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This tutorial will introduce you into editing your Web and Class Pages, setting up server
communication and installing password protection for single files.

Please find all necessary equipment on the ICCD CD.
The CD contains:

- Local Web Pages — blank pages

- Local Class Pages — blank pages

- WS _FTP 95 LE — FTP programme

- Tutorial: Software Training I

- ICCD forms: letterheads, logos etc.

- ICCD Power Point Presentation
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Web Pages — Class Pages

Class Page Archive

View Class Pages of previous courses of the Centre for East Asian Studies at
http://www.dresden.iccd-project.net/neo-conf/

- go to “Neo-Confucianism”
- browse through the several options, course description, schedule etc., to get an idea of
what you can do with your Class Pages

To inquire about other technical solutions please view
http://rcswww.urz.tu-dresden.de/~cstorm/Taiwan/

Getting started

Use the Windows Explorer to create a new directory in c¢:\iccd\
Choose a short and precise name for your directory, e.g. a short title of your class or your
name. Please use small letters only. Avoid “spaces” and any special letters.

The directory is called [your directory] in this tutorial hereafter.

Copy the Web / Class Pages’ files from your CD into your new directory. (Mark all relevant
items in the Windows Explorer’s right window and drag & drop them into your new directory
= c:\...\your directory)

Open Your Directory in FrontPage

Click on Start — Programmes — Microsoft FrontPage to open FrontPage, the programme
which you will use editing your Class Pages.

If there are differences between the versions FrontPage 2003 and FrontPage 2000 you will
find both versions explained. (FP 2003, FP 2000)

FP 2003 FP 2000

Click on File — Microsoft FrontPage 2003

Open Site... (2003)

Microzoft FrontPage

Edit  View Insert Format Edit Wiew Insert Format To

[Open Web... (2000)] Mey T VE
in the menu bar. Open...  Chrl4o — k[0 —]
Select your directory J Ch:u i Chrl4Ed
and hit Open - 3 =
Cpen Sike iab |
Dpen Web. ..
’: Elmse SED
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If a directory is opened the first time, ERGRTEEN TS QT ETLOR SN ST S0 x|

FrontPage opens a window. Answer ¢p | FrontPage needs to add information ko your
the question with “Yes”, because then ~ “w## folder in order to help manage your

. Hyvpetlinks and other Web site content.
e.g. hyperlinks and references to

images are updated automatically Do wou wank to add FrontPage information to
"LUSEROAZ \naz-sekri Class Web Pages

when you move files around or delete \dresden,iccd-project. net” ?

them. [ Dor't ask me this again

Next you see the structure of your directory in the work area.
Double clicking on “Index.htm” provides you with a general view of the Web / Class Pages
appearance.

If you wish to edit single pages please avoid working in this mode. Instead please
A open the content / content_cp folder and open the single files directly by double
clicking on the respective file name.

[When working with FrontPage 2000 it may occur, that you cannot see the structure of your
folders and files. Then activate the option View — Folder list.]

Falder Lisk | (& Web Site

: Contents of 'TAUSER W OAZ\0az-sekr Asialinkl Class W
= ) dd_classpages HName I Title I
2 _private |[Zydd_classpages
) content_cp [ dd_mainpage
I images_cp {ayindex.htm Cresden - Module Web Pa...
[ left_cp
I top_cp
_}- dd.css
I§_H| indez. hitrn
55] line. htm
IE_H] outsidel, hkm
@11 ouksider, htm
E] ws_FTP.LOG
= ) dd_mainpage
|y conkent
|y images
[ left
I top
__} dd.css
@11 lirve:, bk
I§_H| outsidel. bkm
S5] outsider . htm
[£] ws_FTP.LOG
ok indes. b

Most of the relevant files can be found in the content (Web Pages) or the content_cp (Class
Pages) folder.
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Formally you will be responsible for editing two different and independent web sites:
1. your local Web Pages giving information about your institute, the project related work

etc.

2. your Class Pages, designed especially to meet the needs of teaching a course.

The general file structure is as follows:

Web Page:

(example for Web Page Dhaka = dh ... Others areli ..., be ..

., dd ... respectively.)

