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See below on the left where you can choose a 

solid background color. Again, you can choose 

“more colors” to make your page unique. Be 

careful to choose soothing colors that are not 

too bright. Don’t hurt your viewers…make them 

want to come back to your page.  You can also 

choose a background picture by clicking in the 

box that says “background picture”. You have to 

go out (browse) and find a picture that you would 

like. I have place many nice backgrounds in the 

“Common” folder on the server.  

To find the server… Go to the “Look in” window 

and hit the down arrow. Go to the  “M” directory 

on the server….m: data on bvesd… Find the 

“Common” folder and choose “Graphics and Clip 

Art” open this folder and look in “Backgrounds” 

You and also use this folder for all sorts of fun 

graphics to insert on your page….We will get to 

that soon. 

Choose a background then hit “OK” it will put in 

on your new page. 





There are two ways to do this. You can go 

up to the “Table” tab on the standard tool 

bar and choose “insert row”. I think it is 

easier just to right click and choose 

“insert a row” this way. 



 

Clip Art 

If you choose “Clip Art” this will direct you 

to the Microsoft clip art file. This is a 

great place to find good clip art, especially 

if you click the “Clip Art On Line” feature. 

This takes you to Microsoft Office Online 

where you can do a search for just about 

any kind of clip art. 



When you are sure you have your graphic 

the size you want it, click on it and then hit 

the “Resample” button on the “Picture” tool 

bar. If you do not shrink the actual picture, 

the Internet loads it in its original size. 

Sometimes this can be a huge file. This will 

cause your page to load very slowly. Be 

nice…shrink or resample your pictures 

before you save your page. 
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