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Starting Composer

To start Netscape Composer, click on the Start button on the taskbar,
select Programs from the lig,

select Netscape Communicator,

select Netscape Composer.

Alternaivdly, if you dready have a Netscape window open (either Navigator or
Messenger), select Communicator from the toolbar and then Composer from the
dropdown menu. Communicator can aso be started by clicking on the pen and paper icon
at the bottom of other Netscape windows.

Thiswill open Composer with ablank untitled web page opened for editing. To open anew
blank web page at any time, from the File menu, select New and then Blank Page or click
on the New icon. To open an exigting page for editing, ether click on the Openicon or,
from the File menu, select Open Page and then Choose File and browse for the file to
edit.

Editing Pages in Composer

The Editing Toolbar

Mogt editing functions in Composer can be carried out from the format toolbar, which
generaly appears as the last toolbar at the top of the page. The fields in the toolbar have the
following purpose:

Paragraph style: Allowstext to be formatted to pre-defined heading styles.

Appliesto sdlected paragraph.

Font: Apply font to selected text - do not use.

Font sze: Specify relative Sze of selected text - do not use.

Font colour: Specify font colour of selected text - do not use.

Bold: Set sdlected text in bold type.
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Italic: Set sdlected text initalics.

Underline: Set selected text with underlines. Not recommended because looks like
link text.

Remove all styles: Remove dl explicit text formatting.

Bullet list: Set sdlected paragraphs as bullet points.

Number list: Set selected paragraphs as anumbered list.

I ndent/Outdent: Indent or outdent selected paragraph.

Alignment: Left, centre or right justify selected paragraph.

Formatting Text

Use the format fidd in the toolbar to format text within the webpage. The formatting styleis
gpplied to the selected paragraph of text. For body text, thisfield will be set to either
Normal.

In order to specify text as a heading, click anywhere in the line of heading text and sdlect
one of the heading styles Headingl to Heading 6 from the drop down ligt. Thiswill formet
the text as the gppropriate level of heading. To check the way that the heading will gppear in
the live page, you can go to the webguide <http://iww.ade ai de.edu.au/webguide>.

Do not use Font, Font size or Font colour to format text as these types of formatting are not
compatible with the style sheets used with the University templates. If they are used, they
will be stripped from the text when the page is displayed and so the page will not haveits
intended appearance. In addition, they may cause the style sheetsto "bresk", stopping any
correctly gpplied heading styles from being applied.

Bold and italics formaiting can be applied to selected text for minor headings and highlighting
within a paragraph. Note that underlining text for emphasis is not recommended as it may be
confused with alink.

Creating and Editing Links

To create alink, select the text to gppear as the hyperlink and then click the Insert Link
icon. A pop-up box will be displayed alowing you to enter the URL of the link in the entry
fidld. There are severd ways of doing this. If thelink isalink outsde the site, type the
hyperlink into the link field (you can use cut and paste from your browser). If thelink is
within your Ste, dick on Choose File to use the windows browse to select the link you
require. Thiswill create ardative link, showing the link reaive to the current page, which is
the recommended way of entering links to pages within your ste.

To change alink, dick anywhere within the link text and use the same techniques to change
the link details within the link field.

To ddetealink, click anywhere within the link, click the Link icon and then click on
RemovelLink.
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To create emall links, follow the steps outlined above and in the link field enter
mailto:email_address where emall_address is the emall address to mail to when thislink is
clicked.

Creating Targets

Targets, or anchors asthey are so known, are used to jump to a specified point within a
webpage.

To create atarget, place the cursor at the point you want to jump to in the page and click
the Target icon. Enter aname for the target and press enter. It is good practice to give the
target aname that relates to its position within the page, for example, if it isa aheading a
short form of that heading would be a suitable name. A target icon will gppear in your
webpage to denote the target point. Note that thisis not visble when the page is viewed
through a browser.

Y ou can then create alink to thistarget within the page by typing #tar get_name within the
link field when creeting alink as described above. Y ou can dso link to atarget in another
html page by typing web_pagettar get_name for atarget set within that page.

Inserting Images

To insert an image into your web page, first place your web ready image file within your
loca web ste on your hard drive, preferably in afolder created specificaly for storing
images. To insert theimage click on the Image icon in the objects toolbar or go to the
Insert menu and sdlect |mage. Enter the image file name in the pop-up window which is
displayed. Remember to upload the image file to the server when you upload your webpage
or it will not be visble when the page is displayed.

To wrap text around the image sdlect the L eft or Right option for text wrapping,
depending on which side of the text you want the image to appesar.

Avoid scaing images within your html pages by dways using a program such as photoshop
to save the images to the required Ste and format before inserting them into your html page.

Tables

Insert a Table

To insart atable click on the Table icon in the objects toolbar or go to the | nsert menu and
select Table. Sdect the appropriate options for the table in the pop-up window which is

displayed:
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Mew Table Properties
Humber of roves; I:{ MHumber of columns: |2

— T ahle Alignment

(* | aft " Center " Right
[ Include caption: ) Ahoye tatile {71 Eelov tabile
¥ Barder line width: I1 pivels

Cell spacing: iEI pirelz betvween cellz

Cell padding: i5 pirel zpace within cellz

W Table width: ITUU l‘Z of parent cell ;!