' dh_mainpage

=

i

content
archive.htm
classpage.htm
contact.htm
disclaimer.htm
home.htm
news.htm
images

al blau.gif
logo_hell schrift.gif
punkt.gif
spr_oben.gif
spr_unten.gif
strich.gif
uni_dhaka blau2.gif
left
larchive.htm
Iclasspage.htm
Icontact.htm
left.htm
lhome.htm
Inews.htm

top

top.htm

dh.css
line.htm
outsidel.htm
outsider.htm
index.htm

The content folder contains the major files to be edited.

The image folder contains several images, i.c. logos. Avoid
deleting any of them.

If you wish to add additional images within your pages
please save them in this folder.

A

The left folder contains left side frames. Please do not
change or delete them.

A The top folder contains the top frame. Please do not
change or delete them.

A

The remaining files are responsible for arranging the loaded
files properly on the screen. Please do not change or delete
them.
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Class Pages

I dh_classpage

=

content_cp
J material

Test _open.doc

I restricted

Test_restricted.doc
Test restricted.htm

contact.htm
description.htm
disclaimer.htm
home.htm
link.htm
literature.htm
material.htm
msgboard.htm
partner.htm
reports.htm
schedule.htm
images-cp
al blau.gif
logo hell schrift.gif
punkt.gif
spr_oben.gif
spr_unten.gif
strich.gif
uni_dhaka blau2.gif
left-cp
lcontact.htm
ldescription.htm
left.htm
lhome.htm
llink.htm
lliterature.htm
Imaterial.htm
Imsgboard.htm
Ipartner.htm
Ireports.htm
Ischedule.htm

2 top-cp

top.htm

dh.css
index.htm
line.htm
outsidel.htm
outsider.htm

The content folder contains the major files to be
edited.

The material folder stores course material i.e. word
documents, relevant .htm files, scanned book pages
etc. containing important information for the students
to prepare for class.

This material is either open to everybody who might
visit the page or restricted by password (see below) to
participants of the course if the material is under
copyright protection.

The image folder contains several images, i.e. logos.
Avoid deleting any of them.

If you wish to add additional images within your
pages, or if students use pictures in their reports please
save them in this folder.

A\

The left folder contains left side frames. Please do not
change or delete them.

The top folder contains the top frame. You will have
to customise it. (See below).

A The remaining files are responsible for arranging
the loaded files properly on the screen. Please do not
change or delete them.
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[There are two different Class Pages for the Dhaka team: dh_classpage 1 and
dh_classpage_2.]

Open now the file “home.htm” of your Web / Class Pages. You may enter a welcome
message and general information about your institute or the course here.

When opening a page you are automatically in the Design mode [Normal mode in FP 2000].
Here you can type and edit your pages very similar to the use of Microsoft Winword. In the
beginning you may prefer to use this mode.

The Code mode [FP 2000: HTML mode] enables you to edit your pages directly in
html encoding. Writing html code provides a better technical quality, but you have to
have some knowledge of the html code.

The Preview mode gives you a screen display as should appear later in the web.

You will find the respective buttons in the bottom menu bar.

Save the Changes

After having changed something in one of your pages always save the file, even when the
page is not finished. You might want to get into the routine of saving changes every 5 to 10
minutes. As Murphy’s Law also applies to computers, the computer freezes or there is a
power failure just when you have worked on your Web / Class Pages for hours and hours and
then all your work is gone. To prevent such frustrating and discouraging events, always save
your files. There are three ways to do that:

1. click on File — Save
2. use the shortcut CTRL+s

3. click on the floppy disk icon =

You may now like to edit and save another page.
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Please note that some ordinary tasks allow additional options compared to Winword.

The Edit — Replace task e.g. will ask you whether to process the replacements in the current
file only or in all files belonging to the site [= all pages belonging to your directory], etc.

Make sure to choose the radio button fitting to your intentions.

FP 2003:

d ¥ Find and Replace 10| x|

Find  Replace |HTML Tags |

Find what: Replace with:

El
Bl

HTVL Rules,,. . Zlear rules

=

Search options

Find where: Direction: advanced:
" all pages & al [ Match case
" Open page(s) " Up I | Find wholeword only
= Selected pagels) £ Down [ Ignore whitespace differences
= Current page | Regular expressions
I Findlin saurce code query: |5
Replace Al | Replace | Fird Mext | Close |
FP 2000
EZ Replace K E
Find what: fl el |z |
Replace with: I Cancel |
Search options Replace |
Find wihere: Dhirection: O ptions: Replace Al |
" &l pages C Up [ tatch case
% Cument page & Down [ Find whale word anly

™ | EindlimE ke
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Customizing Your Page

Customizing Your Contact Page
Open contact.htm in the content / content_cp folder.

