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111 ...    MMM AAA NNN AAA GGGEEE   WWW EEEBBB SSSIII TTTEEE   CCCOOONNN TTTEEENNN TTT   

11 ..11   WW HH AA TT  II SS  CCOOVVEERREEDD   

 The Content Editor layout 
 Entering text to the content of your web page 
 Detailed functioning of the editing box 
 Detailed functioning of the mode bar 
 Detailed functions of the features on the tool bar 

 

11 ..22   TTHH EE  KK WW II KK WW AA PP  WW EEBB  PPAA GGEE  CCOONN TTEENN TT  EEDD II TTOORR  

Several places in the Kwikwap Management Portal, will you be able to edit the layout, 
ŎƻƴǘŜƴǘ ŀƴŘ άƭƻƻƪ ϧ ŦŜŜƭέ ƻŦ ȅƻǳǊ ǿŜō ǇŀƎŜǎΦ hƴ ǘƘŜǎŜ ǇƭŀŎŜǎΣ ȅƻǳ ǿƛƭƭ ŦƛƴŘ ǘƘŜ ά²Ŝō tŀƎŜ 
/ƻƴǘŜƴǘ 9ŘƛǘƻǊέ όŀƭǎƻ ƪƴƻǿƴ ŀǎ ά¢ŜȄǘ 9ŘƛǘƻǊέύ, and it looks like this: 

Figure 1 ς The Web Page Content Editor 

 
 The main areaΣ ǊŜŦŜǊǊŜŘ ǘƻ ŀǎ ǘƘŜ άEdit Boxέ (άaέ above, shown in a light green) is 
where you enter your content, which may include text, graphics, video clips, tables, 
emoticons (smiley faces), special characters hyperlinks and bookmarks. 

 The Blue bar at the bottom of the editor (bύ ƛǎ ŎŀƭƭŜŘ ǘƘŜ άMode BarέΦ This is where 
ȅƻǳ ǎŜƭŜŎǘ ǿƘŜǘƘŜǊ ȅƻǳ ǿŀƴǘ ǘƻ άDesignέ ƻǊ ŜŘƛǘ ȅƻǳǊ ǇŀƎŜ ŎƻƴǘŜƴǘΣ see a 
άPreviewέ ƻŦ ȅƻǳǊ ǇŀƎŜΣ ƻǊ edit ǘƘŜ άSourceέ code (HTML ς Hyper Text Mark-up 
Language) of your page. 
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 Be Careful ǿƛǘƘ ά{ƻǳǊŎŜέ aƻŘŜ! 
Unless you have extensive HTML programming and coding 
experience, DO NOT use this facility! You may do serious damage to 
your web site, causing it to display error codes to your site visitors, 
instead of displaying the content. You may have to delete and re-do 
your whole web page to fix such errors. 

 
 The blue bar at the top of the screenΣ ƛƴŘƛŎŀǘŜŘ ōȅ ǘƘŜ άcέ ƛǎ ǘƘŜ άTool BarέΦ ¢Ƙƛǎ ƛǎ 
where all the available tools of the Kwikwap page editor are displayed as icons. 
These tools assist you in changing the font type, size and colour of your text, as well 
as some other functions like inserting and styling graphics, making text link to other 
web pages (hyperlink function), etc. 

[ŜǘΩǎ ǘŀƪŜ ŀƴ ƛƴ-depth look at each of these areas, before we put it all together into a 
coherent unit for you. 

11 ..22   aa   TThh ee   CCoo nn tt ee nn tt   WW ii nn dd oo ww   

This area is where you type in the text that will be displayed on your web page. This is also 
ǘƘŜ ǘŜȄǘ ǘƘŀǘ ǘƘŜ ǎŜŀǊŎƘ ŜƴƎƛƴŜǎ ƭƛƪŜ άDƻƻƎƭŜέ ŀƴŘ ά¸ŀƘƻƻΗέ ǎŎǊǳǘƛƴƛǎŜǎ ŦƻǊ ƪŜȅǿƻǊŘ-
related text. Remember : Content is King! 

 

Additional Information 
The more your keywords and άPage Titlesέ are repeated and expanded upon 
here, the better your search-engine rating (ranking) will be, and the greater 
your chances of being listed higher on results pages. 

 

Further Reading 
Further information to understanding how search engines (and Google in 
particular) work, and how you can improve your search engine ranking, can 
be found below. 
Management Portal : Your first stop should be the documents made available 
ǘƻ ȅƻǳ ǳƴŘŜǊ ǘƘŜ άHow Can I Improve My Web Presenceέ ƻǇǘƛƻƴ ƻŦ ǘƘŜ 
άIŜƭǇέ ŦǳƴŎǘƛƻƴ ƛƴ ǘƘŜ aŀƴŀƎŜƳŜƴǘ tƻǊǘŀƭΦ 
 
Books : ά{ŜŀǊŎƘ 9ƴƎƛƴŜ hǇǘƛƳƛǎŀǘƛƻƴ ŦƻǊ 5ǳƳƳƛŜǎέ ōȅ tŜǘŜǊ YŜƴǘΣ ²ƛƭŜȅ 
Publishing, Inc. 
On-line : Google has a help section for webmasters here: 
http://www.google.com/support/webmasters/. Although some sections can 
ƎŜǘ ǘŜŎƘƴƛŎŀƭΣ ƛǘ ƳƛƎƘǘ ōŜ ǳǎŜŦǳƭ ǘƻ ōǊƻǿǎŜ ŀǘ ƭŜŀǎǘ ǘƘŜ ά{ŜŀǊŎƘ 9ƴƎƛƴŜ 
OpǘƛƳƛǎŀǘƛƻƴέ ŀƴŘ ǎǘǳŘȅ ǘƘŜ άDƻƻŘ tǊŀŎǘƛŎŜǎ ŦƻǊ ŎƻƴǘŜƴǘέ section. For more 
general help, go to 
http://www.google.com/support/webmasters/bin/answer.py?answer=35769. 
 
On-line : Contact training@kwikwap.co.za and ask about their advanced 
Kwikwap optimisation course  

 

http://www.google.com/support/webmasters/
http://www.google.com/support/webmasters/bin/answer.py?answer=35769
mailto:training@kwikwap.co.za
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You can also type your text in any word-processor (like MS-Word) and copy and paste it 
into this editing area. Be aware that if you take too long when writing text in the (online) 
edit box before updating, your internet connection might be reset. Writing your web page 
content beforehand in MS Word might be a good idea, but DO take note of the άAdditional 
Infoέ box below as well. 
 

 Additional Information 
Editors like Word generate a lot of HTML code in the background. If 
you copy it straight into the editing box here, you may find your 
website download times slowing down after a couple of page 
updates, due to excessive and unnecessary HTML coding copied onto 
your site. To avoid this, follow the instructions ƛƴ ǘƘŜ ά¢Ltέ ōƻȄ ōŜƭƻǿ 
when copying text from other text editors. 

 Tip 
Copy your text from the Word processor,  
hǇŜƴ άbƻǘŜǇŀŘέ (a basic text editor, which comes bundled with 
Windows.) 
tŀǎǘŜ ȅƻǳǊ ǘŜȄǘ ƛƴǘƻ άbƻǘŜǇŀŘέΣ ό¢Ƙƛǎ ǊŜƳƻǾŜǎ ŀƭƭ ŦƻǊƳŀǘǘƛƴƎΣ ƎǊŀǇƘƛŎǎ 
and additional background coding.) 
Edit out (delete) all numbering and bullets, 
{ŜƭŜŎǘ ŀƭƭ ȅƻǳǊ ǘŜȄǘ ƛƴ άbƻǘŜǇŀŘέ and copy it, 
Open the Kwikwap Edit box, 
Click in the content window, where you want your text to be, 
Paste ǘƘŜ ŎƻƴǘŜƴǘ ŦǊƻƳ άbƻǘŜǇŀŘέ. 
Now you can continue using the Tool bar to format your text as you 
want it to look. 

 See Also 
άPaste from external sourceέ ŦǳǊǘƘŜǊ Řƻǿƴ ƛƴ ǘƘŜ άCut/copy/paste 
Editing iconsέ ǳƴŘŜǊ ά¢ƻƻƭōŀǊέ ǇŀǊŀƎǊŀǇƘΦ 

 
To insert graphics, tables, media (like video), hyperlinks to other web pages etc., follow the 
ƎǳƛŘŜƭƛƴŜǎ ƛƴ ά¢ƘŜ ¢ƻƻƭ .ŀǊέ όǎŜŎǘƛƻƴ Ŏύ ōŜƭƻǿΦ 
 

   



 
Kwikwap Web Development System (KW101)  Page 4 of 25 

11 ..22   bb   TThh ee   MM oo dd ee   BBaa rr   

 
 

You can click and drag up or down on the far-right corner ( ) to adjust the height (size) 
of the edit box.  
 
All the other buttons discussed below, are highlighted orange-brown when selected, and 
light-blue when not active. 
 
On the left side of the bar are three buttons you can select to change the viewing mode of 
ǘƘŜ ŜŘƛǘ ōƻȄΦ ¢ƘŜ ŘŜŦŀǳƭǘΣ ǿƘƛŎƘ ƛǎ ǘƘŜ ƻƴŜ ȅƻǳ ǿƛƭƭ ōŜ ǳǎƛƴƎ ƳƻǎǘƭȅΣ ƛǎ ǘƘŜ άDesignέ ǾƛŜǿΦ Lƴ 
this mode you can enter, format and edit text, insert and populate tables, insert graphics 
and media etc. (see section c below for details). If you want to see what your web page will 
ƭƻƻƪ ƭƛƪŜΣ ȅƻǳ Ŏŀƴ ǎŜƭŜŎǘ ǘƘŜ άPreviewέ ōǳǘǘƻƴΦ ²ƘƛƭŜ ƛƴ ǘƘƛǎ ƳƻŘŜΣ ȅƻǳ Ŏŀƴ only look, but 
ƴƻǘ ŜŘƛǘ ŀƴȅ ŎƻƴǘŜƴǘΦ ¢ƘŜ ƭŀǎǘ ōǳǘǘƻƴ ƛǎ ǘƘŜ άSourceέ ŎƻŘŜ ǾƛŜǿΦ LŦ ȅƻǳ Ŏŀƴ ǇǊƻƎǊŀƳ I¢a[Σ 
this is a useful feature to check or tweak little things on your web page. Here is a sample of 
what type of display clicking this button may give you: 
 

 
 
If your editing box displays text similar to the above, please ŎƭƛŎƪ ƻƴ ǘƘŜ ά5ŜǎƛƎƴέ ōǳǘǘƻƴ to 
restore your normal Edit Box view. (Unless you want to edit the HTML code.) 
 

