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Obijectives

This document provides a series of exercises in creating a simple HTML document. When you have completed
these exercises you should be able to:

¢ Create a simple HTML document
e Understand simple HTML tags
¢ View HTML documents using a WWW browser such as Netscape

Pre-requisites
This document assumes that you are familiar with Microsoft Windows and use of a WWW browser.

Format Conventions
The following format conventions are used in this document.

Computer input is shown inabol d Courier font | http://ww. netskills.ac. uk/
Computer output and menu names are shown in a Save

Courier font

Items that you must replace are shown in italics. Enter your username.

Site-Specific Features In This Document
This document assumes that Netscape and Notepad are available on the MS Windows desktop.

Copyright
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Task 1 Getting Started

Objectives To access the Microsoft Windows 95 desktop and to start up the applications to be used in the
following exercises.
Method You will run Notepad and Netscape - a World Wide Web browser.
Comments The Windows 95 desktop and Netscape start-up screen may differ depending on your local set-
up.
Activity 1.1 Familiarise yourself with the Windows 95 desktop, then, from the Start menu in the Task Bar,
choose Programs/Accessories/Notepad. The Notepad program will start and appear as shown in
Figure 1-1:
mum Hnrnp. [ ol =]
- 3 Figure 1-1.
The Notepad Proaram
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Activity 1.2 Now open Netscape, the web browser, by choosing Programs/Netscape Communicator/Netscape

Navigator from the Start menu. The Netscape program will appear as shown in Figure 1-2.
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Position the Notepad and Netscape windows so that you can see a section of both windows at
any time, allowing you to switch between them using the mouse when necessary.



Task 2

Objectives
Method

Comments

Creating A Simple HTML
Document

To create and view a simple HTML document.

You will create a simple HTML document using Notepad and then view the document using
Netscape.

Notepad is a simple Windows editor which can be used to create and edit text files.

Activity 2.1

Activity 2.2

Activity 2.3

The TITLE is Back  Fowd  Rebad  Home  Sewch Metcaps P Seourly  Sios
displayed here

In the Notepad window type in the following text:

<htm >

<head>

<title>W First HTM. Docunent</title>
</ head>

<body>

This is nmy first HTM. docunent.

</ body>

</htm >

Select the Save option from Notepad’s Fi | e menu and save the file ast est . ht min the
directory My Docunent s on the C: drive.

Switch to the Netscape program by clicking on any part of its window. From the Fi | e menu
select the Open Page option. Then click on the Choose Fi | e button and select the file you
created in the previous activity from the My Docunent s directory.

Open Page

Enter the World wide Web lacation [URL) or specify the localfils you would

et oo Figure 2-1 Choosing a File
| Chaose File.

[13 My Documents

| /& [=]

File name:  [Test him

Open I
| Cancel

Fies of type:  [HTML Files

The document should be displayed as shown in Figure 2-2.

H My first HTML document - Netscape [_[CIx]
File Edit Yiew Go ‘Window Help
¢ 2 G # =2 B & & &

=] € whats Related

| F Bookmaks £ Location [fle:/77EMy Documents/Test] im i

This is my first FTML Do cument \T
he location of the file on
your hard disc is shown in the
Location box

Figure 2-2 HTML Document Displayed Using Netscape



Task 3 Adding Text To Your HTML
Document

Objectives To add some paragraphs to your simple HTML document.

Method You will add some paragraphs separated by carriage returns which you will view. You will then
add the <p> paragraph tag.

Comments Paragraphs are delimited by the <p>and </ p> HTML tags.

Activity 3.1 Return to Notepad and add the following text (shown in bold):

<htm >
<head>
<title>W First HTM. Docunent</title>

</ head>
<body>
This is nmy first HTM. docunent.

| have created this docunent using Notepad.
John Smith repl ace John Smith with your nane

</ body>
</htm >

Save the file using the Save option from the Fi | e menu.

Activity 3.2 Return to Netscape and click on the Rel oad button. The following screen will be displayed:

- My first HTML document - Netscape
File Edit Yiew Go “window Help

@- %— % ﬁ 420 @ = =y ]

Back Forward  Reload Home Search  Metscape Print Security St"0\|l:|

§ wit Bookmarks A Location: Iﬁ|e:.-".-".-"c|.-"r\"|}' DocumentsTezt3 htm j & What's Related
This iz my first HIML Document I have created this document using Notepad. John
Stnith

Figure 3-1 Document Displayed as Single Paragraph
Note Notice how the text is displayed in a single paragraph.