Insert your ICCD email address into the TO field and save the file.

Customizing Your Class Pages’ Top Frame
Open top.htm in the Class Pages’ top-cp folder.

Insert your name, time and place of your course like in the example below.

(4] ‘WebSite || top.htm

<] [<body>| |<tables| [<tr>| [<tdz| [<h15]

fSeIf awareness and images of the "other” ) TECHNIS{:HEE
in Asian and European cultures | |—| UNIVERSITAT
; P ' DRESDEN

Then save the file.
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FTP - Programme

An FTP (= File Transfer Protocol) is a programme enabling you to set up communication
between your computer (local system) and the server (remote system) containing the ICCD
domain and subdomains. Normally you will work on your pages on your own computer first
and only afterwards connect to the server for the uploading procedure.

We will use the WS_FTP 95 LE programme for server communication. It is a free shareware.

Installation

To install WS _FTP on your computer start the Explorer and open the WS_FTP folder on your
CD. Then double click on the WS _FTPLE.EXE file. This will start the installation wizard.
Follow the instructions and choose to be “Student /Faculty member” working “at home”. For
the rest always choose*“Yes”, “Agree” or “standard application”.

You may now run the WS _FTP programme by opening the Start — All Programmes —
WS_FTP menu and clicking the WS_FTP 95 LE.

To create a desktop icon, right mouse click the WS _FTP 95 LE and choose Copy. Then close
all open windows, place the mouse on a free desktop space, right mouse click and choose the
Insert button. A WS _FTP 95 LE icon will appear on your desktop. The programme may be
started by double clicking the icon.

Before connecting the first [EhEE eGSR NS EI S 7] x|

time to the server a few
Options should be changed.
Click the Option button in
the bottom menu and choose ASCI Filenames and Extenzions

the Extensions card. Type I— dd | Delete |

.HTM and Add. In the same

General I Advanced I Dizplay I Sounds | Sort I Pra I
Seszion I Seszion [cont'd] I Cormert Extensions I Agzsociations

HTH In Auto-tode, all files are transfered az binany
way add HTML as well. All HTML unlezs the filename or extenzion iz listed here.
HTML- HTM- and TXT- THT Arw file with a filename ar extenzion listed here

. will be transfered az ASCl. This applies to
files will then be transferred transferz, Wiew, Execute and Edit.

in the ASCII mode. This
mode ensures, that all layout
formats are transferred
properly. All other files will
be transferred in the binary

code which mostly, but not

’ oK. I Abbrech (Ibermet Hilf
always, keeps formats as el | SRS =
well.

To enable the new settings please open the Session (cont’d) card and choose Auto Detect.
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To connect to the domain 21
server click the Connect o | _
button in the bottom menu. Eneta | Startup | Advanced | Firewsl |
ChOOSG} New and fill out the Profile Mame:  |[[M{S{0EI===Ty e
following fields:
Profile Name: Hoszt Mame/dddress: Idresden.iccd-prniect.net Delete |
ICCD-Dresden Host Tone I’f“ —— j
Host Name / Address: Rl Lomec teee
dresden.iccd-project.net Uszer D Iiu:u:u:h:lr [ Anonymous
Host Type: Automatic detect
User ID: iccddr Fazzward: I [T Save Pwd
Aooount: I
Comment: I
] I Ahbbrechen Dbernehrmen Hilfe

dresden.iccd-project.net
limerick.iccd-project.net
beijing.iccd-project.net
dhaka.iccd-project.net

Attention: You should change your password as soon as possible. (See section:
Administration of subdomains) to ensure that nobody but you yourself and the
administrator of the main domain have access to your net presentation.

Next choose the Startup card. Under Initial Local Folder enter the path in which you have
your Web / Class Page files [For software training: C:\Oaz\...]. After connecting, WS_FTP 95
LE will then directly open the respective folder. Of course WS_FTP enables you to navigate
freely. You can initiate or change the path later on whenever you like to.
I strongly recommend not to insert your password into the form. It can be used by
everybody working on your computer and is subject to viruses and attacks while you
are online. Select Accept. (= Ubernehmen).
For later sessions you may choose the Profile Name containing your specifications from the
scroll bar. Press OK.
The system will then ask you to type your password. Then you have access to your server.

