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The HTML Creator Toolbar
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Tools and What They Do

Tool What It Does
New
D Clears the Content box.
Undo
Use to undo mistakes.
Redo

If you decide you do not want to undo an action, use the Redo button.

Paragraph Format

|Standard Ll

Applies various paragraph formatting to selected text.

Font Type

|[Default] LI

Changes the font of the selected text.

Font Size

INormaI v |

Changes the size of the selected text.
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Insert Table

i

To insert a custom table:

Place your cursor where you want to insert a table and click the Insert Table
button. Under Number of rows/columns, select the number of rows and
columns. Enter the table, row, column, cell, and color properties you want
and click OK.

Insert Table Wizard

To insert a basic table:

Place your cursor where you want to insert a table and click the Insert Table
Wizard button. Drag to highlight the number of rows and columns that you
want to insert and then click your mouse.

Insert Row

Inserts a row into a table.

Insert Column

Inserts a column into a table.

Insert Link

&

To insert a link:

Place your cursor where you want the link to appear and click the Insert
Link button.

To insert a link to a file on your computer, click Browse and select the file.
To insert a link to a file on the Internet, enter the complete URL of the file
into the URL text box.

In the Link Text box, enter the text you want to represent the link and click
OK.

Insert Bookmark

A

A bookmark is an invisible marker in a document. You can link to a
particular item or location within a document by first inserting a bookmark
and then creating a link to the bookmark.

To insert a bookmark:

Place your cursor where you want the bookmark and click the Insert
Bookmark button. Enter a name for the bookmark (no spaces!) and click
OK. The bookmark is inserted in the editing area. A flag signifies the
location of the bookmark.

Tip: To edit the bookmark name, rigtlick the flag and, from the menu
that appears, click Bookmark Properties. Edit the name and clicl

To create a link to the bookmark:

Place your cursor in the location from which you want to create a link to the
bookmark and click the Insert Link button. Next to Link type, select File
Browse or Upload and in the text box, enter a pound sign (#), followed by
the name of the bookmark.

Example: To link to a bookmark named Top, enter #Top.

In the Link Text box, enter the text you want to represent the link and click
OK.

Insert Image

'

Inserts an image.
Note: Only .gif, .jpg, or .png images can be used in the HTMiafOr.
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Insert Horizontal Line
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Inserts a horizontal line.

Check Spelling

39/

Checks the text spelling.

Insert Symbol

9

Inserts a symbol (e.g. ©, Q, ¢).

Show All

il

Shows paragraph and other formatting marks.

Document Statistics

£

Shows the number of words, characters, paragraphs, and images in the text.

Frame Window Mode

O

Opens the HTML Creator in a new window that can be resized.
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