Activity 3.3 Return to Notepad. Enclose each paragraph with the <p> and </ p> start and end tags:
<p>This is my first HIM. docunent. </ p>

<p>l have created this docunent using Notepad. </ p>
<p>John Smit h</p>

Save the file.

Activity 3.4 Return to Netscape and click the Rel oad button. Notice that the individual paragraphs are now
displayed correctly.

Note WWW browsers use the <p> paragraph tag to identify paragraphs. Carriage returns normally
have no effect on the way in which an HTML document is displayed.



Task 4 Adding Headings To Your
HTML Document

Objectives To insert sections headings in the HTML document.
Method You will add <h1> and <h2> header tags.
Comments Headers should be delimited using the <hn> and </ hn> paragraph tag. Up to six levels of

headings can be given.

Activity 4.1 Return to Notepad and add the following text shown in bold:

<htm >
<head>
<title>W First HTM. Docunent</title>
</ head>
<body>

<h1>HTM. Aut hori ng Course</hl>
<h2>My First Docunent </ h2>

<p>This is my first HIM. docunent. </ p>
<p>l have created this docunent using Notepad. </p>
<p>John Smit h</p>

</ body>
</htm >

Then save the file.

Activity 4.2 Return to Netscape and click the Rel oad button. Notice that the headers are displayed
differently from the main text:

"‘F’ My first HTML document - Netscape

File Edt “iew Go Window Help

4« » A # £ m & &£ @
Back Forward  Reload Hame Search  Metscape Print Security Stom
7| wif  Bockmaks A Locatiors [fle:///CI/COURSES Authoring/ T estd him 7] @ what's Related
.
HTML Authoring Course
My First Document

Thus 15 oy first HTRL document
I have created this using Notepad

John Smith

Figure 4-1 Display of <h1>and <h2> Tags



Task 5

Using Lists

Objectives To add a bulleted list to your HTML document.
Method You will add <ul >, <ol >, <l i >, </ ol >and </ ul >tags.
Comments The <ul > tag is used to define the start of an unordered list. The <ol > tag is used to define the

start of an ordered list. The <L > tag is used to define the items in the list. The </ ul > or
</ ol > tags define the end of the unordered or ordered list.

Activity 5.1 In Notepad, add the following text (shown in bold):

'<'p'>l have created this docunent using Notepad.</p>

<h2>Summrar y</ h2>

<p>So far | have | earnt:</p>

<ul >

<li>How the TITLE tag is displayed

<li >The rol e of the paragraph tag

<l i >The use of the hl and h2 tags for headers
</ul >

<p>l am about to learn the follow ng three things:
<ol >

<l i >About unordered (bulleted) lists

<l | >About ordered (nunbered) lists

<l i >That the paragraph end tag can be omtted.

</ ol >

Then save the file.

Note The </ p> tag has been omitted from the sentence: t hr ee t hi ngs: </ p> The end paragraph
tag is optional.

Activity 5.2 Return to Netscape and click the Rel oad button. Notice how the unordered and ordered lists
are displayed.

J;:v My first HTML document - Metscape
Elle Edit Yiew Go Window Help

= = ) s g
€ ¢ I3 A A w & 4 & N
Back Fonwerd Reload Harme Search  Metscape Print Security Stop
‘t‘ Bookmarks A& Location Ihle:.‘ﬁCVMy Diocuments/ T ests. htm j @'Whal's Related
VLY I'ITHL DAULTIOITCTIT

This 15 my first.......