Once you have access you will see the directory tree of your (sub)domain in the right window
(= remote system).



FTP — Programme: Renaming Folders / Files -11-

ﬂﬁWS_FTP LE beijing.iccd-project.net - Ellﬂ
i Local System i Remate Sit

IC'\DDkumEnte und Einstellungen~Carsten~Eigens Dateien~IC v l/ |
“I MName Date Size ChaDir "I Name Date Size | ChgDir
t = £ _
3 Internet 20040622 14:31 0 MkDir (1 be_classpages 20040715 11:53 323 MkDir
[ Sof twaretrain™ 20040624 14:31 0 £ be_mainpage 20040715 11:53 256

[ Asia—Link_bla™ 20030714 17:38 250639 [ cgi-bin 20040622 13:54 72

Asia-Link_bla~ 20030714 17:38 25248 ien 23 logs 20040715 00:37 208 Vi
fR] azia—link_gra™ 20040706 13:44 674505 <"| 1 usage 20040708 00:36 408

[ Asia—Link_rev™ 20030714 17:38 287400 Erec [ desktop. ini 20040715 11:53 114 Erec
[ Asia—Link _rev~ 20030714 17:38 296542 b = - | index—old htm 20040622 13:54 75 5

Rl Azia—Link_sta~ 20030714 17:38 24993 A index htm 20040715 11:53 1145 creme
[ Asia-Tink_sta~ 20030714 17:38 272619 Delete infophp php 20040622 13:54 19 Delete
[ cffice2000-1.~ 20040713 10:38 610233150

@] cf fice2000-2 .~ 20040713 10:47 733619070 Refresh Refresh
[ of fice2000-3 .~ 20040713 10:57 514520862 N
BE office2000—4 ~ 20040713 11:04 443829830 =] | il e

+ ASCI " Binary W Auta
150 Dpening ASCI mode data connection for file list =
Received 537 bytes in 0.1 secs, [50.00 Kbps), transfer succeeded |
226 Transfer complete hd
Cloze | Cancel Logwind Help DOptions About Exit

Your subdomain (= remote system) will contain your local Web Pages and your Class Pages.
The Web Pages and Class Pages will be located in different sub folders.

When opening your subdomain for the first time, you will find the following structure:

—Remate Site
l/
"l Mame Crate Size
it ..
3 cgi-bin 20040622 13:54 72
I3 logs 20040715 00:37 208
] u=age 20040708 00: 36 408
index . htm 20040622 13:54 75
< infophp. php 20040622 13:54 19
-

ﬁ The folders cgi bin, logs, and usage have been installed by our provider. Do not
delete them!

Renaming Folders / Files

When working on your subdomain the first time please rename the index.htm and
infophp.php files into index-old.htm and infophp-old.php. Mark the index.htm first, select the
Rename button, change the name in the dialog box and hit OK.
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Transferring Web / Class Pages

You may now transfer your Web / Class Pages from your local computer to the remote
system. Choose the correct folder on the remote system side by double clicking it. (Otherwise
you will transfer all files into the top level.)

Attention: You do not need to choose a folder when uploading for the first time!

Mark all relevant files and folders in the Local system area and press the transfer arrow _>|
in the middle menu bar. (You need to mark the local_classpages and local_mainpages folders
and the index.htm.).

Hf-‘WSJTP LE beijing.iccd-project.net - Ellﬂ
—Local Syt —Remote Sit
II NUSEROAZNoaz-sekrnasialink~Class Web Pageshbeijing.ic x| I/ |
- I Mame Date Size ChaDir - I Name Date Size | ChgDi
. - .
20040708 15:25 0 MkDir (3 cgi-bin 20040622 13:54 72 MkDir
20040708 15:25 0 3 logs 20040715 00:37 208
= 20040708 15:25% 0 (1 usage 20040708 00: 36 408
20040708 15:25 0 View B index—old . htm 20040622 13:54 75 View
20000225 12:03 114 <"| [ infophp. php 20040622 13:54 19
20040715 11:17 1169 Exec Exec
-3 |
Rename Fename
Delete Delete
Refresh Refresh
LI Ditlnfo Dirlnfo
& ASCI ' Binary ¥ Autg
150 Dpening ASCI mode data connection for file list =
Received 325 bytes in 0.1 secs, [30.00 Kbps), transfer succeeded [
226 Transter complete, ha
Close | Cancel Logwnd | Help I Options: | About I Exit

You are asked if you want to transfer the selected folders and their contents. Answer: Yes.