[™ Table min. height: i1DD I‘Z of parent cell _'_i

¥ Equal column widths

— Table Background

[ Use Colar; |

[ Use Image: i

[ Leave image at the original location Choose Image... |

Extra HTML. .. |
(] I Cancel | Apply | Help |

Enter the number of rows and columns you require for the table. In genera, atable Border
of 1 with aCell Padding of 5 and a Cell Spacing of O will give an atractive, ample teble.

Modify Tables

There are numerous options available for modifying a table within your webpage. To edit
basic table properties, click the cursor ingde the table and click the Tables icon. For more
editing options, from the toolbar select Format and then Table Properties. Depending on
the tab selected, Table, Row or Céll, different agpects of the table or table e ement can be
changed.

Saving Webpages

When you have finished making changes to the webpage you can save changes by selecting
File and Save from the top menu bar or by closng thefile and clicking Y es to save
changes. Alternatdly, when you close the file, Composer will prompt you whether to save
your changes. Click Yesto save.

Note that when you save afile the update information which is displayed at the bottom of
the page will autometicaly be updated with the current date so that others can see the page
has changed.

Site Management

Using WS_FTP

Stat WS _FTP by clicking on the start button, selecting Programs, then Internet Tools
andfindly WS FTP.
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The first time you use WS _FTP to connect to the development server you must enter
information to define the connection. Subsequently, make sure the profile nameis the one
you specify for the connection to the development server and the remaining settings will be
remembered.

Setting up WS_FTP Access

To define the ftp connection to the webdev development server, start WS _FTP and enter
the following informetion:

Make sure that the General tab is selected and enter the following information:
- Profile name: any name that will remind you that thisis the connection to your internet
gte.
Host Name/Addr ess: webdev.adelaide.edu.au
Host Type: Autométic detect
User I1D: Your emal login- xxxxxxnn where xxxxx is the firg letter of your firs name and
the fird five letters of your surname and the nn is the unique number assigned to you
Password: Y our emall password.
If your computer is secure, tick the checkbox for Save pwd.
Account: Leave blank
Comment: Leave blank

Click on the Startup tab and enter information in the following fields.
Initial Remote Site Folder: the location of your Ste on the server.
Initial Local Folder: the folder on your hard drive where you will be saving files
temporarily in order to update them.

Downloading files to edit

Once you connect to webdev with WS_FTP you will see awindow with two lists of files.
The one on the left isthe locd system, that is, your hard disk, while the one on the right is
the remote Ste, which is the webdev server as shown below:
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FTf-"'w'S_FTP LE webdey. itz adelaide_edu._au
~Local System —Femote Site
-‘é | Name l{ chooi - la|  chaopie
5 N . ix - .
[0 _notes MkDir 3 academbd [ MkDir
3 alunni | [J acce=ss
B onimal_ servich . [d=lumni :
| = Wigw el
[ ce=sgl 5 | [Janimal_ serwic™
[ courses Exec [J anrs EREC
[ department= Fename _|"> [darbitration Flenarme
[ =T [dari =
3 finance LD [J busine=ss Dl
3 front Fefrezh [J campuses_maps Refresh
: | hr | ﬂll Diflnfa : I i iy ﬂll Ditlnfa
= ASCH " Binary [T auto
Received 5533 bytes in 0.1 secs, [540.00 Kbps]. tranzfer succeeded ;]
226-Transfer complete.
295 (Juotas off |
Cloze | Cancel | Logtnd I Help I [ ptions I Abot I E wit I

In generd, it is recommended that you set up WS _FTP so that the local system is set to
your top level web folder and the remote system is set to the top leve of your web Site on
the server. It is aso strongly recommended that you mirror the structure of your web Site
from the server to your loca computer. That helps in ensuring that the intended files are
always uploaded and downloaded.

Navigate through both your local and remote Sites to the file you want to edit. To do this,
double click on afolder below your current folder to moveto it, or double click on the
"uparrow with dots" at the top of the list to move one leve up the folder structure.

Once you have both the local and remote Sites at the gppropriate folder, click on the file you
want to download in the right hand (remote server) window. Then click on the left pointing
arrow (<=). Thiswill copy thefile from the server to your local computer, alowing you to
make changes to the webpage.

Uploading modified (and new) files

Once you have made changesto thefile, or have created a new file, you must then upload
the file to the web server to enable people visiting your web Ste to see the webpage.

To do this, click on the refresh button to the right of the local computer window to make
sure that you are looking at the correct file to upload, by checking the date on the file. Once
again, make sure that the local and remote Sites are set to the same folder, then click on the
file you want to upload in the left hand (local computer) list and click on the right pointing
arrow (=>) to upload it. Doing this will copy the file from your local computer to the web
server, making the page visible on the development web site where they can be previewed
to make sure they are working correctly before they are uploaded onto the live web server.
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Creating Pages from Templates

There are three standard templates available for creating new web pages. These are as
follows

tmpl_1.html: sngle column format without any navigation, generdly used for wide tables or
front pages.

tmpl_2.html: the most commonly used format with aleft hand navigation area and aright
hand main page area.

tmpl_3.html: smilar to tmpl_2.html but with an extra column for images or sde bar
information.

To create a new page from the templates, connect to the server and change to the templates
directory on the server. Change to the locd directory where you want to create the new
page. Copy the template to the local computer. Rename the template to the required
webpage name. Y ou can then add content to this new page as required.

Further Information

The University of Addlaide web Ste has a sub site designed to provide information to people
creating and maintaining web sites within the University. This can be found &:

The University of Adelaide Web Guide: http://www.ade aide.edu.au/webguide

List of header styles: http://mww.add a de.edu.au/webguide/howto/style.html
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