I have created thiz using Notepad

Summary
So far Thave learnt

* Title tag
* Paragraph tag
* Heading tag

In this exercise T will learn:

1. unerdered lists

2. ordered lists

3. that the paragraph end tag can be omitted
John Smith

=il |Document: Done

w el

Figure 5-1 Display of Ordered and Unordered Lists

Activity 5.3 Create another ordered list using the <ol >, <I | > and </ ol > tags. Make a list of any problems
you have experienced, or any questions you have at this point.
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Task 6 Formatting and Logical Tags

Objectives To demonstrate the effect of various formatting and logical tags in HTML.
Method You will add <b> (bold), <i > (italic) and <st r ong> tags.
Comments Formatting tags such as <b> and <i > give you control over the appearance of a document.
However logical tags can define the role that text has in a sentence.
Activity 6.1 Return to Notepad and add the italic <i > tag to the text as shown in bold:
<p>This is ny <i>first</i> HIM. docunent. </ p>
Save the file and then go to Netscape and click the Rel oad button. Notice how the word first is
displayed in italics.
Activity 6.2 Return to Notepad and change the italic tag to the bold <B> tag as shown:
<p>This is nmy <b>first</b> HTM. docurent. </ p>
Save the file and then and click the Rel oad button in Netscape. Notice how the word first is
displayed in bold.
Activity 6.3 Return to Notepad and change the bold tag to the strong <st r ong> tag as shown:
<p>This is ny <strong>first</strong> HTM. docunent. </ p>
Save the file and then go to Netscape and click the Rel oad button. Notice how the word first is
displayed.
Note Although formatting tags such as <b> and <i > give you, the author, control over the appearance
of your document, structural tags, such as <st r ong> define the role the text has in a sentence.
For example the sentence You must <st r ong>not</ st r ong> press button A could be
rendered by an audio-enabled browser used by the visually impaired by a change in the emphasis
in the tone of the voice. In contrast the sentence You must <i>not</i> press button A could not
be interpreted in this way.
Activity 6.4 Line Breaks
Insert a line break tag <br > in the middle of a sentence and compare its effects with a paragraph
tag used previously.
Activity 6.5 Pre-formatted Text

Sometimes you will want the spaces, tabs and general layout of text to be preserved in an HTML
document. For example if you have data or text in columns. To achieve this, the text must be
enclosed in the Pre-formatted tags, <pr e> and </ pr e>.

Type in the following small table using tabs to separate the columns and surrounding it with
preformatted tags:

<pr e>
Col. 1 Col. 2 Col. 3
1.1 2.1 3.1
1.2 2.2 3.2

</ pre>

Save the file, then reload it into Netscape to see how it looks.



Activity 6.6 Indented Text
Indent a piece of text like a quotation using the blockquote tags:
This is nornal text
<bl ockquot e>

Thi s paragraph will appear indented in Netscape as it is

encl osed in bl ockquote tags. Any spaces tabs or
i ne breaks
wi || be ignored. </ bl ockquot e>

Back to normal text

This is normal ext

This paragraph will appear indented in Hetscape as it is enclozed in blockquoote tags. Ancy
spaces tabs or line breaks will be ignored.

Back to norimal text

Figure 6.1 Blockquoted Text



Task 7 Using Hypertext Links

Objectives To create a hypertext link in your HTML document.
Method You will add the <a> (anchor) tag to provide a link to the College’s home page.
Comments The <a> anchor tag can provide links to files held on computer systems around the world.
Activity 7.1 Return to Notepad and add the following text:
<a href="http://ww. gmv ac. uk/ "> Queen Mary and Westfield
Col | ege</ a>
Save the file and then view it in Netscape. Notice how the words Queen Mary and
Westfield Coll ege (i.e. the text contained between the <a. . > and </ a> tags) is
displayed differently from the rest of the text (often in a different colour or underlined).
Note Notice that the <a> tag has the format <a href ="http://server _name/
pat hname" > The ser ver _nane is the name of the computer system you wish to access and
pat hnane normally refers to the name of the file you wish to retrieve and the directory in
which it is located.
Activity 7.2 Click on the highlighted words Queen Mary and Westfiel d Col | ege with the left
+t- Queen Mary and Westfield College - University of London - Netscape
File Edit Yiew Go Window Help
e Y A A e B o & @
Back Forward  Reload Home Search  Metscape Frint. Security Stap
i wm!'Bnnkmalks A Locatior: [http: /v qrw_ac uk/ j @07 What's Related
[ | Document: Done >
mouse button. You will be taken to the QMW home page as shown below:
Figure 7-1 QMW Home Page
Activity 7.3 Click on the Vi ewmenu and select the Page Sour ce option. Examine the HTML used in the
document you are viewing. It may appear complicated but try to identify some hypertext links in
the HTML source. Close the source window when you have finished.
Activity 7.4 Click on the Back option of Netscape (which is often an icon, or a menu option located in the

CGo or Navi gat e menu).



Activity 7.5

Activity 7.6

Activity 7.7

Note

Activity 7.8

Start a new file in Notepad and type in the following lines:

<htnl >

<head>

<title>Wydoc</title>

</ head>

<body>

<a href="test.htm'> Go to test. htnk/a>
</ body>

</htnl >

Save this file as mydoc. ht m then switch to Netscape and open it using Fi | e/ Open
Page/ Choose Fi | e as before. The line you have just typed should appear in blue as a link.
Click on the blue text and you should go to your original file (t est . ht m).

Now re-open your original file (t est . ht m) in Notepad and put in a link pointing to
nmydoc. ht m Try the links to make sure they work.

To link to a specific part of a document the destination text must have an anchor tag and a name.

Go back to editing the first file, t est . ht m and place the following line half way down the
document:

<p><a name="anchor1"> This is an anchor called anchorl
</a> in test.htnx/p>

Now insert the following line near the top of the file:
<a href="#anchor1"> Go to anchor 1</ a>

Save the changes and try out the link to anchorl.

To make the text of the named anchor appear at the top of the screen, there should be at least a
pageful of text below it.

Open the second file, mydoc. ht m in Notepad once more. Go to the href line and change it to:
<a href="test.ht m#anchor 1">Anchor1 in test.htm </a>

Save the change, open the file mydoc. ht min Netscape and try the link to make sure it goes
straight to the named anchor int est . ht m

If you have time...

Activity 7.9

Note

There are some special href formats. For example, the Hypertext Link to Email Dialogue Box
which, when activated, will open up an email dialogue box allowing the caller to send mail using
Netscape's own mail interface.

Insert the following construct and try it out:
Pl ease mai|l any conments to

<a href="mailto:your-enmail name@nmw. ac. uk" >
your - emai | name@nw. ac. uk</ a>

It is recommended that the email address is shown as the link (as in the example) as not all
browsers accept the mai | t o construct and readers may need to copy the email address for use
with their own mail system.



Task 8 Adding Images

Objectives To add an image file to your HTML document.
Method You will use the <i ng src="i mage_fi | enane" > tag to include an image.
Comments The <i ng sr c=> tag can provide a link to images. You will normally use GIF, JPEG or PNG
image formats in your HTML documents.
Activity 8.1 The first activity in this section is to acquire an image file to use.
In Netscape, return to the QMW public home page (www.gmw.ac.uk). You should be able to do
this by selecting it from the Go menu. If not, type the URL into the Location box and press the
Ent er key. B
Back
When the page has loaded, point to the crown logo at the o=l
top and hold down the right mouse button. The drop %teobad
down menu in Figure 8-1 will appear. —
i Wiew Source
Select the option Save | mage As.. fromthe menu Yiew Info
and save the file as | ogo. gi f inthe My Docunent s Wiew Image [gmwlogo gif]
folder on the C: drive. Set Az Wallpaper
Add Bookmark,
Activity 8.2 Return to Notepad and add the following text to Create Shartcut
test. htm Send Page
<i mg src="1o0go. gi f" ALT="QWV e e
LOgO" > Copy Image Location
Save the file and then go to the browser and click the Figure 8-1 Copying an
Rel oad button. The QMW logo will appear in your Image or Location
document, as shown below.
b
R
AMD WESTFIELD COLLEGE
UMIVERSITY OF LONDOM
Figure 8-2 Display of the QMW Logo (logo.gif)
Note The file | ogo. gi f should be inthe My Docunent s folder — the same one as the file
t est . ht m- so only the filename is required as a URL.
The al t =" QWAMLogo" attribute is used in order to provide a textual alternative for browsers
which cannot load images, or when loading of images is disabled.
Activity 8.3 Go back to Notepad and add the hei ght and wi dt h attributes to the image link:
<inmg src="logo.gif" hei ght=100 w dt h=256 al t="QWV Logo" >
Save the file and then view it in Netscape. The logo should appear half the size it was before.
Note Resizing the image using the hei ght and wi dt h tags does not alter the size of the file itself.