You have now successfully uploaded your Class Pages to the internet and may view them in
your Browser. The address is: http://[your subdomain].iccd-project.net/[local] classpages/
I.e.: dhaka.iccd-project.net/dh_classpages/

Once the transfer is complete, close WS_FTP by first clicking Close and then Exit.

ﬁ Attention: If you click Exit directly your connection will stay open for some time.
This enables pirates to spy on your login and passwords to misuse them later.

When you leave your WS _FTP session open for a longer time, you should keep two things in
mind:

1. When you work on your Web / Class Pages and want to transfer changed and / or new
pages before they are completely finished, you should press Refresh in the WS _FTP
before the transfer so that the new file version is put on the server.

2. The FTP connection to the server is automatically closed after a certain time when you
have not worked in the FTP for a longer period during one session. The connection
can be re-established by clicking Close and then Connect. Even when your FTP
connection is closed, your internet connection is still open.
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The top level file structure of your subdomain is as follows

Remote System:

usage

local classpages
local mainpage
index.htm
index-old.htm
infophp.php

If you want to delete parts of your Web / Class Pages from the remote site you have
to delete all files from a folder before you can delete the folder itself. This may keep
you busy for some time, but it prevents you from deleting files by mistake.

Update your Web / Class Pages

Throughout the term you will make changes in your Web / Class Pages, e.g. to upload
students’ reports, to add additional material etc. When you make these changes, you only
need to transfer the file(s) you modified and not the whole directory. This is especially useful
when you occasionally work from home, have a slow internet connection and want to save
time you are online.

Please make sure to open the correct folders on your local and your remote site. Some of the
files of your Web and Class Pages have identical file names. Please do not mix them up by
copying them into the wrong folder.

During the transfer process WS _FTP 95 LE creates a file (WS_FTP.LOG)
containing information about the transfer process itself and subfolders containing an

A mirror image of all transferred files and folders (_vti_cnf plus sometimes _vti_pvt).
You will find them in both your local and the remote system. These are internal files
of the WS _FTP programme. You are free to either leave or delete them.
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Hyperlink

Additional Tools

1. to insert a hyperlink, highlight the word or phrase you want to link

2. click the hyperlink icon or go to Insert — Hyperlink
3. enter the Address of the link destination

-14 -

If you link a page from your directory, you may select the file from the dialog box.

FP 2003

Insert Hyperlink

Texk ba display: IICCD Project

Link, ko

Existing File or
YWeb Page

Place in This
Dacument

Create Mew
Dacument

E-mail Address

2 x|

ScreenTip, .. |

Laak in; Ila Webseite Asialink j | @l ﬁ’rl
é LUSEROAZ naz-sekriClass Web Pagesidresden.iccd-proje « Bookmark. .. |
CFHrIT:IEHt = inhaltfhome, htm {open)
cler [ _private Target Frame. .. |
[y _wti_cnf
Browsed |2 _vti_pvt Parameters. .. |
Pages || bilder
IC5) images Skyle... |
Recenk ) |!'|ha|l:
Files 1) links
() oben [ |
Address: I j
(] 4 | Cancel

The Text to display automatically shows the word or phrase you have highlighted before.

You are free to change it.
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FP 2000
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Create Hyperlink |

Look in: I@ C:AEigene Dateient/] ni"-.-'-‘-.sialink'xIEEDHclasspag-j

| Mame | Title -
# Dhaka - Module 'Web Pages
outzidel. htm horme
ledt. bt ks
tu:up.htm oben
huorne. kit horne e
line. kit horme
outgider. htm horme
|:| content_cp
3 images_cp
laft b
o ol
URL: [hitp:/7 = @l & & O
O ptiahal
’7 Bookmarl: I[HDHE] j T arget frame: IF'EEIE* Diefault [more) I_fi'l

o]

Cancel |

Parameters. .. |

Stule... |

A link you create within a web site is called: internal link

If the link goes to a different web site:

1. type/ copy the address into the Address field

2. go to the box Target Frame
3. select New Window in
Common Targets

A link you create that points to a
web site that is no part of your
directory is called: external link. It
is advised to use the Target Frame
command New Window. Clicking
on the link will then open it in
another window. The window with
your Class Pages’ web site is
retained and one can easily jump
between the windows without
having to hit the Back and Forward
button endlessly.