 Be Careful ǿƛǘƘ ά{ƻǳǊŎŜέ aƻŘŜ! 
Unless you have extensive HTML programming and coding 
experience, DO NOT use this facility! You may do serious damage to 
your web site, causing it to display error codes to your site visitors, 
instead of displaying the content. You may have to delete and re-do 
your whole web page to fix such errors. 
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For the Tool Bar to display as shown below, you Ƴǳǎǘ ōŜ ƛƴ ǘƘŜ άDesignέ ƳƻŘŜ. (In the 
άPreviewέ ƳƻŘŜΣ ȅƻǳ ƻƴƭȅ ƘŀǾŜ м ƛŎƻƴ ƛƴ ǘƘŜ ¢ƻƻƭ .ŀǊΣ ŀƭƭƻǿƛƴƎ ȅƻǳ ǘƻ ǇǊƛƴǘ ǘƘŜ ŘƛǎǇƭŀȅŜŘ 
page.) 

 
 
Let us look at the functions of the icons, starting from the top leftmost, and working our 
way to the right : 

Binoculars ( )  
¢Ƙƛǎ ƛǎ ǘƘŜ ά{ŜŀǊŎƘ ŀƴŘ wŜǇƭŀŎŜέ ŦŀŎƛƭƛǘȅ ƻƴ ȅƻǳǊ ǘŜȄǘΦ LŦ ȅƻǳ ƘŀǾŜ ƳƛǎǎǇŜƭƭŜŘ ŀ ǿƻǊŘ 
throughout the page, you can use this function to quickly find all those words, and 
replace them with the correctly spelled word. It works exactly like the same 
function on most word processing packages. 

Spell Check ( ) 
Use this feature to spell-check your text. (Kwikwap uses the US spell-checker.) 

 Tip 
It may be a better idea to copy your completed text to your own 
word processor and allow it to spell-check your text with your own 
ǇǊŜŦŜǊŜƴŎŜǎΦ ¢Ƙƛǎ ǿƛƭƭ ŜƭƛƳƛƴŀǘŜ ǳǎƛƴƎ ¦{ ǎǇŜƭƭƛƴƎ ƭƛƪŜ άƻǇǘƛƳƛȊŀǘƛƻƴέ 
ŀǎ ƻǇǇƻǎŜŘ ǘƻ ǘƘŜ {! ŀƴŘ ¦Y ǎǇŜƭƭƛƴƎ ƻŦ άƻǇǘƛƳƛǎŀǘƛƻƴέ. 

 

Cleaning Brush ( ) 
After repetitive adding, editing, formatting and deleting of content, there may be 
some superfluous HTML code hiding in the background of your web page, which 
may contribute to slower download times of your website. Use this tool to 
automatically remove this un-used coding. 

Cut/copy/paste Editing icons ( ) 
Select text on your web page, before choosing whether you want to CUT (delete) 
the selected text, COPY it (which leaves the selected text intact, but allows you to 
copy it to another location. Both the CUT and COPY functions place a copy of the 
ǎŜƭŜŎǘŜŘ ǘŜȄǘ ƻƴǘƻ ǘƘŜ άŎƭƛǇōƻŀǊŘέΦ  
Before using the PASTE option, you must first have selected text, and clicked on 
either the CUT or COPY icon. Now place your cursor where you want to place the 
ǘŜȄǘ ŦǊƻƳ ȅƻǳǊ άŎƭƛǇōƻŀǊŘέΣ ŀƴŘ Ŏƭick on the PASTE icon. If you want to insert the 
same text in another place in your web page, you can just click again where you 
want it to appear the second (or 3rd, 4th, 5th etc.) time, and click on the PASTE icon 
ŀƎŀƛƴΦ ¸ƻǳǊ άŎƭƛǇōƻŀǊŘέ ǘŜȄǘ ǿƛƭƭ ōŜ ƛƴǎerted (copied) every time you repeat this 
action. 
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¢ƘŜ ŦƻǳǊǘƘ ƛŎƻƴ ƛƴ ǘƘƛǎ ƎǊƻǳǇ ƛǎ ǘƘŜ άPaste from external sourceέ ŦŜŀǘǳǊŜΦ /ƭƛŎƪƛƴƎ ƻƴ 
this icon will open the dialog box shown below: 

 
Use this function to insert content copied 
from other sources like Office documents or 
other web pages. 
 
This feature will clean up back-ground HTML 
code which is not needed on your web page, 
but will keep (as far as compatibility allows) 
the original text formatting from the source 
document. 
 

 See Also 
άTipέ ŀōƻǾŜ, ǳƴŘŜǊ ǘƘŜ ά¢ƘŜ /ƻƴǘŜƴǘ ²ƛƴŘƻǿέ ǇŀǊŀƎǊŀǇƘΣ ŦƻǊ ŘŜǘŀƛƭǎ 
ƻƴ ǳǎƛƴƎ άbƻǘŜǇŀŘέ ŀǎ ŀƴ ŀƭǘŜǊƴŀǘƛǾŜΦ 

 

Undo/redo icons ( ) 
In case you made an error in your editing, or change your mind about the editing 
you just did, you can click on the UNDO icon. This will reverse the last action you 
took in the editing window. 
Similarly, you can also repeat the last action you executed in the editing window, by 
clicking on the REDO icon. 

 Tip 
YŜȅōƻŀǊŘ ǎƘƻǊǘŎǳǘ ŦƻǊ ǘƘŜ ά¦ƴŘƻέ ŦǳƴŎǘƛƻƴ ƛǎ /ǘǊƭ-½Σ ŀƴŘ άwŜŘƻέ ƛǎ 
Ctrl-Y. (Hold ǘƘŜ ά/ǘǊƭέ ƪŜȅ ŘƻǿƴΣ ǿƘƛƭŜ ǇǊŜǎǎƛƴƎ ǘƘŜ ά½έ ƻǊ ά¸έ ƪŜȅ 
once.) 

 
  



 
Kwikwap Web Development System (KW101)  Page 7 of 25 

Table ( ) 
Information in sometimes better displayed in tabular form. Use the TABLE icon to 
insert a table onto your web page. 
 
To insert a new table 
First place your cursor where you would like the table to be inserted, then click on 
the TABLE icon. A drop-Řƻǿƴ ōƻȄ ǿƛƭƭ ƛƴǾƛǘŜ ȅƻǳ ǘƻ ŎƭƛŎƪ ƻƴ άLƴǎŜǊǘ ǘŀōƭŜΦΦΦέ hƴŎŜ ȅƻǳ 
have done so, the following dialog box will be displayed: 

 
On the left (blue background) you 
can enter the variables, and on the 
right (green background) you will 
see a sample of what your table 
should look like with the variables 
you choose to enter. 
 
Type in how many ROWS and 
COLUMNS your table should have 
(Note that your changes will reflect 
on the right hand side.) 
¢ƘŜ άWIDTHέ ǇŀǊŀƳŜǘŜǊ Ƙŀǎ ǘǿƻ 

options selectable from the drop-down box. (Click on the arrow pointing 
ŘƻǿƴǿŀǊŘǎ ǘƻ ŘƛǎǇƭŀȅ ǘƘŜ ƻǇǘƛƻƴǎΦύ ¸ƻǳ Ŏŀƴ ǎŜƭŜŎǘ άǇƛȄŜƭǎέ ƻǊ ά҈έΦ LŦ ȅƻǳ ǎŜƭŜŎǘ ǘƘŜ 
άǇƛȄŜƭǎέ ƻǇǘƛƻƴΣ ȅƻǳǊ ǘŀōƭŜ ǿƛƭƭ ƘŀǾŜ ŀ CL·95 ǿƛŘǘƘ όƳŜŀǎǳǊŜŘ ƛƴ ǇƛȄŜƭǎύΦ ¢ƘŜ ά҈έ 
option allow you to scale the size of your table in a percentage of the available 
screen width where your table will be displayed on your web page. 
 

 Tip 
Using different templates, gives your web page layout different 
widths of display pages. Different browsers also display information 
ŘƛŦŦŜǊŜƴǘƭȅΦ ¢ƘŜǊŜŦƻǊŜ ƛǘ ƛǎ ŀƭǿŀȅǎ ŀ ǎŀŦŜǊ ƻǇǘƛƻƴ ǘƻ ǎŜƭŜŎǘ ǘƘŜ ά҈έ 
option to display tables. 

 
Next, you can indicate whether your table will contain HEADINGS or not. Should you 
select one of the three options that show headings in your table, those 
ǊƻǿǎκŎƻƭǳƳƴǎ ǿƛƭƭ ŀǳǘƻƳŀǘƛŎŀƭƭȅ ōŜ ŦƻǊƳŀǘǘŜŘ ŀǎ άōƻƭŘέ ŀƴŘ άcentredέ ƻƴ ȅƻǳǊ ǿŜō 
page display. (See preview on right hand side of the dialog box.)  
 

 Additional Information 
Once you have inserted your table onto your web page, you can still 
do further formatting like text colour or font, using the standard 
toolbar options. 
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On this dialog box, you can also select how your COLUMN WIDTHS of the table 
ǎƘƻǳƭŘ ŀǇǇŜŀǊΦ ά9ǾŜƴƭȅέ ǿƛƭƭ ƳŀƪŜ all your rows the same width across the available 
ŘƛǎǇƭŀȅ ǿƛŘǘƘ ƻƴ ȅƻǳǊ ǿŜō ǇŀƎŜΦ ά!ǳǘƻ-Ŧƛǘ ŎƻƴǘŜƴǘǎέ ǿƛƭƭ ŀŘƧǳǎǘ ǘƘŜ ŎƻƭǳƳƴ ǿƛŘǘƘǎ 
according to the text displayed in them. The columns will automatically be shrunk to 
fit the longest line of text in that paǊǘƛŎǳƭŀǊ ŎƻƭǳƳƴΦ {ŜƭŜŎǘƛƴƎ άCƛȄŜŘέ ǿƛƭƭ ŀƭƭƻǿ ȅƻǳ 
to enter a pixel measurement which will fix your column width, irrelevant of the 
text contained therein. 

 
LŦ ȅƻǳ ŎƭƛŎƪ ƻƴ ǘƘŜ άOPTIONSέ ǘŀō 
in this dialog box (See red circle), 
you can select the table border 
thickness (0 or blank for no 
border), border colourΣ άŎƻƭƭŀǇǎŜ 
ōƻǊŘŜǊǎέ ŎƘŜŎƪ-box (2D or 3D 
borders) and the background 
colour of the table. 
 
You can also choose how much 
space there must be between the 

text of each cell and the cell border (cell margins), and the spacing between the 
cells themselves. Feel free to play around to use the power of Kwikwap to create 
your own look and feel for your tables! 
 
Lƴ ǘƘŜ άDescriptionέ ǎŜŎǘƛƻƴ ƻƴ ǘƘƛǎ ŘƛŀƭƻƎ ōƻȄΣ ȅƻǳ Ŏŀƴ ŜƴǘŜǊ ŀ άCAPTIONέ ŀƴŘ 
choose where, relative to the table, it should be displayed. You also have the option 
of entering a descriptive (non-displaying) ά{ǳƳƳŀǊȅέ ŦƻǊ ǘƘƛǎ ǘŀōƭŜΦ 
 

 Important 
SSSeeeaaarrrccchhh   EEEnnngggiiinnneee   OOOpppttt iiimmmiiisssaaattt iiiooonnn (SEO) : Use the ά/ŀǇǘƛƻƴέ ŀƴŘ 
ά{ǳƳƳŀǊȅέ ŦƛŜƭŘs as another hidden, but clever way to enter more 
occurrences of your keywords, as search engines do pick up the text 
in this field. 

 
When you finished setting ǳǇ ȅƻǳǊ ǘŀōƭŜΣ ŎƭƛŎƪ ƻƴ ǘƘŜ άLƴǎŜǊǘέ ōǳǘǘƻƴ ŀǘ ǘƘŜ ōƻǘǘƻƳ 
ƻŦ ǘƘŜ ŘƛŀƭƻƎ ōƻȄΦ ό¦ǎŜ ǘƘŜ ά/ŀƴŎŜƭέ ōutton to discard the process of inserting a 
table.) 
 
To Edit an existing table 
/ƭƛŎƪ ƻƴ ǘƘŜ ǘŀōƭŜ ƛƴ ȅƻǳǊ άŜŘƛǘ ōƻȄέ ǘƻ ƳŀƪŜ ƛǘ ŀŎǘƛǾŜΦ ό¸ƻǳ ǿƛƭƭ ǎŜŜ ŀ ŦǊŀƳŜ 
appearing around the table when it is selected.) Take note of the particular cell that 
is highlighted within  the table that you have selected, as this will affect where your 
next selection options will be applied. 
Now click on the TABLE icon. A drop down menu with the following options will be 
displayed:  
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²ƘŜƴ ȅƻǳ ŎƭƛŎƪ ƻƴ άInsert TableέΣ ȅƻǳ ǿƛƭƭ ŎǊeate a table 
within  the cell you have selected in your table. (See 
άLƴǎŜǊǘ ŀ ƴŜǿ ǘŀōƭŜέ ŀōƻǾŜύ 
 
If you want to add more rows or columns to the table 
ȅƻǳ ƘŀǾŜ ŀƭǊŜŀŘȅ ŎǊŜŀǘŜŘΣ ǎŜƭŜŎǘ ǘƘŜ ŀǇǇƭƛŎŀōƭŜ άLƴǎŜǊǘέ 
option from the drop-down menu. ά!ōƻǾŜέΣ ά.ŜƭƻǿέΣ άǘƻ 
ǘƘŜ [ŜŦǘέ ŀƴŘ άǘƻ ǘƘŜ wƛƎƘǘέ ǊŜŦŜǊǎ ǘƻ ǘƘŜ Ǉƻǎƛǘƛƻƴ ǊŜƭŀǘƛǾŜ 
to the cell you have selected within the table. 
 
You can change the column widths by selecting one of 
ǘƘŜ ά/ƻƭǳƳƴ ²ƛŘǘƘǎέ ƻǇǘƛƻƴǎΦ 
 

You can also delete columns, rows, or the entire table, by selecting one of the 
options on the drop-down menu. ¢ƘŜ άwƻǿέ ƻǊ ά/ƻƭǳƳƴέ ǘƻ ōŜ ŘŜƭŜǘŜŘΣ ǿƛƭƭ ōŜ 
determined by which cell within your table you have highlighted. 
 
To join adjacent cells ƛƴǘƻ ƻƴŜ ōƛƎƎŜǊ ŎŜƭƭΣ ǎŜƭŜŎǘ ǘƘŜ άaŜǊƎŜ /Ŝƭƭǎέ ƻǇǘƛon, and select 
how many rows (below) or columns (to the right) of your selected cell will be joined 
together. 
 
¢ƘŜ άTable Propertiesέ ƻǇǘƛƻƴ ŀǎ ǎƘƻǿƴ ƛƴ ǘƘŜ ǇƛŎǘǳǊŜ ƻŦ ǘƘŜ ŘǊƻǇ-down menu 
above, will open the table formatting dialog box, similar to when you created the 
table. Selecting this option, however, will give you more variables pertaining to your 
table which you can modify. Selecting this option will open the following dialog box: 

 
You will notice 3 options listed in the top-row 
ƻŦ άǘŀōǎέ (See red circle). Clicking on these 
will give you different parameters to specify, 
which will be applicable to  
a) the whole table,  
b) the row in which the cell is that you have 
selected, or  
c) the particular cell you have selected. 
Each of these will also allow you to select 
ƻǇǘƛƻƴǎ ƻƴ ǘƘŜ άBasicέ ŀƴŘ άOptionsέ ǎǳō-
tabs. 
 
άTableέ tab 
hƴ ǘƘŜ ά.ŀǎƛŎέ ǎŎǊŜŜƴ ȅƻǳ Ŏŀƴ ŎƘŀƴƎŜ ǘƘŜ 

width and height, as well as the table alignment on your web page. Clicking on the 
άhǇǘƛƻƴǎέ ǘŀō ǿƛƭƭ ŀƭƭƻǿ ȅƻǳ ǘƻ ŎƘŀƴƎŜ ƻǊ ǎŜǘ border details (colour, thickness, 
2D/3D), select a background colour for your table, or even insert a graphic as a 
table background image, change the cell margins, and add a caption and summary 
ǘƻ ȅƻǳǊ ǘŀōƭŜ όŀǎ ŘƛǎŎǳǎǎŜŘ ƛƴ άLƴǎŜǊǘ ¢ŀōƭŜέ ǇǊŜǾƛƻǳǎƭȅύΦ 
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άRowέ ǘŀō 
Oƴ ǘƘŜ ά.ŀǎƛŎέ ǎŎǊŜŜƴ ȅƻǳ Ŏŀƴ ŎƘŀƴƎŜ ǘƘŜ ǾŜǊǘƛŎŀƭ alignment of the text within the 
row, and choose whether this row is to be formatted as a heading row or normal 
ǘŜȄǘΦ hƴ ǘƘŜ άhǇǘƛƻƴǎέ ǎŎǊŜŜƴ ȅƻǳ Ŏŀƴ ǎŜƭŜŎǘ ŀ background colour for this row. 
 
άCellέ ǘŀō 
On tƘŜ ά.ŀǎƛŎέ ǎŎǊŜŜƴ ȅƻǳ Ŏŀƴ ŜƴǘŜǊ ǘƘŜ ǇǊŜŦŜǊǊŜŘ width and height setting s for the 
selected cell, choose the vertical alignment you want for this cell, and indicate 
whether the text should be formatted ŀǎ ƘŜŀŘƛƴƎ ƻƴ ƴƻǊƳŀƭΦ hƴ ǘƘŜ άhǇǘƛƻƴǎέ 
screen you can select a background colour or image for this cell. 
 

Picture/Graphics ( ) 
Select this icon if you wish to insert an image or edit the way a selected image is 
displayed on your web page. 

 

Further Reading 
In order to cut down on the time it takes to download your web pages, ensure 
that all your graphics are optimised. That entails BOTH file size reduction as 
well as display size optimisation (width / height). For more information on how 
to do this, download the following document. 
On-line : 
http://www.kwikwap.co.za/merit/docs/Optimising%20web%20site%20graphic
s%20using%20Afelo.pdf. 

 
To insert a new picture. 
Start by placing your cursor at the spot on your webpage where you want to insert 
ǘƘŜ ƎǊŀǇƘƛŎΣ ǘƘŜƴ ŎƭƛŎƪ ƻƴ ǘƘŜ άLƴǎŜǊǘκ9Řƛǘ ƛƳŀƎŜέ ƛŎƻƴΦ ¢ƘŜ ŦƻƭƭƻǿƛƴƎ ŘƛŀƭƻƎ ōƻȄ ǿƛƭƭ 
be displayed: 

If you have 
previously 
uploaded images 
to the Kwikwap 
server, they will 
be displayed in 
the area 
indicated by the 
large red circle. 
Select the image 
you want to 
insert, and skip 
ǘƘŜ ά¦ǇƭƻŀŘέ 
procedure 
described below. 

 

http://www.kwikwap.co.za/merit/docs/Optimising%20web%20site%20graphics%20using%20Afelo.pdf
http://www.kwikwap.co.za/merit/docs/Optimising%20web%20site%20graphics%20using%20Afelo.pdf
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 Tip 
Before removing a previously uploaded pictures, make 100% sure 
that there are no links to it from your web pages, else your web page 
will display a broken link. 

 
If the area in the large red circle is blank, or if you want to upload another graphic, 
ǎŜƭŜŎǘ ǘƘŜ άUploadέ ƛŎƻƴ ƛƴŘƛŎŀǘŜŘ ōȅ ǘƘŜ ǎƳŀƭƭ ǊŜŘ ŎƛǊŎƭŜ in the above graphic, a 
new dialog box will be displayed:  

If you want to upload more than 
one image, select the desired 
number from the άNumber of 
files to uploadέ drop-down 
menu. 
/ƭƛŎƪ ƻƴ ǘƘŜ άBrowseέ ōǳǘǘƻƴ 
indicated with the red circle on 
the dialog box . This will enable 
the file browser to search on the 
hard disk of your PC for the 
appropriate file. Locate the file 
you wish to upload.  
(Ensure that it is smaller than the 
maximum size specified on the 
dialog box.) Then click on the 

ά¦ǇƭƻŀŘέ ōǳǘǘƻƴ ŀǘ ǘƘŜ ōƻǘǘƻƳ ƻŦ ǘƘŜ ǎcreen. 
 