This means that it will still take the same amount of time to load. To make the image load faster
you need to resize it using a graphical manipulation package.
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Activity 8.4 Return to Notepad and add the following text:

<h2> Using the ALIGN attribute for an i mage</ h2>

<ing src="logo.gif" alt="QWWLogo" align="top">This text is
aligned to the top.

<hr>

<inmg src="logo.gif" alt="QWVLogo" align="mddl e">This text
is aligned to the niddle.

<hr>

<inmg src="logo.gif" alt="QWVLogo" align="bottom>This text
is aligned to the bottom

<hr>

Save the file using the Save option from the Fi | e menu. Return to Netscape and click the
Rel oad button. Look at the three images and notice the position of the text in each case.

Activity 8.5 Return to Notepad and add the text shown below:.

<h2> Using an inmage as a hyperlink to a HTM. docunent </ h2>
<a href="http://ww. gmwv. ac. uk/"><inmg src="1ogo. gi f"></a>
<hr >

View the file in Netscape. Notice that the image has a coloured border around it, and as you pass
the mouse over the image the URL of the pages to be displayed appears in the status bar. Select
the image hyperlink.

If you have time......

Activity 8.6 Enter the URL:
http://ww. ncl . ac. uk/i mages/ gi f s4us/

into the Locat i on box in Netscape and press the Ent er key.

Move the cursor over one of the images and then hold the right mouse button down. Click on
the Copy | mage Locat i on option of the drop down menu.

Return to Notepad and add the
<ing src="pasteinmage |ocationhere">

tag, replacing the text in italics by pasting in the image location or URL.
Save the file and try out the link in Netscape.

Activity 8.7 Look at the comprehensive collection of icons and graphics at the following URLS:
http://ww. i conbazaar. conf

http://ftpl.rad. kunt. edu/icons/icons. htm
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Task 9 Creating a Simple Table

Objectives To create a simple table in your HTML document.
Method You will use a number of basic table tags. These will include <t abl e>, <t r >, <t h>and
<t d>.
Comments Tables may not be supported by older versions of some browsers. They are however a useful
tool in organising page layout.
Activity 9.1 Return to Notepad. Select a suitable place in the body of your document for placing a table and
add the following text:
<t abl e border>
<tr><th>Contents</th></tr>
<tr><td>Task 1</td>
<td>Getting Started</td>
<td>Page 1</td></tr>
</tabl e>
Activity 9.2 Save your document, return to Netscape and
click the Rel_ oad button. The table shOL_JId Iiﬂuntents
now appear in your document as shown in :
Figure 9-1. Task1  |(Cetting Stared Page 1
Note The <t abl e>. . . </ t abl e> tag encloses : :
the whole table. Here we have used the Figure 9-1 Display Of A Table
additional attribute bor der , this displays the
outline of the rows and columns. The <t r>. . . </t r > tag is for the table row and within this
you use the <t d>. . . </ t d> tag to enclose table data (a cell value).
The tag <t h>. . . </t h> encloses a column or row header inside a row.
The <t h>and <t d> elements can have al i gn and span attributes, for example <t h
col span=3> would span the header entry across three columnsand <t d al i gn=LEFT>
would position the cell data to the left hand side.
The closing tags </ t r >, </ t h>and </ t d> are not actually required
Activity 9.3 Return to your document in Notepad and add some more rows to the table.

Try placing the Contents header across three columns.
What happens when you omit the bor der attribute?

If you have time...

Activity 9.4

Look at the examples of table layout at the URL:

http://ww. net scape. conf assi st/ net_sites/tabl e_sanpl e. htm
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Task 10 Publishing Your Document

Objectives To publish the HTML document you have created.

Method You will use a file transfer program to upload the file onto a web-server (known as alpha)
Comments WS_FTP is an easy-to-use file transfer program with a typical Windows interface. There are
many other such programs available, many of them freeware or shareware.