4. Click Ok

5. clicking Ok again brings
you back to your text

6. save your file

Target Frame ﬂ

— Current frames page

fmone)

Targek setking

Common targets

Page Default {none)
Sarne Frame
Whole Page

Mew Window
Parent Frame

| blank
[ set as page default

Zancel

o]
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Creating new pages

To add a new page e.g. for longer reports, papers, or additional material etc. open the file
blank.htm in the content / content_cp folders. Then save the file under a different filename
(File — Save as...) i.e. smith.htm if it is to contain a paper written by a certain Smith. Take
care to insert the correct path, i.e.: ...\material\restricted.

It is recommended to use only small letters for file and folder names and not to use spaces.
Then you do not need to remember if you used small or capital letters. Additionally, frequent
errors are prevented when you type an address into the browser because you do not have to
ponder whether you had named a file e.g. Self Awareness.htm, Selfawareness.htm,
SelfAwareness. HTM, SELF AWARENESS.htm, selfAwareness.htm etc. but you know that it
can only be selfawareness.htm. Please do not use special characters either.

You do not have to type the .htm extension in FrontPage when you want to save a web page
because the extension is added automatically.

1. Next add the required content to your new page.

2. Then add a link to the source page (i.e. reports.htm) and from the source page to the
new one.

3. Save all pages.

ﬁ If you want to create an additional page on the content or content_cp level and want
it to appear as a link in the left side frame, please contact the Dresden team.

Standardized Formatting

Like in a word processing document one can apply pre-made formats to texts in FrontPage,
e.g. for headlines and paragraphs, although with much fewer choices. Additionally, the Web /
Class Pages use a style sheet where information about the appearance of these formats is
stored already. That means you do not need to worry about selecting a font, font size, etc. The
style sheet also defines the look of the links so that they are always displayed equally (light
red at all ICCD pages). In order to have these style sheet formats available in all your Web
Pages, please make use of the template blank-page.htm, save the file under a different name
and add you content. (See above: Creating new pages.)

To properly use the formats:

- highlight the text concerned and apply the desired format or
- select the format before entering the text
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RRA=AN"™ N

rarmal arial

T address

—| T Bulleted List: L
8 Defaulk Characker Skyle

T Defined Term

Drefinition

1T Directory Lisk

T Formatted

1 Heading 1

T Heading 2

1 Heading 3

T Heading 4

T Heading 5

1 Heading &

T Menu Lisk

—| 1 Mormal

—| T Murmbered Lisk
LAUSEEN
back
fhack,
fdunkelblau
foelb
flinks
flinkzalk
Jfritel
Jinks
.oben
.kable
unkten

T Marmal klein

LU

LU

Tables
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You will find a list of styles partly containing of general styles
to be found in every FrontPage document and partly defined
by the ICCD team. To guarantee the ICCD visibility and equal
appearance of all Web / Class Pages please make use of the
latter if possible.
The ICCD styles are the following ones:

- Bulleted List

- Heading 1

- Heading 2

- Heading 3

- Normal

- Numbered List
.oben (=top)
.table
.unten (=bottom)

These styles are restricted to basic layout options. You are free
of course to change styles (bold, italics, paragraph indentation
and spacing etc.) as long as you keep to the general ICCD
features (= frame appearance, colours, etc.).

To insert a table into your page:

Place the cursor where you want to insert a table.

A Please do not enter text or a table below the page’s bottom line or the Disclaimer link.

I. click on the menu option Table — Insert — Table or use the table icon =
2. define the number of rows and columns
3. set the border to 0 (no border) or to any other value for the desired border width

& When you insert a table using the table icon, you can only select the
number of rows and columns. In order to change the table’s width, border etc.,
make a right mouse click into the table and select Table Properties...

4. when you want to make changes to the whole table, make a right mouse click into
the table and select Table Properties...

5. if you want to adjust a single cell’s appearance, make a right mouse click into that
cell and select Cell Properties...

