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How to Create a Teacher Web Page 

Without Knowing How to Program in HTML 
Peter G. Mohn 

October 21, 2011 Dreamweaver Workshop 

 

I Introduction 

 

I want you to think back to the first time you opened Microsoft Word.  It was kind of 

scary when you opened Word and there were so many functions to choose from when all 

you wanted to do was type a letter or create a lesson.  Even today, once you learned how 

to use Word there are still many different functions you don’t know how to use, and 

probably never will use.   

 

Once you did learn the basics to Word you started to learn new functions that Word could 

do.  Maybe you learned how to insert a picture or graphic into your document.  Or, 

maybe, you learned how to create a table within your document.  Sometimes learning a 

new function in Word was easy.  Sometimes it took asking for help from another person.  

But, in the end you now know how to create a document to use in your professional 

work, or for personal use. 

 

Dreamweaver will be like opening Word for the first time.  You will see more functions 

than you will ever use.  However, you won’t be starting from scratch.  Creating a web 

page from scratch takes more hours than you can give at this time.  Therefore, a teacher 

web template has been created for you to start with.  What you need to learn today is how 

to use some of the basic functions in Dreamweaver, so you can change this web template 

into your personal teacher web page.  When we are finished today your personal web 

page will be more than half complete, and it won’t take much more time (1-2 hours) to 

finish the rest of your web page.  Once your web page is ready we will finish setting up 

your Dreamweaver site at the GPHS and publish your work online. 

 

II Guidelines 

 

Before we begin learning some of the functions for creating a web page there are a few 

guidelines that we need to follow in creating a teacher web page.  You are allowed to 

have students help you update your web page on your local computer.  But, you need to 

review all their work before you upload their work.  Under no circumstances are you to 

allow a student to upload changes to your web page because this gives students 

access to your user name and password. 

 

III Organizing Your Web Folder 

 

First, let’s look at how some of your colleagues are using the web templates for their 

classes.  For future references all teacher web pages can be found at 

http://glacierpeak.sno.wednet.edu/LMC/Docs/TeachWebPg.htm . 

 

http://glacierpeak.sno.wednet.edu/LMC/Docs/TeachWebPg.htm
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Second, now that you have seen a few teacher web page designs from each template 

please select a template folder, drag it to your Document folder on the computer and 

rename it using the first initial of your first name and your last name (e.g., pmohn). 

 

Third, it is extremely important to organize your web folder in a logical manner so it is 

easy for you to locate your files.  My folder is organized by types of files. 

 

 
 

Most teachers organize their folders by course taught and within in each course folder by 

units they are teaching.  Last year, I had a teacher who had all their teaching folders 

organized on their computer so all they did was drag and drop their instructional 

materials into their web folder.  And for every new lesson they created they saved it 

inside their web folder.  Keeping your files inside your web folder reduces the chance of 

creating broken links on your teacher web page. 

 

The fourth thing you need to do when organizing your web folder is to keep the titles of 

your documents short in their length and not to duplicate words with folder titles.  

Example, if I have a folder labeled “Chemistry” then I may want to shorten the word to 

“Chem.”  The syllabus inside the folder only needs to be titled, “syllabus.”  You don’t 

need to say “Chemistry Syllabus” as this will duplicate words in your URLs.  By 

shortening the title of the folder to chem. and name of the file to syllabus then the URL 

will look like this - …chem/syllabus.html.  If I didn’t shortening the titles then the URL 

would look like this - …chemistry/chemistry%20%syllabus.html (very messy and 

difficult to read). 
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Lastly, eliminate spacing in your titles as URL show spaces with the characters %20%.  

Either delete the space between words and capitalize the first letter of the second word.  

Or, use the underline, _ , instead of a space.  Either way works well. 

 

Activity:  Moving Syllabus to Folder 

 

A) Open one of your syllabi 

B) Select Save As 

C) Save syballus to your web folder’s Docs folder 

 

 

IV  Setting Up the Link from a Computer to the Web Server 

 

One of the command drop down menus is titled Site.  Please click on this word and select 

New Site from the drop down menu. 
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In the site window please type a Site Name.  Any name will do as this is only the title of 

your Managed Site (it won’t show up on your web page).  Then click on the folder icon 

next to the Local Site Folder window to local your web folder on your computer.  Locate 

and open your web folder and click Select. 

 

 
 

 



 5 

Next, click on the Servers link.  This will open a new center section in this window.  

Click on the Plus sign at the bottom of the window. 

 

 
 



 6 

When you click on the Plus sign a new window will pop up.   

 

 

 
 

At this time the District is using a FTP connection to the web server so make sure the 

Connect using down menu is on FTP.   

In the window titled Server Name type SSD-WEB.  Type in the FTP address 

www.sno.wednet.edu.  Your user name is should start with RSC_DOMAIN\ then your 

regular username for signing into a computer.  (Note: this is a backslash at the end of the 

domain which is the key above the Enter key.)  Your Root Directory on the web server is 

glacierpeak/teachers/first intial.last name.  Lastly, type in your password and click on 

the Test button.  If you got a successful connection then unclick the check mark in the 

box next to the Password window, and click the Save button,  Click the Save button 

again at the next window, and then the Done button to exit out of the Site window. 

 

Every time you use a new computer you need to go through this set up process to connect 

to the web server, so please keep these pages for future reference.  

http://www.sno.wednet.edu/
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V Basic Areas in Dreamweaver 

 

You will see four different areas in Dreamweaver when you open the program and open a 

document to edit.  They are commands, properties, side windows (includes the files in 

your local web folder), and the web page you’re working on when you open a file. 