If you have changed a graphic on your PC, and wish to overwrite the one you have 
ǇǊŜǾƛƻǳǎƭȅ ǳǇƭƻŀŘŜŘ ǘƻ ǘƘŜ YǿƛƪǿŀǇ ǎŜǊǾŜǊΣ ǎŜƭŜŎǘ ǘƘŜ άOverwrite existing filesέ 
ŎƘŜŎƪ ōƻȄ ōŜŦƻǊŜ ǎŜƭŜŎǘƛƴƎ ά¦ǇƭƻŀŘέΦ 
 
Once your file has been uploaded to the Kwikwap server, you will be returned to the 
άLƴǎŜǊǘκ9Řƛǘ ƎǊŀǇƘƛŎέ ŘƛŀƭƻƎ ōƻȄΥ 

 
Select the image you 
want to insert onto 
your web page by 
clicking on the check 
box above and to the 
left of the image. 
(Indicated by the red 
arrow.) 
A preview of the 
picture will be 
displayed on the right 
side of the dialog box. 
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/ƭƛŎƪ ƻƴ ǘƘŜ άOptionsέ ǘŀō ŀōƻǾŜ ǘƘŜ ǇǊŜǾƛŜǿ ό{ŜŜ ǊŜŘ ŎƛǊŎƭŜύΦ ¢ƘŜ ǇǊŜǾƛŜǿ ǇƛŎǘǳǊŜ 
will be replaced by the following options: 
 

The width and height of your picture will be displayed 
ƛƴ άǇƛȄŜƭǎέ ¸ƻǳ Ŏŀƴ ŎƘŀƴƎŜ ǘƘƛǎ ǘƻ ά҈έ ǘƻ ŜƴƭŀǊƎŜ ƻǊ 
reduce the display size of the picture. 
 
Select the thickness of the border around your 
picture. (Blank or zero indicated that you do NOT 
want a border around your graphic.) 
 
A Screen tip will be visible to your visitors if you enter 
text here. When the mouse cursor is placed over your 
image on the web page, this text will be displayed. 
 
Next, select the positioning of your graphic on the 
web page ǳǎƛƴƎ ǘƘŜ άText flowέ Řrop down menu. 

(E.g. άCƭƻŀǘ ƭŜŦǘέ ǿƛƭƭ ƘŀǾŜ ǘƘŜ ǇƛŎǘǳǊŜ ƻƴ ǘƘŜ ƭŜŦǘ ŜŘƎŜ ƻŦ ȅƻǳǊ ǿŜō ǇŀƎŜ display area, 
and the text flowing around it on the right side.) 
 
If you do not want the surrounding text too close to your picture, indicate how 
much space you want ōŜǘǿŜŜƴ ǘƘŜ ǇƛŎǘǳǊŜ ŀƴŘ ǘƘŜ ǘŜȄǘΣ ōȅ ŦƛƭƭƛƴƎ ƛƴ ǘƘŜ άDistance to 
surrounding textέ ŦƛŜƭŘǎΦ 
 
/ƭƛŎƪ ƻƴ ǘƘŜ άLƴǎŜǊǘέ ōǳǘǘƻƴ ƻƴ ǘƘŜ άLƴǎŜǊǘκ9Řƛǘ ƎǊŀǇƘƛŎέ ŘƛŀƭƻƎ ōƻȄ ǘƻ ŎƻƳǇƭŜǘŜ ǘƘŜ 
ǇǊƻŎŜǎǎΣ ƻǊ ŎƭƛŎƪ ƻƴ ǘƘŜ ά/ŀƴŎŜƭέ ōǳǘǘƻƴ ǘƻ ŘƛǎŎŀǊŘ ȅƻǳǊ ŎƘŀƴƎŜǎΦ bƻ ǇƛŎǘǳǊŜ ǿƛll be 
inserted onto your web page, although the uploaded graphics will remain on the 
Kwikwap server. 
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To edit a picture 
If you want to change the way a picture is displayed on your web page, click on the 
ƛƳŀƎŜ ōŜŦƻǊŜ ŎƭƛŎƪƛƴƎ ƻƴ ǘƘŜ άLƴǎŜǊǘκ9Řƛǘ ƛƳŀƎŜέ ƛŎƻn. The following dialog box will 
be displayed: 

To the left you will see a 
preview of the picture, 
followed by the display of 
the current property 
settings. You can change the 
width and height settings 
ŦǊƻƳ άǇƛȄŜƭǎέ ǘƻ ά҈έ ŀƴŘ ǾƛŎŜ 
versa. You can also click on 
άReset dimensionsέ ǘƻ 
change it back to the original 
ǎƛȊŜΦ ό{ŜŜ ά¢ƛǇέ ōŜƭƻǿ ŦƻǊ 
another way to resize the 
picture.) 
 

On the right side of the screen you can select a border thickness, enter a screen tip, 
change the positioning and distance of the surrounding text from the picture. (See 
descriptions of these functions in the section above.) ¢ƘŜ άǇǊŜǾƛŜǿέ ǿƛƴŘƻǿ ǿƛƭƭ 
give you an idea of how the parameters will change the display layout. 
/ƭƛŎƪ ƻƴ ά!ǇǇƭȅέ ǘƻ ŀŦŦŜŎǘ ǘƘŜ ŎƘŀƴƎŜǎ ȅƻǳ ƘŀǾŜ ƳŀŘŜΣ ƻǊ ά/ŀƴŎŜƭέ ǘƻ discard the 
changes. 
 

 Tip 
Lƴ ǘƘŜ άŜŘƛǘ ōƻȄέ ƻŦ ȅƻǳǊ ǿŜō ǇŀƎŜΣ ȅƻǳ Ŏŀƴ ǎŜƭŜŎǘ ǘƘŜ ƎǊŀǇƘƛŎ ōȅ 
clicking on it. A border with 8 white squares will appear around the 
picture. Click and drag one of the white squares to resize your image. 
If you drag the squares on one of the corners of your graphic, the 
width/height ratio of the picture will remain constant. 

 Tip 
A quick way to DELETE a graphic, media object, emoticon or 
horizontal ƭƛƴŜΣ ƛǎ ǘƻ ǎŜƭŜŎǘ ǘƘŜ ƻōƧŜŎǘ ƛƴ ǘƘŜ άŜŘƛǘ ōƻȄέ (The item 
ǎŜƭŜŎǘŜŘ ǿƛƭƭ ōŜ άƘƛƎƘƭƛƎƘǘŜŘέύ ŀƴŘ ǇǊŜǎǎƛƴƎ ǘƘŜ ά5ŜƭŜǘŜέ ƪŜȅ ƻƴ ȅƻǳǊ 
keyboard. 
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Media object ( ) 
Use this function to insert a video or sound clip onto your web page. If the file you 
want to share on your web page is less than 2MB, you can upload it to the Kwikwap 
server. (It must be in one of the following formats: ASF, .ASX, .FLV, .H264, .MOV, 
.MP3, .MP4, .SWF, .WAX, .WMA, .WMV, .WVX, .WPL or .XSPF.) The process is very 
similar to uploading a graphic as discussed in the previous section above. Click on 
άaŜŘƛŀέ ƻƴ ǘƘŜ ƭŜŦǘ ƻŦ ǘƘŜ ǎŎǊŜŜƴ ŀƴŘ ǇǊƻŎŜŜŘ ǿƛǘƘ ǘƘŜ ǳǇƭƻŀŘ ƛƴ ǘƘŜ ǎŀƳŜ ƳŀƴƴŜǊ 
ŀǎ ŘƛǎŎǳǎǎŜŘ ƛƴ ǘƘŜ άLƴǎŜǊǘκ9Řƛǘ ƛƳŀƎŜέ ǎŜŎǘƛƻƴ ŀōƻǾŜΦ 
 
For bigger files, you need to first upload it to another URL, like άYou Tubeέ (See 
www.youtube.com for instructions). Once you have done that, place your cursor at 
ǘƘŜ ǇƭŀŎŜ ǿƛǘƘƛƴ ȅƻǳǊ ǿŜō ǇŀƎŜ όƛƴ ǘƘŜ άŜŘƛǘ ōƻȄέύ ǿƘŜǊŜ ȅƻǳ ǿŀƴǘ ǘƘŜ ƳŜŘƛŀ ǘƻ ōŜ 
inseǊǘŜŘΣ ŀƴŘ ǘƘŜƴ ŎƭƛŎƪ ƻƴ ǘƘŜ άLƴǎŜǊǘκ9Řƛǘ ƳŜŘƛŀέ ƛŎƻƴΦ ¢ƘŜ ŦƻƭƭƻǿƛƴƎ ŘƛŀƭƻƎ ōƻȄ 
will open: 

 
(To load a small media 
file onto the Kwikwap 
ǎŜǊǾŜǊΣ ŎƭƛŎƪ ƻƴ άMediaέ 
on the left, else click on 
άWeb locationέ ŀōƻǾŜ 
it) 
 
{ŜƭŜŎǘ ǿƘŀǘ άFile typeέ 
you want to insert onto 
your web page  
 
 

 Important 
At this stage we will only be addressing how to load a YouTube video. 
As time allows, we will include other types of media in this manual as 
well. 

 
{ŜƭŜŎǘ ά¸ƻǳ ¢ǳōŜ ±ƛŘŜƻέ ŦǊƻƳ ǘƘŜ άFile typeέ ŘǊƻǇ-down box. Specify the width and 
height όƛƴ ŜƛǘƘŜǊ άǇƛȄŜƭǎέ ƻǊ ά҈έύ ŀƴŘ ǇŀǎǘŜ ǘƘŜ URL where your άYou Tubeέ video 
Ƙŀǎ ōŜŜƴ ǎŀǾŜŘ ƛƴ ǘƘŜ ά¦w[έ ǘŜȄǘ ōƻȄ ŀǘ ǘƘŜ ōƻǘǘƻƳ ƻŦ ǘƘŜ ǎŎǊŜŜƴΦ !ǎ ǿƛǘƘ ƴƻǊƳŀƭ 
pictures, you can also put a border of a specific width around your video display 
window, select how it will be positioned on your web page, and dictate how big a 
space should be between the video display and the surrounding text. When you 
ƘŀǾŜ ŜƴǘŜǊŜŘ ŀƭƭ ǘƘŜ ǊŜǉǳƛǊŜŘ ǇŀǊŀƳŜǘŜǊǎΣ ŎƭƛŎƪ ƻƴ άLƴǎŜǊǘέ ǘƻ ǇƭŀŎŜ ǘƘƛǎ ǾƛŘŜƻ ƻn 
ȅƻǳǊ ǿŜō ǇŀƎŜΣ ƻǊ ƻƴ ά/ŀƴŎŜƭέ ǘƻ ŘƛǎŎŀǊŘ the changes you have made. 
 