Activity 10.1 Go to the Start menu and choose WS_FTP from the Programs section.
Note the details in the Session Properties dialogue box:
Session Properties m
General | Startup | Advanced | Firewall |
Frofile Mame Im LI N [=0
Host Mame/Addrass |a|pha.qmw.ac.uk Delete |
Host Type: |UNIX (standard) =]
User D IugzzQED ™ Anonymous
Password I"‘“""‘“““‘“““‘k W Save Pwd
Account I
Comment: I
Ok | Cancel | Al | Help |
The name of the server to which you will upload the file is al pha. gmw. ac. uk.
The user ID and password are already entered, so all you need to do to connect to the server is
click the OK button.
Activity 10.2  When a successful connection has been made the WS_FTP window will appear like this:

TAWS_FTP35 LE alpha.qmw.ac.uk [_ O] x]
—Local System —FRemote System
IC:\My Documents LI l/nfs/alpha/homeZ/ugzzQSD/publ ic_html LI
- | Name | Date Size ” ChoyDir - | Name Date | Size | | ChryDir
Ell':‘l;otoshopEx 990414 15:00 n|| _ MKkDir t- MkDir
Caweb 590223 14:21 o |: |:
991116 12:34 2986038
991116 12:35 G Wiewr LI SE
Exec EvEE
Fename ;I PENErTE
Delete DEelEte
Refrash Refrash
‘ | | ’l Dirlnfo Dirlnfo
 ASCI @ Binany I Auto

150 ASCIl data connection for fbin/ls (138.37.111.31,1032) (0 bytes)
Feceived 8 hytes in 0.1 secs, (300.00 bps). transfer succeeded
226 ASCIl Transfer complete

Close | Cancel | Logvnd | Help | Options | About Exit |

BB

The left side of the window lists the files and folders on the PC (Local System). Make sure that
this shows the C: \ My Docunent s folder.

The right side of the window lists files and directorois on the server. Make sure that this shows
the public_htmnl directory.
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Activity 10.3

Note:

Activity 10.4

Select the file you want to upload by clicking on it once, then click on the right arrow button in
the middle of the window.

You should now see the file appear in the list of server files on the right.

Go back to Netscape and type the URL of the file you have just uploaded into the Go To: or
Locat i on box and press Ret ur n.

The URL of the document will be like this:
http://ww. gmw. ac. uk/ ~user 1 D/ fi | enane

where userlD is that used for logging in to the server and filename is the actual name of the file
that you uploaded.

It is not necessary to include the publ i ¢_ht ml directory in the URL as the server takes that
part for granted when interpreting the ~user i d component of the address.

When you have successfully accessed your web document in Netscape, go back to WS_FTP to
close the connection with the server and quit by clicking on the Exit button.

14



Task 11 Checking Your HTML

Objectives To validate an HTML document.

Method You will use an web-based validation service.

Comments Use of HTML validation is strongly recommended. This service allows the testing of a published
document.

Activity 11.1 Return to Netscape and type the following URL into the Locat i on/ Go t o box:
http://ww. mrror.ac. uk/services/validator/
Then press the Ent er key.
The HTML Validation Service provided by the UK Mirror Service will be displayed.

Type the URL of your web page in the Location box and click on the 'Val i date thi s
page' button.

Activity 11.2 You will probably find that the first error given in the validation results is a missing Doct ype
statement which should appear as the first line of a strictly conforming HTML document.

Try editing the file, inserting the following statement at the top:
<! DOCTYPE PUBLIC "-//WBC// DTD HTM. 4.0 Transitional//EN'>

Save and transfer the file again to the server, then re-submit it for validation.

Activity 11.3  See if you can eliminate any other errors in your HTML

Note Validation is very important. It is possible to create an HTML document, which may look
correct when displayed by a WWW browser, but contains errors. For example a document
containing an incorrect header end tag would give incorrect results if an automatic table of
contents were to be generated.
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Task 12 Finding Out More

Objectives To find out more about HTML.
Method You will access information available on the WWW to find out more about HTML.
Comments The sites below are just a few of those providing information on all aspects of the Web.

Activity 12.1  You might like to look at the information available at some of the following URLSs.

