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This assumes that you will have received a set of files either on disk or in an email. 
You will have FrontPage 98/2000/2002 installed and know how to use it.

1. Open up FrontPage. 

2. Create new web: file / new / web / one page web –
 in C:\WINNT\Profiles\”your name”\Personal\My Webs\myweb1 etc

3. Open the page created: probably index.htm
4. Add borders: Format / Shared Borders / All pages: top, left, bottom / ok

5. File / save

6. File / exit

you have created a new web with the correct borders; 
we now need to apply the Avon Web template files to this web.

7. Use windows / NT explorer to navigate to: 
C:\WINNT|Profiles\your name\Personal\My Web\myweb1 etc
you will see the files that make up your new website

8. Open the folder “_borders”
you will see the files: bottom, left and top.htm

9. Find the files that where sent to you

10. Copy these files into this folder: 
bottom.htm - left.htm - top.htm - blue_fill.gif - top_curve.gif – replacing the originals

11. Return to the folder myweb1
12. Copy the file: logo.gif to this folder

We now need to alter the default “new page” in the FrontPage Application


13. Use windows / NT explorer to navigate to: 
NT use 

C:\Programe Files\Office2000\Templates\1033\Pages\normal.tem 
Windows2000 use 
C:\Program Files\Microsoft Office\Templates\1033\Pages\normal.tem

If you have difficulty in locating this folder use Start / Find / Files or Folders “normal.tem”

14. Open the folder “normal.tem”

15. Copy the file: Normal.htm – replacing the originals

16. Close windows / NT explorer

Congratulation - You have installed all the necessary files
We will now adjust your new website to suit your need
17. Open FrontPage

18. Open your site: File / recent webs / myweb1 etc

There is now a recognized new style to your first page: index.htm etc
Adjusting the components that appear on every page


19. At the bottom of the page you will see “your org name, address, telephone, email”

20. Select this and adjust to suite [NHS web guidelines state you should include this information]

21. Save – [you have altered the file _borders/bottom.htm]

22. Go to the top of the web page

23.  Adjust the text “optioal department / project” to suite

24. Save – [you have altered the file _borders/top.htm]

25. Do not adjust any other element in the perforated line sections that are at the top, left and bottom of the page.

26. You have installed a default NHS logo – logo.gif. If you would like to replace this obtain a .gif file of your organisation that is 206 pixels wide and 65 pixels high.


General Guidance for further work on your website


1. Any “New Page” will automatically have: 
a white background, 
a “last updated” function near the bottom of the page, 
a set of NHS web colours [tiny dots on the page] [example: select “A” / document’s colours]
We think these feature would aid you but you can delete them.


2. Add your content in the section below the blue line, above the “last updated” text etc. Do not adjust the style of the top, left or bottom of the page. We advise this so we could set-up your website again quickly if needed in the future. It will also mean that extra components such as search and discussions forums will match your pages.


3. We recommend that you organize your site by placing web pages into a logical folder structure: i.e. “meetings” “work_programes”. We recommend that you do not name folders with spaces as they will be transform to “work%20programmes” when published.


4. We recommend that you link the pages in your site using the FrontPage “Navigation” function. Top-level pages will appear in the “main menu” section on every page. Pages or documents that are sub links of a page, will appear in the menu just above “main menu”. Titles given to the pages will automatically appear as the page heading on the web page etc.
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