  

http://www.youtube.com/
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Emoticon ( ) 
 
¢ƻ ƛƴǎŜǊǘ ŀƴ άŜƳƻǘƛŎƻƴέ ŀƴȅǿƘŜǊŜ ƻƴ ȅƻǳǊ ǿŜō 
ǇŀƎŜΣ ǇƭŀŎŜ ǘƘŜ ŎǳǊǎƻǊ ƛƴ ǘƘŜ άŜŘƛǘ ōƻȄέ ŀǘ ǘƘŜ 
location on your web page where you want the 
emoticon to appear. Click on ǘƘŜ άLƴǎŜǊǘ 
ŜƳƻǘƛŎƻƴέ ƛŎƻƴΦ {ŜƭŜŎǘ ǿƘƛŎƘ ŜƳƻǘƛŎƻƴ ȅƻǳ ǿŀƴǘ 
ǘƻ ƛƴǎŜǊǘ ŦǊƻƳ ǘƘŜ ŘƛŀƭƻƎ ōƻȄΣ ŀƴŘ ŎƭƛŎƪ ƻƴ άLƴǎŜǊǘέΦ 
 
 
 

 

Horizontal line ( ) 
¸ƻǳ Ƴŀȅ ǿƛǎƘ ǘƻ άŘǊŀǿέ ŀ ƭƛƴŜ ŀŎǊƻǎǎ ȅƻǳǊ ǇŀƎŜ ōŜǘǿŜŜƴ ǇŀǊŀƎǊŀǇƘǎΦ tƭŀŎŜ ǘƘŜ 
ŎǳǊǎƻǊ ƛƴ ǘƘŜ άŜŘƛǘ ōƻȄέ ǿƘŜǊŜ ȅƻǳ ǿŀƴǘ ǘƘe line to be inserted. Click on the 
άLƴǎŜǊǘκ9Řƛǘ ƘƻǊƛȊƻƴǘŀƭ ƭƛƴŜέ ƛŎƻƴΦ ¢ƘŜ ŦƻƭƭƻǿƛƴƎ ŘƛŀƭƻƎ ōƻȄ ǿƛƭƭ ōŜ ŘƛǎǇƭŀȅŜŘΥ  

 
Choose how you want the line to be aligned 
(Default, Left, Centre or Right).Specify the width 
of the line in a percentage of the page width, or 
in pixels. Enter (in pixels) the height (thickness) 
of the line and select the line colour. Select 
άLƴǎŜǊǘέ ǘƻ ǇƭŀŎŜ ǘƘŜ ƭƛƴŜ ƻƴ ȅƻǳǊ ǿŜō ǇŀƎŜΣ ƻǊ 
ά/ŀƴŎŜƭέ ǘƻ ŘƛǎŎŀǊŘ ǘƘŜ ƭƛƴŜΦ 

 

 Tip 
A quick way to DELETE a graphic, media object, emoticon or line, is to 
ǎŜƭŜŎǘ ǘƘŜ ƻōƧŜŎǘ ƛƴ ǘƘŜ άŜŘƛǘ ōƻȄέ (The item selected will be 
άƘƛƎƘƭƛƎƘǘŜŘέύ ŀƴŘ ǇǊŜǎǎƛƴƎ ǘƘŜ ά5ŜƭŜǘŜέ ƪŜȅ ƻƴ ȅƻǳǊ ƪŜȅōƻŀǊŘΦ 
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Hyperlink ( ) 
Use this functionality if you want to give your web site visitors a quick and easy 
άǎƘƻǊǘ-Ŏǳǘέ ǘƻ Ǝƻ ǘƻ ŀƴƻǘƘŜǊ ǇŀƎŜ ƻƴ ȅƻǳǊ ǿŜō ǎƛǘŜ όƛƴǘŜǊƴŀƭ ƭƛƴƪύΣ ƻǊ go to a page on 
another web site (external link). Other types of hyperlinks you can create on your 
web ǇŀƎŜǎ ƛƴŎƭǳŘŜ ƭƛƴƪƛƴƎ ǘƻ ŀ άōƻƻƪƳŀǊƪέ ƻƴ ǘƘŜ ǎŀƳŜ ǇŀƎŜΣ ƭƛƴƪƛƴƎ ǘƻ ŀƴ Ŝ-mail 
address, and linking text to an image or media object. 
 

 Tip 
The font size of a hyperlink can not be changed. It will display in the 
άŘŜŦŀǳƭǘέ Ŧƻƴǘ ǎƛȊŜ ȅƻǳ ƘŀǾŜ ǎŜƭŜŎǘŜŘ ƛƴ ǘƘŜ ά[ƻƻƪ ϧ CŜŜƭέ ǎŜŎǘƛƻƴΦ ! 
clever way to make a link stand out, is to create a graphic (E.g. a big 
ǊŜŘ ōǳǘǘƻƴ ƛƳŀƎŜ ǘƘŀǘ Ŏƻƴǘŀƛƴǎ ǘƘŜ ǘŜȄǘΥ άClick Here to See our 
Specials!έύΦ 
LƴǎŜǊǘ ǘƘƛǎ ƎǊŀǇƘƛŎ ƴŜȄǘ ǘƻ ǘƘŜ ŀǇǇǊƻǇǊƛŀǘŜ ǘŜȄǘ ƛƴ ǘƘŜ άŜŘƛǘ ōƻȄέ (See 
άtƛŎǘǳǊŜκDǊŀǇƘƛŎǎέ ǎŜŎǘƛƻƴ ŀōƻǾŜύ, then right-click on the picture, 
ǎŜƭŜŎǘ ǘƘŜ άLƴǎŜǊǘκ9Řƛǘ IȅǇŜǊƭƛƴƪέ ŦǊƻƳ ǘƘŜ ŘǊƻǇ-down menu and 
ŜƴǘŜǊ ǘƘŜ ǇŀǊŀƳŜǘŜǊǎ ŀǎ ŘƛǎŎǳǎǎŜŘ ōŜƭƻǿ ƛƴ ά[ƛƴƪ ǘƻ ŀƴƻǘƘŜǊ ǿŜō 
ǇŀƎŜέΦ 

 
Typically, you will first type the text to be displayed on yoǳǊ ǿŜō ǇŀƎŜ ƛƴǘƻ ǘƘŜ άŜŘƛǘ 
ōƻȄέΦ IƛƎƘƭƛƎƘǘ (select) the portion of text that you would like to change into a 
ƘȅǇŜǊ ƭƛƴƪΣ ŀƴŘ ŎƭƛŎƪ ƻƴ ǘƘŜ άLƴǎŜǊǘκ9Řƛǘ IȅǇŜǊƭƛƴƪέ ƛŎƻƴΦ ¢ƘŜ ŦƻƭƭƻǿƛƴƎ ŘƛŀƭƻƎ ōƻȄ ǿƛƭƭ 
appear: 
 
Link to another web page 

Make sure the άWeb 
locationέ ƻǇǘƛƻƴ ƻƴ ǘƘŜ ƭŜŦǘ 
of the dialog box is 
highlighted. (See red 
arrow) 
You Ŏŀƴ ƭŜŀǾŜ ǘƘŜ ά[ƛƴƪ 
ǘŜȄǘέ ōƭŀƴƪΣ ŀǎ ȅƻǳ ƘŀǾŜ 
already selected the text 
you want to act as a 
ƘȅǇŜǊƭƛƴƪ ŦǊƻƳ ȅƻǳǊ ά9Řƛǘ 
ōƻȄέΦ (If you type text here, 
it will be inserted into your 

ǿŜō ǇŀƎŜ ŀǘ ǘƘŜ ƭƻŎŀǘƛƻƴ ǿƘŜǊŜ ȅƻǳǊ ŎǳǊǎƻǊ ƛǎΦ LŦ ȅƻǳ ƘŀǾŜ ǎŜƭŜŎǘŜŘ ǘŜȄǘ ƛƴ ǘƘŜ ά9Řƛǘ 
ōƻȄέΣ ǘȅǇƛƴƎ ƛƴ ǘƘŜ ά[ƛƴƪ ǘŜȄǘέ ōƻȄ ǿƛƭƭ ǊŜǇƭŀŎŜ ǘƘŜ ǎŜƭŜŎǘŜŘ ǘŜȄǘΦύ 
 
¢ȅǇŜ ƛƴ ǘƘŜ άScreen tipέ ǘŜȄǘΦ ¢Ƙƛǎ text will be displayed if your web page visitor 
άƘƻǾŜǊǎέ ǘƘeir mouse-pointer over the hyperlink text. 
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 Tip 
wŜƳŜƳōŜǊ ǘƘŀǘ {ŜŀǊŎƘ ŜƴƎƛƴŜǎ ǊŜŀŘ ǘƘŜ ŎƻƴǘŜƴǘ ƻŦ ǘƘŜ άǎŎǊŜŜƴ ǘƛǇέ 
field. It is another place where you can add more repeats of your 
keywords for higher search engine ranking. 

 
At the bottom of the screen you have to enter the URL of the target page. This can 
be another page on your own web site (internal link), or a web address of another 
web page (external link). 
.Ŝƭƻǿ ǘƘŜ ¦w[Σ ȅƻǳ Ŏŀƴ ǎŜƭŜŎǘ ǘƘŜ άOpen inέ ƻǇǘƛƻƴ ŦǊƻƳ ŀ ŘǊƻǇ-down menu. The 
Ƴƻǎǘ ŦǊŜǉǳŜƴǘƭȅ ǳǎŜŘ ƻǇǘƛƻƴǎ ŀǊŜ άSame windowέ ŀƴŘ άNew windowέ ¢ƘŜ ά{ŀƳŜ 
ǿƛƴŘƻǿέ ƻǇǘƛƻƴ ŎƘŀƴƎŜǎ ǘƘŜ ŎǳǊǊŜƴǘƭȅ ŘƛǎǇƭŀȅŜŘ ŎƻƴǘŜƴǘ ǘƻ ǘƘŀǘ ƻŦ ǘƘŜ ǘŀǊƎŜǘ ǇŀƎŜ 
when the hyperlink is clicked.  
When someone clicks a hyperlink on your web page and you have set this 
ǇŀǊŀƳŜǘŜǊ ǘƻ άbŜǿ ǇŀƎŜέΣ ŀ ƴŜǿ ōǊƻǿǎŜǊ ǿƛƴŘƻǿ όƻǊ ǘŀōύ ǿƛƭƭ ƻǇŜƴΣ ƛƴ ǿƘƛŎƘ ǘƘŜ 
content of the target page will be displayed. Your source page, on which the 
hyperlink is situated, will remain displayed in a browser window or tab in the 
background. 
 