I) Tutorials and Guides:

Getting Started With HTML
http://ww. w3. or g/ Mar kUp/ Gui de/

A Beginner's Guide To HTML
http://ww. ncsa. ui uc. edu/ General /I nt er net / WAV HTM_Pr i mer . ht m

Crash Course in HTML
http://ww. w3-tech. conl crash/ CrashCour se. ht m

Creating HTML
http://ww. r ose- hul man. edu/ ~bornenj d/ chtm /htm . ht m

I) Reference:

The Barebones Guide to HTML
htt p: //wer bach. com bar ebones/ bar ebone. ht m

The WWW Help Page
http://werbach. com web/ wwhel p. ht m

The HTML Language
htt p: //uni on. ncsa. ui uc. edu/ Hyper News/ get / ww/ ht m /| ang. ht m

HTML Tag List
http://utopi a. knowar e. nl /users/schl uter/doc/tags/index. htm

I11) Style and Design:

Style Guide for Online Hypertext
http://ww. w3. org/ Provi der/ Styl e/ Overvi ew. ht m

Guide to Good Practices for WWW Authors (JISC/SIMA Report)
http://ww. man. ac. uk/ WC SI MY/ | saacs/toc. htm

IV) HTML Standards:
htt p: // www. w3. or g/ pub/ WAV Mar kUp/

V) Complete Guide to the World Wide Web and HTML.:

The World Wide Web Information Pack
htt p: // www. abdn. ac. uk/ di ss/ webpack/

Activity 12.2 If you find that any of these links are out of date, please let me know!
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Appendix 1 Guidelines for Good Practice

» Consider the needs and facilities of your users.
e Take into account the cost of maintaining WWW data.

» Consider whether HTML meets the requirements of your user group.

« Use the Doctype declaration to declare the type of HTML used.

« For maximum portability and usability, use standard HTML.

e Validate your HTML mark-up.

» Make sure your documents are usable on a range of browsers.

« Do not use non-standard extensions in documents intended for general readership.
» Provide alternative options to non-standard elements.

« Use the paragraph tag to enclose paragraphs, not to create space.

« Use heading levels in their natural order, starting with Heading Level 1 at the top of the
document, and proceeding one step at a time from one level down to the next.

« Do not use multiple DD tags with one DT tag.

« Avoid overlapping tags.

« Do not embed structural tags in other elements such as lists or anchors.
« Using relative URLSs in anchors facilitates moving collections of data.

« Cite URLSs for directory entries correctly.

» Use a standard classification scheme.

« Give a consistent appearance to a collection of documents.

« Use atemplate as a starting point for composing documents.
e Provide flexibility.

» Provide navigational aids at all times.

< Always give a concise, meaningful title in the HEAD part of the document.
< Limit pages to a manageable size.

e Use links to enrich your document, but let it speak for itself too.

« Don't use 'Click here' for links.

« Supply contextual information about links.

» Make regular checks of the links in your documents.

« Use graphics effectively to enhance yourdo not include large graphics files as inline images.
« Let the user choose whether or not to view large graphics files.

« Test graphics on different monitors.

« Always provide an alternative to images.

« Provide a text alternative to hyperlinked graphics.

» Re-use images in preference to using new ones.
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e Check documents on a regular basis.
» Provide author or publisher information in your documents.

» Test scripts for effective functioning.

« Do not say anything to harm the reputation of others.

« Copyright does apply to WWW pages.

» The default is that copyright belongs to the author/publisher.

< Obtain consent if you want to use other's material.

* Your web pages are your property (or your institution's) unless you give them away.

« Obscene and pornographic material is likely to be unacceptable legally and institutionally, as
well as offensive to the average web user.

» Obtain permission before including personal information or a photograph.

< Be aware that personal information is protected by legislation.

Appendix 2 Document Checklist

Here is a list of things to do when you have prepared your document:

1. Read through it carefully. Look at:
e spelling
e grammar
» clarity of expression
e structure
e usability
2. Check out the graphics
» do they enhance the content?
» are they aesthetically pleasing? (if you can't tell, ask someone who can)
» are images of manageable size? (downloading time)

 isthe text easily readable? (avoid busy backgrounds, watch colour combinations of text
and background)

3. Test it in different environments:

» at least three browsers, including one plain text one

 different monitors with varying resolution, size and colour capability
4. Run it through an HTML validation program.
5. Have someone else view it and give you comments.

6. Announce it.

Appendices are copied from ‘Guide to Good Practices for WWW Authors’ — a JISC/SIMA report by Margaret
Isaacs (ht t p: / / www. man. ac. uk/ WC/ SI MY | saacs/toc. htm)
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