6. you can also change the cell’s / table’s background, border colour, cell spacing, cell

padding and much more. To explore the different functions you should take your
time to play around with the features.

7. save the file
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To keep to the ICCD’s general web appearance please choose the .table format from the
format scroll bar.

You can align cells horizontally and vertically. The feature of alignment is
especially useful when you create table cells of varying length, but still want to align

A them at the same height. The default option is left (horizontal) and middle (vertical).
To align your cells at the same height and with a left alignment choose left
(horizontal) and top (vertical) in the Cell Properties menu.

Examples for tables:

Border value =1
Default alignment

This is the

standard It looks rather strange with uneven
alignment of |text length.

a table.

The same table without borders:

This is the

standard It looks rather strange with uneven
alignment of text length.

a table.

Border value = 20; Cell spacing = 20; Alignment: Horizontal: left; Vertical: top

In this table the The texts start both at the top even with
columns are both |different column length.
aligned at the top.

Additionally,
the cell
spacing and
the border
value are set
to "20" . The
first allows
more space
between the

cells
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Pictures

To insert a picture into your page:

Place the cursor where you want to insert a table.

A Please do not enter text or a table below the page’s bottom line or the Disclaimer link.

- click on the menu option Insert — Picture — from File or use the Insert picture from

File icon

- choose a picture from the folder where you have saved it and click Insert
- right mouse click on the picture and choose Picture Properties ...

Picture Properties x|

Appearance |General I Yideo I

Wrapping skyle

o] o |&

Mone Left Right

Layauk

Alignment: IDEFE'—I"I vI Harizonkal spacing: IIZI ﬂ
Border thickness: IIII ﬂ Yertical spacing: IIII ﬂ

Size
W Specify size width: [176 =] Height: 236 =
& in pixels & in pixels
= in percent = in percent

v keep aspeck ratio

Skyle, .. |

Ik I Cancel

Set the properties, especially Width and Height properly.

Customizing the Students’ Page

To customise your Students’ page please advise your students to send you by email:
- ashort introductory text about themselves (name, age, interests, hobbies etc.) of about

50 words in length.
- anewer photo in a jpg or gif format

Copy all photos into the Class Pages’ content_cp/students folder.
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Now open the student.htm file in the Class Pages’ content_cp folder and insert the pictures
one by one into the photo space, which is visible on the page. Follow the instructions above in
paragraph Pictures (p. 20).

A According to the original size of the photo given to you, the cell spacing of the
underlying table may change instantly.

To restore the proper spacing of cells and to ensure that all photos appear more or less at the
same size please open the Picture properties ... menu and set the Height to 100 pixels. The
Width should then be around 70.

To insert the students’ introductory texts open the file (Word document, email etc.) containing
the description send to you by your students. Mark and copy the relevant text into the
student.htm file at the proper place.

A According to the original format of the text given to you, the cell spacing of the
underlying table may change instantly.

Please mark the text and apply the format Normal from the format scroll bar in the top menu.
(see section Standardized Formatting, p. 17). If the student’s text is longer than the given
amount of words the cell’s height will increase automatically to a fitting size. Please pay
attention that the length of the students’ introductory texts is approximately the same. The
corresponding picture is aligned to the cell’s middle level.
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Administration of Subdomains

Login

To administer your subdomain open your browser and go to http://www.all-incl.com.

You will see a German language welcome page. Click the Support button in right top menu.
Next click the KAS Login in the left side frame.

1 Support !

.' Login

RN | | all-inkl:

:: SharedServer ! ManagedServer ! Reseller :: Partner | AGB ! Impressum ;!

"$ KUNDENLOGIN

Kontakt

Formulare
KAS Login Zur Anmeldung an unserer Administrationsoberfldche geben Sie bitke Thre Domain ohne

Members Area http: / /vavew. ein.

Webmail

Danach wird Thr Login und Thr Passwort abgefragt.,

- Anleitungen

Thre Domain : |dresden.iccd-projec‘t.neﬂ
Bitte wahlen Sie eine Sprache: Ideutsch 'I

Neue Medien Minnich - Dorfstrasse 49 - 02742 Friedersdorf - Tel. (03 58 723 353 - 10 Fax: (03 58 72) 353 - 30

Please enter your subdomain into the field: Thre Domain: i.e.

dresden.iccd-project.net
limerick.iccd-project.net
beijing.iccd-project.net
Dhaka.iccd-project.net

In the language box below choose: english and click the Login button.
Then you will see a dialog box. Enter your User ID and your password.