 Tip 
When hyper-linking to an external web page, it is highly 
ǊŜŎƻƳƳŜƴŘŜŘ ǘƘŀǘ ȅƻǳ ǳǎŜ ǘƘŜ άbŜǿ ǿƛƴŘƻǿέ ƻǇǘƛƻƴΦ ¢Ƙƛǎ ǿƛƭƭ 
prevent your web site visitor from leaving your web site altogether, 
as your web page will still be on display in one of the browser 
windows (tabs). 

{ŜƭŜŎǘ άLƴǎŜǊǘέ ǘƻ ǇƭŀŎŜ ǘƘŜ ǎǇŜŎƛŦƛŜŘ ƘȅǇŜǊƭƛƴƪ ƻƴ ȅƻǳǊ ǿŜō ǇŀƎŜΣ ƻǊ ŎƘƻƻǎŜ 
ά/ŀƴŎŜƭέ ǘƻ ŘƛǎŎŀǊŘ ǘƘŜ ŎƘŀƴƎŜǎ ȅƻǳ ƘŀǾŜ ƳŀŘŜΦ 
 
Link to a bookmark (Place in this document) 
You need to have added bookmarks first (see folƭƻǿƛƴƎ ǎŜŎǘƛƻƴ ά.ƻƻƪƳŀǊƪέύ ōŜŦƻǊŜ 
you can hyperlink to it. After highlighting the text you want to point to the 
bookmark, click on thŜ άLƴǎŜǊǘκ9Řƛǘ IȅǇŜǊƭƛƴƪέ ƛŎƻƴΦ 

¢ƘŜƴ ǎŜƭŜŎǘ ǘƘŜ άPlace in 
this documentέ ƻǇǘƛƻƴ ƻƴ 
the left side of the dialog 
box. (See red arrow.) 
 
A list of bookmarks on this 
web page will be displayed 
in the main display area. 
(See red rectangle.) 
 
Select which bookmark you 
want to link to, and also 

ǿƘŜǘƘŜǊ ǘƘŜ ƭƛƴƪ ǎƘƻǳƭŘ ƻǇŜƴ ƛƴ ǘƘŜ ά{ŀƳŜ ǿƛƴŘƻǿέ ƻǊ ƛƴ ŀ άbŜǿ ǿƛƴŘƻǿέΦ /ƭƛŎƪ ƻƴ 
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άLƴǎŜǊǘέ ǘƻ ǇƭŀŎŜ ǘƘŜ ƘȅǇŜǊƭƛƴƪ ƻƴ ȅƻǳǊ ǿŜō ǇŀƎŜΣ ƻǊ ά/ŀƴŎŜƭέ ǘƻ ŘƛǎŎŀǊŘ changes 
you have made. 
 
Link to an e-mail address 
Type the text on your web page, which will normally invite the web site visitor to 
send you an e-mail. Select the text and click on ǘƘŜ άLƴǎŜǊǘκ9Řƛǘ IȅǇŜǊƭƛƴƪέ ƛŎƻƴΦ 

 
{ŜƭŜŎǘ ǘƘŜ άE-mail addressέ 
option on the left side of 
the dialog box. (See red 
arrow.) 
¸ƻǳ Ŏŀƴ ƭŜŀǾŜ ǘƘŜ ά[ƛƴƪ 
ǘŜȄǘέ ōƭŀƴƪΦ ¢ȅǇŜ ƛƴ ǘƘŜ 
άScreen tipέ ǘŜȄǘΦ ¢Ƙƛǎ ǿƛƭƭ 
be displayed if your web 
ǇŀƎŜ ǾƛǎƛǘƻǊ άƘƻǾŜǊǎέ ǘƘŜƛǊ 
mouse-pointer over the 
hyperlink text. 
 

 Tip 
Remember that Search enƎƛƴŜǎ ǊŜŀŘ ǘƘŜ ŎƻƴǘŜƴǘ ƻŦ ǘƘŜ ά{ŎǊŜŜƴ ǘƛǇέ 
field. It is another place where you can add more repeats of your 
keywords for higher search engine ranking. 

Lƴ ǘƘŜ άE-mail addressέ ŦƛŜƭŘΣ ǘȅǇŜ ǘƘŜ target e-mail address where this message 
should be sent to. You can also make things easier for your web visitor by inserting 
ŀƴ άInitial subjectέ ŀƴŘ ǎƻƳŜ ǘŜȄǘ ƛƴ ǘƘŜ Ŝ-Ƴŀƛƭ ōƻŘȅΣ ƻǊ άInitial messageέΦ 
 

 Tip 
If you would like to remind the person using this facility to e-mail you 
ǘƻ ƛƴŎƭǳŘŜ ǎǇŜŎƛŦƛŎ ŘŜǘŀƛƭǎΣ ȅƻǳ Ŏŀƴ ǘȅǇŜ ǘƘŀǘ ƛƴ ǘƘŜ άLƴƛǘƛŀƭ ƳŜǎǎŀƎŜέ 
field. For example, you can type the following in: 
Name: 
Contact number: 
City: 
Please send me more information on: 
Your potential customer ǘƘŜƴ ƻƴƭȅ ƴŜŜŘǎ ǘƻ Ŧƛƭƭ ƛƴ ǘƘŜ άōƭŀƴƪǎέΦ 

 
/ƭƛŎƪ ƻƴ άLƴǎŜǊǘέ ǘƻ ǇƭŀŎŜ ǘƘŜ Ŝ-Ƴŀƛƭ ƘȅǇŜǊƭƛƴƪ ƻƴ ȅƻǳǊ ǿŜō ǇŀƎŜΣ ƻǊ ά/ŀƴŎŜƭέ ǘƻ 
discard changes you have made. 
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Link to images 
²ƘŜƴ ȅƻǳ ǿŀƴǘ ǘŜȄǘ ǘƻ ƘȅǇŜǊƭƛƴƪ ǘƻ ŀƴ ƛƳŀƎŜΣ ŦƻǊ ŜȄŀƳǇƭŜ Υ άClick here to see the 
mapέΣ ȅƻǳ ŦƛǊǎǘ ǘȅǇŜ ǘƘŜ ǘŜȄǘ ƻƴ ȅƻǳǊ ǿŜō ǇŀƎŜ ŀƴŘ ƘƛƎƘƭƛƎƘǘ ƛǘΦ /ƭƛŎƪ ƻƴ ǘƘŜ 
άLƴǎŜǊǘκ9Řƛǘ IȅǇŜǊƭƛƴƪέ ƛŎƻƴΦ 

{ŜƭŜŎǘ ǘƘŜ άImagesέ ƻǇǘƛƻƴ 
on the left side of the 
dialog box. (See red arrow.) 
 
All your images that you 
have loaded onto the 
Kwikwap server will be 
displayed in the centre part 
of the dialog box. Select an 
image or upload a new 
image to the Kwikwap 
ǎŜǊǾŜǊΦ ό{ŜŜ άLƴǎŜǊǘκ9Řƛǘ 

ƎǊŀǇƘƛŎǎέ ǎŜŎǘƛƻƴ ŀōƻǾŜ ŦƻǊ ά¦ǇƭƻŀŘέ details.) Once you have selected an image, a 
preview will be displayed on the right sidŜ ƻŦ ǘƘŜ ǎŎǊŜŜƴΣ ǳƴŘŜǊ ǘƘŜ άDetailsέ ǘŀōΦ 
 
²ƘŜƴ ȅƻǳ ǎŜƭŜŎǘ ǘƘŜ άOptionsέ ǘŀō ό{ŜŜ ǊŜŘ ŎƛǊŎƭŜ above) 
the following displays on the right side of the dialog box: 
 
άPrefix with file iconέ ǇƭŀŎŜǎ ŀ ƭƛǘǘƭŜ ƛŎƻƴ όǘƘŜ ǎŀƳŜ ŀǎ ƻƴ ǘƘŜ 
toolbar) before the highlighted text on your web page. 
άAppend file type and sizeέ ǇƭŀŎŜǎ ŀ ŦƛƭŜ ǘȅǇŜ ŘŜǎŎǊƛǇǘƛƻƴ 
and the size of the file after your highlighted text. Click on 
ǘƘŜ ŎƘŜŎƪ ōƻȄŜǎ ȅƻǳ ǿŀƴǘ ǘƻ ŀŎǘƛǾŀǘŜΣ ŀƴŘ ǘƘŜƴ ƻƴ άLƴǎŜǊǘέ 
ǘƻ ǇƭŀŎŜ ǘƘŜ ƘȅǇŜǊƭƛƴƪ ƻƴ ȅƻǳǊ ǿŜō ǇŀƎŜΣ ƻǊ ά/ŀƴŎŜƭέ ǘƻ 
discard changes you have made. 
 
Link to media 
This function is handy if you want to describe a media object, and create a short-cut 
for the web page visitor to go to (play) that specific media object by clicking on the 
ƘȅǇŜǊƭƛƴƪŜŘ ǘŜȄǘΦ ό9ΦƎΦΥ άWatch the instruction video HEREΦέύ ¸ƻǳǊ ƳŜŘƛŀ ǎƘƻǳƭŘ 
already be either uploaded to the Kwikwap server, or be added to a media library 
ƭƛƪŜ ά¸ƻǳ ¢ǳōŜέΦ ό{ŜŜ LƴǎŜǊǘκŜŘƛǘ ƳŜŘƛŀέ ǎŜŎǘƛƻƴ ŀōƻǾŜΦύ Select the text that should 
link to the media object ŀƴŘ ŎƭƛŎƪ ƻƴ ǘƘŜ άLƴǎŜǊǘκ9Řƛǘ IȅǇŜǊƭƛƴƪέ ƛŎƻƴ. 
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{ŜƭŜŎǘ ǘƘŜ άMediaέ ƻǇǘƛƻƴ 
on the left side of the 
screen. (See red arrow.) 
 
If you have any media 
loaded on the Kwikwap 
server, it will be displayed 
in the white section in the 
middle of the dialog box. 
Select the media object 
you want to link to. 
OR 

At the bottom of the dialog box, type in the URL (web address) of the media object 
ƻƴ ǘƘŜ ƳŜŘƛŀ ǎŜǊǾŜǊΣ ƭƛƪŜ ά¸ƻǳ ¢ǳōŜέΦ {ŜƭŜŎǘ ά{ŀƳŜ ǿƛƴŘƻǿέ ƻǊ άbŜǿ ǿƛƴŘƻǿ ŦǊƻƳ 
the άOpen inέ drop-down menu. 
 
