes p.262

Changing colors in a Smart ClipArt image

To change the color of an cbject in the image
1. Double-click the Smart ClipArt image in the document window.

. On the side toolbar, click R (Direct Selection Tool).
3. Select the desired object by clicking it. (If it is difficult to select directly, you can also select it in
the Layers panel.) The path of the selected object will appear in thin blue lines.

LR AN b o 3 bt ‘-"

Button 1

4. On the Paint panel, click the triangle on either the Fill button or the Stroke button (depending on
which part of the object you want to change) and select a new color. If the color you want is not on

the palette, click B (the palette menu) and select another palette, or click @ and select a color in

the Color Picker.
Paint ISlrokeI Transform | Effect | Text |
r ([ fEce [@@E] i+
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5. Click OK to save the edited image.
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@ If an object's stroke is not at least 1 pixel wide, any color you give it will not be visible. To change an
object's stroke width, click the Stroke tab and enter a value in the Width box.

To change the image's background color

Most Smart ClipArt images have a transparent white background. This works well when they are used in a
Web document that also has a white background. But if a document has a colored background, the image
may not match well. In such cases, you should change the Smart ClipArt image's background color to
match that of the document.

1. Double-click the Smart ClipArt image in the document window.
2. Right-click the image editing area and click Canvas Properties.
3. Click the Color box and select the new background color. If the color you want is not on the

palette, click B (the palette menu) and select another palette, or click @ and select a color in the
Color Picker.

4. If you want the background color to be transparent (so that the document's background shiows
through it), select the Transparent check box.

5. Click OK.
6. Click OK again to save the edited image.

Adding or editing text in a Smart ClipArt image

Adding text to, or modifying existing text in, a Smart ClipArt image is easy. You can edit the text itself and
change its font, size, style, direction, and other properties.

To edit an existing text object in a Smart ClipArt image

1. Double-click the Smart ClipArt image in the document window.

2. Select the text object by clicking it. (If it is difficult to select directly, you can also select it in the
Layers panel.)

3. Onthe Text panel, edit or change the properties of the text object as desired.
Click OK to save the edited image.

To add text to a Smart ClipArt image

1. Double-click the Smart ClipArt image in the document window.
2. Onthe side toolbar, click A (Text Tool).

3. Click anywhere in the image editing area.
4

In the Text box, type the desired text, and then configure the text properties—font, size, direction,
and so forth—as desired.

5. Click OK.
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On the side toolbar, click R (Selection Tool).

7. Drag the text object to the desired position on the image. You can also resize it by dragging its
resize handles.

8. Click OK to save the edited image.

9 When entering text, you can insert a line break by pressing Ctri+Enter.

Changing the export area of a Smart ClipArt image

One of the strengths of the Smart ClipArt image format is that you can choose which part of an image is
visible in the Web document by modifying its export area. The export area is a rectangular region that
determines what part of the image will be saved in bitmapped format for display in the document. Each
Smart ClipArt image that comes with Namo WebEditor has a predefined export area, and you can modify
this in the Smart ClipArt Editor.
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Example of reducing the export area

To specify the export area of a Smart ClipArt
1. Double-click the Smart ClipArt image in the document window.

2. On the side toolbar, click H (Export Area Tool).
3. Do one of the following to define the export area:
o Draw a box around the part of the image you want to be visible.

o Click anywhere on the image editing area. In the Export Area dialog box, specify the
desired Size and Position of the export area in numbers, and then click OK.

4. Ifnecessary, adjust the export area by dragging the resize handles on the dashed blue rectangle.
5. Click OK to save the image with the new export area.

B Namo WebEditor can automatically set the export area to the minimum size that includes every object
in the image. To set the export area automatically, right-click anywhere on the image editing area and
click Auto Export Area.
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Converting a Smart ClipArt image to an ordinary
image

When you insert a Smart ClipArt image into a Web document, Namo WebEditor saves the original image
data in the document itself, so that you can always edit the image later without needing to open another file.
As aresult, the file sizes of documents containing Smart ClipArt images can be significantly larger than
those of similar documents that only use bitmapped images (which are always stored separately). If you
need to minimize the file size of a document that includes Smart ClipArt images, and you do not plan to
edit the images in the future, you can save space by converting the images to ordinary, bitmapped images.

To convert a Smart ClipArt image to a bitmapped image
1. Right-click the image, point to Image, and then click Convert to Standard Image.
Click Yes to confirm converting the image.
In the File name box, enter the desired file name for the bitmapped image.
Click the Save as type box and select the desired bitmap image format: GIF, JPEG, or PNG.
Click Save.

Ao

9 If the Smart ClipArt image has a transparent background color, select GIF format for the conversion.
The other formats do not support transparency.

@ Once you convert a Smart ClipArt i