Attention: You should change your password as soon as possible to ensure that nobody but
you yourself and the administrator of the main domain has access to your net presentation.


http://www.all-incl.com/
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Depending on your browser options you will see the following message. Hit Ok.

Security Warning El

[‘ You have requested an encrypted page. The web site has identified itself correctly, and
information wou see or enker on this page can't easily be read by a third party,

Alert me whenever I am about ko view an encrypted page.

You will then see the main
menu:
Relevant tasks are:

Kunden Administrations System

Please select

 Manage your C-Names

' Manage your E-Mail Accounts
' Manage your Mailinglists

— E-Mail Accounts

— Directory Protection

' Manage FTP-Users
 Install Statistics
 Install Frontpage 2000 Support
 Install Mysql-Support
— Change Password T Change Password for this Account

continue |

Manage your E-Mail Accounts

To install e-mail accounts select the Manage your E-Mail Account radio button and click
continue.

You have three choices:
- manage POP3-Accounts
- manage forwardings
- manage autoresponders
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POP3-Accounts and Forwardings
There are two generally different possibilities to use name@iccd-project.net e-mail addresses.

1. A physical address as a POP3-Account. You will get a login and a password and can
use your normal e-mail programme to send and get messages. The incoming mails will
be stored in the ICCD domain’s web space until you download them on your
computer. You have to check your account regularly.

Outgoing mail shows the name@jiccd-project.net address as sender.
— Receive and send function.

2. A virtual address. All incoming mail will be forwarded to an e-mail address of your
choice. You will not have to check an additional address all the time.

You can not send mails showing a name@jiccd-project.net address as sender. All
outgoing mail will go via your regular e-mail account
— Receive function only.

Please note that we have installed all personal e-mail addresses directly on the top level
domain as name@jiccd-project.net since this is more convenient than the addresses from the
subdomains, which would be: name@]ocal.iccd-project.net.

It is therefore recommended to use the Manage your E-Mail-Accounts function only to

install additional functional e-mail addresses like info@local.iccd-project.net etc.

A The number of available POP3 addresses is limited. Please contact the Dresden team
before installing a POP3 Account.

If you want to use other administrative functions of your subdomain click Back, otherwise
leave the Administration Area by simply closing the page.

Directory Protection

You may want or need to protect single files or documents from general access and to restrict
the access to a certain group of persons. This is e.g. useful if you add scanned material from
books for your students or if you do not want texts to be open to the public. To a certain
extend you can escape charges with copyright violations. Protected pages are for internal use
only.

To install a directory protection select the Directory Protection radio button and click
continue.

You will find a short text introducing the use of this function.

To protect pages from your Class Pages enter the complete path [i.e.: \dd-
classpages\content_cp\material\restricted] into the Directory field. Then enter a User name
(i.e. student) and a Password (i.e. Weber). Click the Save button.

You have now installed a protection for all pages, files, pictures in the directory
material\restricted in your Class Pages. This means that you have to save all relevant
documents in this directory.

Try now to enter the Restricted Area in your Class Pages Material page. A dialog box will
appear and ask for the User ID and the Password.


mailto:name@iccd-project.net
mailto:name@iccd-project.net
mailto:name@iccd-project.net
mailto:name@local.iccd-project.net
mailto:info@local.iccd-project.net
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f The legal status is not completely clear.

- Do not reproduce complete or longer text passages from a book.
- Do not copy more than the really relevant pages or a single chapter / essay /
A dictionary’s entry etc.
- Choose a password that is not easy to detect (not: your name, parts of the
module name, words that occur prominently on your Class Pages).
A - Instruct your students not to tell the login and password to others.

According to our experience you won’t get legal problems if keeping to these rules.

If you want to use other administrative functions of your subdomain click Back, otherwise
leave the Administration Area by simply closing the page.

Change Password for this Account

Select the Change Password for this Account radio button and click continue.

Enter your new Password and repeat it in the second box. Click Save.

You will get the massage: Your Password will be changed. When you click the Back button,

the system instantly requires your User ID and your new password before you get access to
any other administrative tasks.