{ŜƭŜŎǘ ǘƘŜ άhǇǘƛƻƴǎέ ǘŀō ƻƴ ǘƘŜ ǊƛƎƘǘ ǎƛŘŜ ƻŦ ǘƘŜ ŘƛŀƭƻƎ ōƻȄ (See 
red circle above). This will display two more options you may 
choose to activate. 
 
άPrefix with file iconέ ǇƭŀŎŜǎ ŀ ƭƛǘǘƭŜ ƛŎƻƴ όǘƘŜ ǎŀƳŜ ŀǎ ƻƴ ǘƘŜ 
toolbar) before the highlighted text on your web page. 
άAppend file type and sizeέ ǇƭŀŎŜǎ ŀ ŦƛƭŜ ǘȅǇŜ ŘŜǎŎǊƛǇǘƛƻƴ ŀƴŘ 
the size of the file after your highlighted text. Click on the 
ŎƘŜŎƪ ōƻȄŜǎ ȅƻǳ ǿŀƴǘ ǘƻ ŀŎǘƛǾŀǘŜΣ ŀƴŘ ǘƘŜƴ ƻƴ άLƴǎŜǊǘέ ǘƻ ǇƭŀŎŜ 
ǘƘŜ ƘȅǇŜǊƭƛƴƪ ƻƴ ȅƻǳǊ ǿŜō ǇŀƎŜΣ ƻǊ ά/ŀƴŎŜƭέ ǘƻ ŘƛǎŎŀǊŘ ŎƘŀƴƎŜǎ ȅƻǳ have made. 
 

Bookmark ( ) 
¦ǎŜ ǘƘƛǎ ŦŜŀǘǳǊŜ ǘƻ ǇƭŀŎŜ ŀ άōƻƻƪƳŀǊƪέ ƻƴ ȅƻǳǊ ǿŜō ǇŀƎŜΦ ¸ƻǳ Ŏŀƴ ǘƘŜƴ άƘȅǇŜǊƭƛƴƪέ 
from anywhere on this web page to this bookmark. ό{ŜŜ ǎŜŎǘƛƻƴ άtƭŀŎŜ ƻƴ ǘƘƛǎ 
ŘƻŎǳƳŜƴǘέ ƻǇǘƛƻƴ ǳƴŘŜǊ άIȅǇŜǊƭƛƴƪέ ŀōƻǾŜΦύ This is a nice feature to use if you 
would for instance give a summary of topics at the top of your page, with hyperlinks 
to the paragraph headings where these topics are then expanded on. Clicking on a 
ǘƻǇƛŎ ƛƴ ǘƘŜ ǎǳƳƳŀǊȅ ǿƛƭƭ άƧǳƳǇέ ǘƘŜ ǾƛǎƛǘƻǊ ǎǘǊŀƛƎƘt to the paragraph bookmarked 
elsewhere on the page. Another example is if you have a very long page, you can 
ǇŜǊƛƻŘƛŎŀƭƭȅ ƘŀǾŜ ŀ ƭƛƴƪ ǘƻ Ǝƻ ǘƻ ǘƘŜ άǘƻǇ ƻŦ ǇŀƎŜέ ƻǊ άōŀŎƪ ǘƻ ǘƻǇέΣ ǿƘƛŎƘ ǿƛƭƭ ǘŀƪŜ 
the visitor to the top of the current web page. 
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First, select ǘƘŜ ǘŜȄǘ ǘƘŀǘ ǎƘƻǳƭŘ ōŜ ȅƻǳǊ ōƻƻƪƳŀǊƪΦ ¢Ƙƛǎ ǘŜȄǘ ƛǎ ǘƘŜ άǘŀǊƎŜǘέ ǿƘŜǊŜ 
you want to send someone to from a hyperlink elsewhere on this page. 

9ƴǘŜǊ ŀ ŘŜǎŎǊƛǇǘƛǾŜ άBookmark nameέΣ ŀƴŘ ŎƭƛŎƪ 
ƻƴ ǘƘŜ άLƴǎŜǊǘέ ōǳǘǘƻƴΦ 
 
If you already have saved bookmarks on this 
ǇŀƎŜΣ ǘƘŜȅ ǿƛƭƭ ōŜ ŘƛǎǇƭŀȅŜŘ ƛƴ ǘƘŜ άExisting 
bookmarksέ ŀǊŜŀΦ ¸ƻǳ Ŏŀƴ ǎŜƭŜŎǘ any one of them 
ŀƴŘ ŘŜƭŜǘŜ ƛǘ ōȅ ŎƭƛŎƪƛƴƎ ƻƴ ǘƘŜ άRemoveέ ōǳǘǘƻƴΦ  

To edit a bookmark nameΣ ǎŜƭŜŎǘ ƛǘ ŦǊƻƳ ǘƘŜ ά9ȄƛǎǘƛƴƎ ōƻƻƪƳŀǊƪǎέ ƭƛǎǘ ŀƴŘ ŎƘŀƴƎŜ 
ǘƘŜ ƴŀƳŜ ƛƴ ǘƘŜ ά.ƻƻƪƳŀrƪ ƴŀƳŜέ ŦƛŜƭŘΣ ǘƘŜƴ ŎƭƛŎƪ ƻƴ άApplyέΦ 
 
hƴŎŜ ȅƻǳ ƘŀǾŜ ŦƛƴƛǎƘŜŘ ŀŘŘƛƴƎ ƻǊ ŜŘƛǘƛƴƎ ȅƻǳǊ ōƻƻƪƳŀǊƪǎΣ ŎƭƛŎƪ ƻƴ ǘƘŜ ά/ƭƻǎŜέ 
button to save your changes. 
 

Special Characters ( ) 
Use this feature to insert special characters into the text of your web page content. 
Place the cursor in your web page text ƛƴ ǘƘŜ άŜŘƛǘ ōƻȄέ ǿƘŜǊŜ ȅƻǳ ǿŀƴǘ ǘƘŜ ǎǇŜŎƛŀƭ 
ŎƘŀǊŀŎǘŜǊ ǘƻ ŀǇǇŜŀǊΣ ŀƴŘ ŎƭƛŎƪ ƻƴ ǘƘŜ ά{ǇŜŎƛŀƭ ŎƘŀǊŀŎǘŜǊǎέ ƛŎƻƴΦ ! ŘƛŀƭƻƎ ōƻȄ ǿƛƭƭ ōŜ 
displayed, offering you a choice of several categories: 

 
If you know the ASCII code for the 
special character, you can type it into 
ǘƘŜ άInsert character codeέ ŦƛŜƭŘ 
displayed at the top of this dialog box.  
 
Alternately select a category from the 
list on the left of the dialog box, then 
select a specific symbol or character 
from the table on the right, and click 
ƻƴ άLƴǎŜǊǘέΦ 
 
 
Take note of the warning displayed 
when you select some of the 
categories on the left (See red circle). 
This indicates that these characters are 
not always displayed properly in all 
browsers. 
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On the second line of the Tool Bar we find the options pertaining to the formatting of the 
text on your web page. Remember that you set your default text font, size and colour in 
the Management PortalΣ ǳƴŘŜǊ ά[ƻƻƪϧCŜŜƭέ Ҧ ά¢ŜƳǇƭŀǘŜ /ƻƭƻǳǊǎέ Ҧ ά/ƘŀƴƎŜ /ƻƭƻǳǊǎέ 
options. The parameters you set up there are applicable to your whole web site as a 
default. However, they can be overridden for certain, selected pages on the web page 
content editor, but the changes you affect here, are only applicable to the text you select 
ƛƴ ǘƘŜ άŜŘƛǘ ōƻȄέ ƻŦ ǘƘŜ ŜŘƛǘƻǊΦ ¢ƘŜ ŦƻƭƭƻǿƛƴƎ ǎŜǘǘƛƴƎǎ ŀǊŜ ŀǾŀƛƭŀōƭŜΥ 
 

Style/font/size ( ) 
Use these three functions to change the predefined style and/or font type and/or 
font size of the text you have selected (highlighted). Click on any of the icons to 
view the available options. The style indicated in the graphic above ƛǎ άbƻǊƳŀƭέ 
 
¦ƴŘŜǊ άǎǘȅƭŜέ ȅƻǳ ƘŀǾŜ ŀƴ ƻǇǘƛƻƴ ǘƻ ά/ƭŜŀǊ ŦƻǊƳŀǘǘƛƴƎέΦ ¢Ƙƛǎ ǿƛƭƭ ǊŜǎŜǘ ǘƘŜ ǎǘȅƭŜ ƻŦ 
ǘƘŜ ƘƛƎƘƭƛƎƘǘŜŘ ǘŜȄǘ ǘƻ ǘƘŜ ŘŜŦŀǳƭǘ ǾŀƭǳŜǎ ȅƻǳ ƘŀǾŜ ǎŜǘ ǳǇ ƛƴ ά[ƻƻƪϧCŜŜƭέΦ 
 

 Tip 
The most readable and consistently displayed fonts used on the web 
ŀǊŜ ά±ŜǊŘŀƴŀέ, ά/ŀƭƛōǊƛέ ŀƴŘ ά!ǊƛŀƭέΦ ¢ƘŜ ǿŀȅ ǘƘŜȅ ŀǊŜ ŘƛǎǇƭŀȅŜŘ ōȅ 
most browsers is very consistent, and they have been found to be the 
most readable on web sites. This is not to say that you should use 
these fonts exclusively, but it is recommended that you select one of 
these fonts as your default text font. You can select other font types 
for headings and text that you want to stand out. 

 

Bold/italics/underline ( ) 
Use these options to make text appear different to the surrounding text. This can 
ƘŀǾŜ ǘƘŜ ŜŦŦŜŎǘ ƻŦ άŘǊŀǿƛƴƎέ ǘƘŜ ǊŜŀŘŜǊΩǎ ŜȅŜǎ ǘƻ ƛǘΣ ŀƴŘ ƳŀƪƛƴƎ ƛƳǇƻǊǘŀƴǘ ǘŜȄǘ 
stand out.  
Select the text you want to display the desired effect, and click on any or all of the 
three icons to apply the effect. 
 

 Tip 
Be careful of over-use of emphasising text with special effects. It 
ŎƻǳƭŘ ƳŀƪŜ ȅƻǳǊ ǇŀƎŜ ƭƻƻƪ άŎƭǳǘǘŜǊŜŘέ ŀƴŘ ǘƘŜǊŜŦƻǊŜ ƳƻǊŜ ŘƛŦŦƛŎǳƭǘ 
to read. The whole objective of most web pages is to make 
information available to the site visitor. Try to make it as easy and 
pleasant as possible for the reader to get the info s/he is looking for. 
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More font options ( ) 
Clicking on this icon will offer you the following options to choose from: 
Superscript, subscript, strikethrough. Again, first highlight (select) the text that you 
want to display this property, and then select the icon and the particular option you 
want to apply. 
 