 

 
 

 

VI Typing 

 

Dreamweaver is not a word processing program; therefore you need to pay attention to 

the Properties Inspector window at the bottom of the page when typing new text on a web 

page.  Many people create a document in Word and then save it as a web page in their 

web site folder 

 

Properties Inspector Window for HTML Functions 

 

 Format: Paragraph or Headings 

 Class:  (CSS style) 

 Bold and Italic buttons (no underline – underline is used for links) 

 Justification (left, center, right, and both) 
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 Bullet and Number Lists 

 Indent (use instead of the tab key) 

 Link (to WWW, your web site, e-mail or layer) 

 Target: how the link opens (more later) 

 

Properties Inspector Window for CSS Functions 

 

 Font: 

 Bold and Italic buttons (no underline) 

 Size: leave on px 

 Justification: (left, center, right, and both) 

 Color: color of font 

 

Hint:  One of the frustrating aspects of html is using the <Enter> key.  In Word the 

<Enter> key is set for single spacing between text unless you changed your format.  In 

HTML, hitting the <Enter> key creates double spacing between lines of text (it’s starting 

a new paragraph); use <Shift><Enter> for creating single spacing between paragraphs. 

 

 Activity: 

 

A) Highlight Teacher Name – type your name 

B) Highlight department – type in your department name 

C) Go to File, select Save All 

 

VI Links 

 

Links allow you to send readers to various places, like other web sites, or within your 

web site.  Dreamweaver allows you to create links to new web sites, web pages within 

your site, to e-mail addresses, frames, layers, or create anchors within a web page.  

Today, we will learn how to create links to other web sites, links within your own site, 

and to e-mail addresses. 

 

 Activity: Linking your syllabus in your web page 

 

A) From your computer move a syllabus to your Docs folder in your web folder 

B) Go back to Dreamweaver and highlight the word Syllabus in your index 

C) Click on the folder image in the Properties window.  Find your syllabus and 

select it.  You should see the name of file in the Text window.  

D) In the Target window select _blank 

a. _blank = opens a new browser window 

b. _parent = opens a new page in your current browser 

c. _self = opens link within your frame or layer 

d. ignore the other choices for now 

E) Click tab key 

F) Go to File, select Save All 
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VII Layers 

 

Your web page template was created with layers.  To access the different layers on your 

web page go to the AP Elements window in the upper right area.  Make sure your AP 

Elements window is on the Insert tab and not the CSS Styles tab. 

 

 
 

Layer Inspector Window Functions 

 

 CSS-P Element: where you name your layer 

 Size of Layer: size includes left, width, top, and height 

 Z-Index: how the layer is stacked in relation to other layers 

 Vis: visibility (default, inherit, visible, hidden)  

 Bg Image: background image 

 Bg Color: background color (default is transparent) 

 Ignore the rest for now 
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 Activity: 

 

A) Click on the AP Elements layer 

B) Select Contact in the Design window 

C) Fill in your contact information 

D) Highlight your e-mail address 

E) Click on the Insert drop down menu 

F) Select Email link  
G) Type e-mail address if you need to 

H) Click OK 

I) Go to File, select Save All 

 

 

VII Saving Word Documents as Web Page 

 

One of the easiest ways to expand your teacher web site without spending a lot of time in 

Dreamweaver is to create your classroom handouts in Word, save as a document to print 

out for students, then do a Save as Web Page and place it in the appropriate folder in 

your web site.  This will be the fastest way for you to place new assignments online. 
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Activity: Saving a Word Document as a Web Page 

A) Open one of your Word Files 

B) Go to Office Button and Select Save As 

C) Open Save as Type window 

D) Select Web Page 
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E) Select your web folder in Documents 

F) Click on Save 
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VIII Calendar 

 

 

 Activity: Adding Class Activities to Calendar 

 

Let’s fill in classroom activities for the last week of October.  Feel free to add links to 

documents you are going to use next week. 

 

A) Open Calendar folder 

B) Double click on 11-12.html 

C) Click on October tab icon 

D) Scroll down the October calendar and enter information for last week 

 

 
 

 

IX Previewing Your Web Site 

 

Before you up load your teacher web site you need to see if your changes are working 

and how they look in a web browser.  Dreamweaver allows you to view your work and to 

try out your links before uploading your changes to your teacher web page. 
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 Activity 

 

A) Open File of your command list 

B) Save All – you can’t view your work until it is saved 

C) Open File in Dreamweaver and select Preview in Browser 

D) Select Internet Explorer (IE will launch) 

E) Now check your web site to see if everything is working by clicking on all the 

links. 

 

X Uploading Your Web Page to the Web Server 

 

 
 

Click on the icon under the Files tab that looks like a plug.  A window pops up asking 

you for your password.  Type in your password and click OK.  The icon will now look 

like it plugged into itself.  For your first upload we will select your entire site folder and 

click on the blue up arrow.  The program will ask whether you want to upload your 

entire site – click on Yes.  Your entire will now be uploaded to the web server.  (Note: 

the next time you want to upload an edited page, or a new file then you will highlight just 

document you want to upload.  You don’t ever need to upload your entire web page ever 

again.)  Your site is now live but no one will know it until I add a link in the Teacher 

Web Pages page.  I won’t do this until you tell me you’re ready for your site to go live. 
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XI Closing Remarks 

 

The first semester is about getting used to using the basic functions of Dreamweaver, and 

use your web page in class for a lesson or two once you are comfortable navigating your 

own web page.  Your assignment for the next two weeks is to finish personalizing your 

site and have me help you upload your teacher web page.  Once your web page is built, 

then you’ll need to incorporate this technology into regular schedule for updates, and into 

your classroom. 


