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Microsoft Expression Web #4B: Working with Web Page Text

(credit to Steve Johnson; Perspection, Inc.)

Lesson Objectives:
In today’s lesson, you will learn how to perform the following skills:

1. Move and copy text using drag and drop
2. set text alignment
3. Insert horizontal lines
4. create bulleted and numbered lists
It is critical that you are able to define each objective before cover it.
Text can be moved and copied in Expression Web just like in other word processing software. You can move or copy text within a Web page between Web pages or to another program. When you cut (for a move) or copy text or graphics Expression Web places it on the Clipboard. To complete the copy or move you paste the data stored on the Clipboard in another location. You can use the commonly used Paste command. 

Move or Copy Text Using Drag-and-Drop
1. Open your website from your network home directory.

2. Create a blank HTML web page.  This will be a practice page which we will be using just for today so there will be no need to save your work.  Near the end of the period, I will quiz each of you on how to perform the skills you have worked on.  You must be able to perform these skills independently in order to earn points.  Students asking questions about how to perform these tasks during the quiz or not able to perform them perfectly the first time will lose points.  Finally, you may not use any reference materials during the quiz nor browse the internet before the quiz is taken.

3. Type at least four complete sentences describing your favorite computer program.

4. Select the sentence  you want to move or copy.

a. To move the text from its current location, drag the selection to the new location and then release the mouse button.
b. To copy the text to a new location, hold down Ctrl and drag the selection to the new location and then release the mouse button. 

Move or Copy Text
1. Select the text you want to move or copy.
2. To move the text from its current location click the Edit menu and then click Cut.  In the space below, record what happened to the text.

3. To copy the text to a new location, click the Edit menu and then click Copy. A copy of the text is placed on the Clipboard.
4. Click to position the insertion point where you want to place the cut or copied text.

5. Click the Edit menu and then click Paste.
Text Alignment
Text alignments vary the look of a Web page and help lead the user through the text.  As you might have guessed, this feature works in Expression Web in exactly the same way was it does in Word.  I will just gloss over it here.  Right-aligned text, which is even along the right margin and ragged at the left margin, is good for adding a date to a letter. Justified text spreads text evenly between the margins creating a clean professional look often used in articles. Centered text is best for titles and headings.

Inserting Horizontal Lines
Horizontal lines have a variety of uses in the construction of a Web page. Whether they're used to separate sections of a page or to under- line an important piece of text you have several decisions to make. Lines have a variety of properties that you can modify including width, height, alignment and color.

1. Open and display the Web page you want to use.

2. Click where you want to insert a horizontal line.

3. Click the Insert menu, point to HTML and then click Horizontal Line. 
The process for modifying and existing line is somewhat different.  Modify the line you just created using the following steps:

1. Open and display the Web page with the horizontal line you want to change.

2. Double-click the horizontal line you want to modify.

3. Select the formatting options you want.  Experiment with the following: width, height, alignment, color and density. 

Creating Bulleted and Numbered Lists
The best way to draw attention to a list is to format the items with bullets or numbers. For different emphasis, you can change any bullet or number style to one of the predefined formats. You can also customize the list style or insert a picture as a bullet. If you move, insert or delete items in a numbered list, Expression Web sequentially renumbers the list for you. Every time you press Enter, a new bullet will appear. To end a list, press Enter twice.  This feature works identically in Expression Web as it does in Word.  Clicking and re-clocking on the respective controls on the formatting tool bar will turn the list feature on and off.