Font colour and highlight ( ) 
This is probably one of the functions you will be using most often. You can change 
the font colour with the left icon, and highlight the background behind the text with 
the right icon, as if you had used a highlighter-pen over the text. Again be careful of 
over-use, or your web page might end up looking like a smartie-box, which will 
make the text difficult to read. Select the text you would like to exhibit the font or 
background highlight colour, and click on ŜƛǘƘŜǊ ƻŦ ǘƘŜ ŀōƻǾŜ άFont colourέ ƻǊ 
άHighlightέ ƛŎƻƴǎΦ ¸ƻǳ ǿƛƭƭ ōŜ ǇǊŜǎŜƴǘŜŘ ǿƛǘƘ ŀ άŎƻƭƻǳǊ ǇƛŎƪŜǊέ ŎƘŀǊǘ like this: 
 

If you know the 6-character code for the colour 
you want, you can enter it in the box circled in 
red.  
Be warned! Not all colours are displayed properly 
in all browsers. If consistent display of colours 
between different browsers is important to you, 
ǎŜƭŜŎǘ ƻƴŜ ƻŦ ǘƘŜ ά²Ŝō ǎŀŦŜ ŎƻƭƻǳǊǎέ ŦǊƻƳ ǘƘŜ 
colour boxes displayed colour picker. 
 
As you move your mouse-pointer over the colour 
ōƻȄŜǎ ŘƛǎǇƭŀȅŜŘΣ ŀ άǎŎǊŜŜƴ ǘƛǇέ ǿƛƭƭ ŘƛǎǇƭŀȅ ǘƘŜ с-
character code identifying that particular colour, 
and it will preview the colour in the framed box 
toward the top left of this dialog box. 
 

When you click on a colour, you will see the preview in the smaller top right framed 
box, with the 6-character colour code. To apply the selected colour to your selected 
text in ǘƘŜ άŜŘƛǘ ōƻȄέΣ ŎƭƛŎƪ ƻƴ άhYέΣ ƻǊ ŎƭƛŎƪ ƻƴ ά/ŀƴŎŜƭέ ǘƻ ŘƛǎŎŀǊŘ ǘƘŜ ŎƻƭƻǳǊ 
selections you have made. 
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Paragraph justification ( ) 
Text you type (or copy) onto your web page is separated into paragraphs by the use 
ƻŦ ǘƘŜ ά9ƴǘŜǊέ ƪŜȅΦ ²ƘŜƴ ȅƻǳ ǇƭŀŎŜ ȅƻǳǊ ŎǳǊǎƻǊ ŀƴȅǿƘŜǊŜ ƛƴ ŀ ǇŀǊǘƛŎǳƭŀǊ ǇŀǊŀƎǊŀǇƘ 
ŀƴŘ ǎŜƭŜŎǘ ƻƴŜ ƻŦ ǘƘŜ ŀōƻǾŜ άǇŀǊŀƎǊŀǇƘ ƧǳǎǘƛŦƛŎŀǘƛƻƴέ ƛŎƻƴǎΣ ǘƘŜ ŎƘŀƴƎŜ ǿƛƭƭ ŀŦŦŜŎǘ 
the whole paragraph.  
¢ƘŜ ŦƛǊǎǘ ƛŎƻƴ ǿƛƭƭ ƧǳǎǘƛŦȅ ȅƻǳǊ ǇŀǊŀƎǊŀǇƘ ǘŜȄǘ ŀǎ ά[ŜŦǘ-ŀƭƛƎƴŜŘέΦ ¢ƘŜ ǎŜŎƻƴŘ ƛŎƻƴ ǿƛƭƭ 
ŎƘŀƴƎŜ ƛǘ ǘƻ άCanteredέΣ ǘƘŜ ǘƘƛǊŘ ǘƻ άwƛƎƘǘ-ƧǳǎǘƛŦƛŜŘέΣ ŀƴŘ ǘƘŜ ǊƛƎƘǘ-most of these 
four icons will space the words in each line to give the paragraph a άōƭƻŎƪŜŘέ ƭƻƻƪΣ 
which will not have any indents either left or right. 
The highlighted orange-brown coloured icon indicates active selection for the 
paragraph your cursor is in. 
 

More paragraph options ( ) 
{ŜƭŜŎǘƛƴƎ ŀ ǇŀǊŀƎǊŀǇƘ ŀƴŘ ŎƭƛŎƪƛƴƎ ƻƴ ǘƘŜ άaƻǊŜ ǇŀǊŀƎǊŀǇƘ ƻǇǘƛƻƴǎέ ƛŎƻƴ ŘƛǎǇƭŀȅǎ 
two options ŀǾŀƛƭŀōƭŜΦ ά5ƛǊŜŎǘƛƻƴ ƭŜŦǘ ǘƻ ǊƛƎƘǘέ is the default option. Selecting 
ά5ƛǊŜŎǘƛƻƴ ǊƛƎƘǘ ǘƻ ƭŜŦǘέ ǿƛƭƭ ƘŀǾŜ ŀ ǎƛƳƛƭŀǊ ŜŦŦŜŎǘ ŀǎ applying άwƛƎƘǘ-ƧǳǎǘƛŦȅέ 
formatting to a paragraph. 
 

Numbering/bullet list ( ) 
Numbered and bulleted lists are a great way to share factoids or sequenced steps 
with your web page readers. It simplifies the layout and reduces superfluous text, 
while making it easier on the eye to take in relevant facts quickly. 
Separate each fact or step with ŀ ǇŀǊŀƎǊŀǇƘ ōǊŜŀƪ όǇǊŜǎǎ άŜƴǘŜǊέ ŀŦǘŜǊ ŜŀŎƘ Ǉƻƛƴǘ or 
step). Select all the text you want included in the list ƛƴ ȅƻǳǊ άŜŘƛǘ ōƻȄέ, and click on 
the required (number or bullet) icon. Your text will be formatted according to the 
option selected. 
 

  



 
Kwikwap Web Development System (KW101)  Page 25 of 25 

More list options ( ) 
This feature allow you some additional formatting of the lists, over and above the 
ŘŜŦŀǳƭǘ ƻǇǘƛƻƴǎ ǿƘƛŎƘ ŀǊŜ ŀǇǇƭƛŜŘ ǿƘŜƴ ǎŜƭŜŎǘƛƴƎ ŜƛǘƘŜǊ ƻŦ ǘƘŜ άƴǳƳōŜǊƛƴƎέ ƻǊ 
άōǳƭƭŜǘŜŘέ ƭƛǎǘ ƛŎƻƴǎΦ Lƴ ǘƘŜ άŜŘƛǘ ōƻȄέ ǎŜƭŜŎǘ ǘƘŜ ǘŜȄǘ ȅƻǳ ǿŀƴǘ ǘƻ ƛƴŎƭǳŘŜ ƛƴ ǘƘe list 
ŀƴŘ ŎƭƛŎƪ ƻƴ ǘƘŜ άaƻǊŜ ƭƛǎǘ ƻǇǘƛƻƴǎέ ƛŎƻƴΦ ¢ƘŜ ŦƻƭƭƻǿƛƴƎ ŘƛŀƭƻƎ ōƻȄ ǿƛƭƭ ƻŦŦŜǊ ǎƻƳŜ 
more options: 

   
¸ƻǳ Ŏŀƴ ǎŜƭŜŎǘ ŀƴȅ ƻŦ ǘƘŜ ŘƛǎǇƭŀȅŜŘ ŦƻǊƳŀǘǎ ƻŦ ǘƘŜ άōǳƭƭŜǘŜŘέ ƭƛǎǘΣ ƻǊ ȅƻǳ Ŏŀƴ ǎŜƭŜŎǘ 
άbǳƳōŜǊŜŘέ ŦǊƻƳ ǘƘŜ ŘǊƻǇ-down menu (circled in red), and select which number 
ŦƻǊƳŀǘǘƛƴƎ ȅƻǳ ǿŀƴǘ ŀǇǇƭƛŜŘ ǘƻ ȅƻǳǊ ǎŜƭŜŎǘŜŘ ƭƛǎǘΦ Lƴ ǘƘŜ άbǳƳōŜǊŜŘέ list, you can 
also select at what number the selected list should start. 
!ŦǘŜǊ ŎƘƻƻǎƛƴƎ ȅƻǳǊ ƭƛǎǘ ŦƻǊƳŀǘǘƛƴƎΣ ŎƭƛŎƪ ƻƴ άhYέ ǘƻ ŀǇǇƭȅ ǘƘŜ ŎƘŀƴƎŜǎΣ ƻǊ ŎƭƛŎƪ ƻƴ 
ά/ŀƴŎŜƭέ ǘo discard your changes. 
 

Indent ( ) 
These two icons are used when you want to change the left-most alignment of a 
paragraph. It could be useful to indicate a sub-paragraph, detailing info about, or 
referring to the non-indented paragraph above it. 
Your default text-flow of a paragraph is left-aligned against the left margin of the 
web page content display area. Selecting the right-Ƴƻǎǘ όάLƴŎǊŜŀǎŜ LƴŘŜƴǘέύ ƛŎƻƴ ǿƛƭƭ 
move the paragraph where your cursor is to the right, leaving a blank space to the 
left of ǘƘŜ ǇŀǊŀƎǊŀǇƘΦ 9ŀŎƘ ŎƭƛŎƪ ƻƴ ǘƘŜ άLƴŎǊŜŀǎŜ LƴŘŜƴǘέ ǿƛƭƭ ǊŜǇŜŀǘ ǘƘƛǎ ǇǊƻŎŜǎǎΦ 
¢ƻ ǊŜŘǳŎŜ όƻǊ ǊŜƳƻǾŜύ ǘƘŜ ǎǇŀŎŜ ǘƻ ǘƘŜ ƭŜŦǘ ƻŦ ŀ ǇŀǊŀƎǊŀǇƘΣ ŎƭƛŎƪ ƻƴ ǘƘŜ ά5ŜŎǊŜŀǎŜ 
ƛƴŘŜƴǘέ ƛŎƻƴ ǳƴǘƛƭ ǘƘŜ ǇŀǊŀƎǊŀǇƘ ŀƭƛƎƴƳŜƴǘ ƛǎ ǿƘŜǊŜ ȅƻǳ ǿŀƴǘ ƛǘΦ 

 


