Adding Text To Your Web Pages in Dreamweaver CS3
The main message of most Web sites is conveyed by the site's text, and a major part of your job in working with any site will be adding, modifying, and styling that text. Dreamweaver gives you the tools you need to effectively put text on your pages and get your message across. In this chapter, you'll learn how to get text onto your page and apply structure using headings and lists. You'll also learn how to use basic HTML text styles to change the look of your text.
The main message of most Web sites is conveyed by the site's text, and a major part of your job in working with any site will be adding, modifying, and styling that text. Dreamweaver gives you the tools you need to effectively put text on your pages and get your message across.
When you add text, you need to deal with two different aspects of the text: its structure and its presentation. Structural elements are things like paragraphs, headings, lists, and the like; presentation is how the text looks, including things like the font, font size, text color, and so on. Most sites these days separate the structure and the presentation. Structure is about organizing the content on the page, and presentation is concerned with making the content look good.
In this chapter, we'll concentrate on getting text onto your page, and how to apply structure using headings and lists. We'll also cover using basic HTML text styles to change the look of your text. You'll learn how to more precisely style text and present it using Cascading Style Sheets in Chapter 5.
Adding Text
Most of the text on a Web page is formatted in blocks, which are enclosed by beginning and ending HTML tags. For example, the HTML for a line of text with paragraph tags wrapped around it looks like this:
<p>This text is wrapped in beginning and ending paragraph tags.</p>
In order for a browser to understand that this is a paragraph, you (or in this case, Dreamweaver) have to make it one by adding the surrounding <p> tags.
Of course, in Dreamweaver's Design view, you won't see the HTML tags. All of the text contained between the opening <p> tag and the closing </p> tag is considered by a Web browser to be within the same paragraph, no matter how much text is between the tags. The <p>...</p> combination is an example of a container tag. Virtually all of the structural formatting that you can apply with Dreamweaver is done with container tags.
When you add text to a page with Dreamweaver, the program automatically wraps the text with paragraph tags when you press the Enter (Return) key on your keyboard. You can see this if you switch to Code view, by clicking the Code button at the top of the Dreamweaver editing window, as shown in Figure 4.1.
[image: Figure 4.1]
Figure 4.1 Dreamweaver adds paragraph tags around text when you press the Enter (Return) key.
Dreamweaver also has special commands that help you import entire Microsoft Word or Excel documents as Web pages. (See "Using Paste Special," later in this chapter, and Chapter 16 for more information.)
To insert text:
1. In Dreamweaver's Design view, click in the page where you want to add text. 
2. Type the text you want. 

Cutting, Copying, and Pasting Text
Just like a word processor, you can cut, copy, and paste text on a page in Dreamweaver, which shares the same menu commands with virtually all standard Windows and Mac word processors and text editors. When pasting text in Design view from one part of a Dreamweaver page to another, or between Dreamweaver pages, text formatting is automatically maintained.
Dreamweaver also allows you to paste text and maintain some or all of the text's formatting. This is especially useful when moving text from applications such as Microsoft Word or Excel to a Web page. See "Using Paste Special," later in this chapter.
To cut or copy text:
1. Select the text you want to cut or copy. 
2. To cut the text to the Clipboard, choose Edit > Cut, or press Ctrl-X (Cmd-X) on the keyboard.
or
To copy the text to the Clipboard, choose Edit > Copy, or press Ctrl-C (Cmd-C) on the keyboard.
The text is placed on the Clipboard.
TIP
· When you have text selected, most of the time you can right-click to cut or copy the text using a shortcut menu. You can also right-click to paste text from the shortcut menu. If you have a single button mouse on the Mac, you can Ctrl-click to bring up the shortcut menu.
Selecting Text
Besides selecting text by dragging over it with the mouse cursor, Dreamweaver also gives you some text selection shortcuts:
· Double-click a word to select it.
· Move your cursor to the left of a line of text until the cursor changes from an I-beam to an arrow pointing at the text. Then click once to highlight a single line, or drag up or down to select multiple lines.
· Triple-click anywhere in a paragraph to select the entire paragraph.
· For finer control over selecting individual letters, hold down the Shift key and press the left or right arrow keys to extend the selection one letter at a time.
· Ctrl-Shift (Cmd-Shift) plus the left or right arrow key extends the selection one word at a time. Ctrl (Cmd) plus the left or right arrow key moves the cursor one word to the left or right, but doesn't select any text.
· Press Ctrl-A (Cmd-A) to Select All (the entire contents of the current document). 
To paste plain text:
1. Click to place the insertion point on the page where you want the text to appear. 
2. Choose Edit > Paste, or press Ctrl-V (Cmd-V) on the keyboard. 
TIPs
· If you copy some HTML source code from another program, such as the Source view of a Web browser, and paste it into a Dreamweaver page in Design view, the HTML appears on the page, with tags and all. That's because while what you've pasted in is HTML markup, Dreamweaver is trying to be smarter than you—it's assuming that markup is what you want to display. If that's not what you want, but rather you want the result of the markup to display in your page, just switch to Code view in Dreamweaver before you paste. The HTML code will paste into the page, and when you switch back to Design view, it will display the proper formatting.
· