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How do I get a copy of Microsoft FrontPage? 
Last year, Microsoft stopped selling FrontPage, however, it is still a very useable program and can be 
purchased online at eBay and Amazon.com.  We recommend that you buy the most recent version, 
Microsoft FrontPage 2003, since it contains the feature needed to updated the tabs at the top of your 
intranet. 
 
Microsoft has also launched a new program that is equally useful for maintaining your intranet.  Microsoft 
Expression Web contains many of the same features as FrontPage, but is more available nowadays.  
We are able to support either product. 
 
If you prefer another web design product, we will be limited in our ability to support you, however, we 
don’t require that you use FrontPage or Expression Web — we only recommend it. 
 
 
 
What’s the best way to create new pages? 
Each departmental folder of the AgencyCentral Intranet contains a newpage.htm page that 
should be used as your “template” for new pages.  Simply open this page, click on File → Save As and 
give it a new name.  Select the folder you wish to save it in and click on the Save button.   
 

 You can also click on the newpage.htm page in the folder list, press CTRL+C (to copy) then 
CTRL+V to paste.  (Press CTRL+V repeatedly to make several copies.)  Right-click on each 
one and select Rename to assign a unique name to your new page.  Be sure to always 
maintain the .htm file extension so that the new page will open properly. 

 
 
 
How do I add scanned documents to my intranet? 
This is one of the most useful features about the intranet — the ability to scan documents that you 
receive from insurance carriers, rating companies and other sources and quickly organize them in your 
intranet.  You should refer to the instructions that you received with your scanning software in order to 
create the scanned document.  Once it has been created, here are some guidelines for integrating it into 
your intranet: 
√ Whenever possible, you should save your scanned documents in PDF or TIF format.  PDF is best 

because it take up little space and can be viewed by anyone who has installed the free Adobe 
Reader software on his or her PC.  This free software is available for download at 
www.adobe.com/products/acrobat/readstep.html  

√ Be sure to save your scanned documents into a shared folder on your network — one that is 
accessible to everyone who will be viewing the document. 
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√ To create the hyperlink in your intranet, follow the instructions in the next section for linking to “native 
documents.” 

 
How do I link to a Word, Excel or PDF document to my intranet? 
Many agencies have already spent years creating documents in Word, Excel and other programs for 
sharing within the office.  Rather than spending the time to convert these documents to web pages, it is 
often more reasonable to simply link to the existing “native document”: 
1. Make sure that the document you wish to link to is stored in a folder that is accessible to everyone 

who is using your intranet.  (If you are not sure, check with your system administrator to verify that 
the folder has the appropriate permissions for all users.) 

2. Launch your intranet in Internet Explorer and navigate to the page that you want to link your 
document from. 

3. Click on File → Edit with Microsoft FrontPage  
Note:  If this prompt does not appear, you will need to install FrontPage on the workstation. 

4. When FrontPage is finished loading your intranet page, add a brief description of the new 
document in the appropriate section of the page. 

5. Select the text by dragging your mouse over it 

6. Click on Insert → Hyperlink (or press CTRL+K) 

7. When the Insert Hyperlink window opens, navigate to the shared folder (see Step 1) and locate the 
document that you wish to link to 

8. Click on the file name and the Address field will display the path to this document 

9. Click on OK to assign the hyperlink and close the window 

10. Your description (see Step 4) will now be displayed as blue, underlined text to indicate that it has 
been hyperlinked. 

11. To test it, press ALT+TAB to return to Internet Explorer then press F5 to reload the page.  Click on 
the new hyperlink to launch the document in its native program (ie: Word, Excel, etc.) 
 
Tip:  If you delete a file from folder list in FrontPage, it does not go to your Recycle Bin.  It is 
permanently deleted and cannot be recovered. 

 
 
 
 
What is the easiest way to make a backup of my intranet? 
Although your intranet is probably installed on your network and is, therefore, regularly backed up with 
everything else on the drive, we recommend that you occasionally copy the INTRANET folder to your C: 
drive, particularly before making significant changes.  That way, you can easily restore a single file or 
folder if your editing causes problems with the intranet structure or page formatting.  To copy the folder: 
 
1. Open My Computer and navigate to the network drive containing your INTRANET folder. 

2. Click once on the INTRANET folder to select it, then press CTRL+C (or click on Edit → Copy) 

3. Locate your local C: drive and press CTRL+V (or click on Edit → Paste) to copy the folder 
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Can I change the names of the tabs on the top border? 
√ If you are using FrontPage 2003 or Expression Web, you can double-click on each tab to open the 

Interactive Button window.  On this window, you can change the title as well as other attributes. 

√ If you are using an older version of FrontPage, we’ll be happy to change the tab(s) for you.  Simply 
let us know what you want and we’ll e-mail the updated files to you as quickly as possible. 
 
Note:  Our normal support charges, when applicable, apply to this service as well as any other 
customization work that we perform after your intranet CD has been shipped. 

 
 
 
 
How do I change the fonts and/or colors used in the intranet? 
You can manually change the fonts and colors of your intranet pages simply by using the Format menu 
in FrontPage, however, if you wish to give your site a whole new look, you should learn how to use 
“cascading style sheets.”  Every one of your intranet pages is linked to one of two style sheets, which 
are stored in the _styles folder in your intranet.   
 
The style1.css style sheet is linked to all of the pages with a white background — in essence, the 
majority of the intranet pages.  The style2.css style sheet is linked to the contents pages that have a 
dark colored background, such as the left column of the Contact section.  If you make changes to either 
of these CSS pages, those changes will be made globally throughout your intranet.  In addition, you can 
locate other style sheets on the Internet and simply save them under the existing names (style1.css, 
style2.css) to apply those changes to your intranet. 
 
Visit www.htmlhelp.com/reference/css for a good place to start if you are interested in learning more 
about cascading style sheets.  You can also search in FrontPage Help by pressing F1 and typing the 
keywords “style sheets” in the Search box. 
 
  
 


