Quick Tips

You should have completed the following before you start your
Thinkport Web site:

« Decide what pages your site will have.

— Write all of the text that you want to appear on your web page(s) in
Microsoft Word or some other word-processing program.

— Create all of the resources you want to link to your web page and save
them to your Idea Box.

— Decide what each page will be about.

« This Web Site Builder doesn’t allow you to create directories that
would, for example, put the French Homework and the Social
Studies Homework in a folder called “Homework™. Everything must
stay at the same level, so keep that in mind when you are deciding

how to organize your information. You’'ll need to make a page for
each.



Quick Tips

Note: When you use the Return key in this free-form writing tool, it
will actually show you the equivalent of hitting the Return key twice
in a word processor. This is a quirk of HTML. If you want the
equivalent of hitting the return key once in a word processor, hold
the Ctrl key down while you hit Return.

There is an option under the main free-form text tool that allows you
to look at the formatting you've done in HTML. If you are
accustomed to looking at and working with HTML code, this is a
valuable tool for precision “tweaking” of the formatting. If you are not
accustomed to looking at HTML code, this will not be particularly
useful to you.
You can see your new web site at

. For example, if John Doe’s
username for Thinkport was jdoe, then the address for his web site
would be http://members.thinkport.org/jdoe.



Getting Started

You will be creating a whole web site -- a series of web pages that link together.
You can have as few or as many pages in your site as you would like. Before
you begin to use this tool, you should have a really good idea about what you
want to be in your web site. You should have the following completed before you
start your Thinkport Web Site:

*Decide what pages your site will have.

*Decide what each page will be about.

*Write all of the text that you want to appear on your Web page(s) in Microsoft
Word or some other word processing program.

*Create all of the resources you want to link to your Web page and save them to
your ldea Box.

If you have all of this at your fingertips before you get started, the process will go
quickly and painlessly.



Do not use a Template




Define Pages
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Format Text

The next step is where you actually create a page. The first page in your list will
serve as your Home Page and will be the page visitors to your site will see first.
If you spent the time to write the text of the page in Microsoft Word or some
other word processing program, you can just copy and paste your text into this
window. Most of the time, the formatting you used in your Word processor will
appear in the free-form text tool without you having to fix anything. If it doesn't,
however, you can use the formatting tools provided to make the page look the
way you want.

Note: When you use the Return key in this free-form writing tool, it will
actually show you the equivalent of hitting the Return key twice in a word
processor. This is how HTML displays separation between paragraphs,
and the free-form text tool reflects this. If you want the equivalent of just a
single Return, hold the Ctrl key down while you select Return.

When you are finished, select the Save and Continue button.
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Editing Tools — Color Color v

Colaor
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Select some text and
then select a color from
this menu. You can only
apply color to the text.
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Editing Tools — Highlight

Highlight
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you had run a highlighter
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Cut text for pasting elsewhere

Editing — Text Tools
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Adding Images

You can add images to your Thinkport web pages by linking to
images that already exist on another web site. Locate the
image you would like and copy and paste that image onto
Thinkport page.

Please do not attempt to copy and paste a pict
hard drive. It will look fine on your computer
as a broken image on other machines.



Adding Emoticons

- -ﬁ?;, Angel and Angry
e :
Emoticons are the “smilies” 43 *  Deviland Cor
that people use so often in S s
email and chats. Since i U =
Emoticons are meant to o

represent feelings, that is how
they are referred to in the
free-form text tool. Here are
the actual emoticons and how
Thinkport refers to them.




Time & Date

E‘j' These tools will automatically put in the current date and time.

Note: There is an option under the main free-form text tool that
allows you to look at the formatting you’ve done in HTML. If
you are accustomed to looking at and working with HT
code, this is a valuable tool for precision “tweaking”
formatting. If you are not accustomed to looking
code, this will not be particularly useful to yo



Select Ideabox Items
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Add Attachments

Select the items you want to add to your web page by using the checkboxes. Once
you have put checks next to each related item (by selecting your mouse in the
checkbox), select Add Items from the Actions drop-down menu.

Choose the Select button. The screen will change again, and the items you chose
will appear in a list. You can use the [ |and the [ buttons to reorder the page
Use the button with the X in it to delete a page from your list. The Edit butto
allow you to go directly to that resource (even if it is a Lesson Plan or Acti
make changes.

When you have added all of the resources you want, select S

You will be brought back to the Define Pages section
the next Web page in your Web site.
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Elements of the Site

There are four key sections to your web page. These elements
appear on every page on your web site.

1. the main navigational links on the lefft,
2. the center content area,

3. the attachments, and

4. the visitor counter.
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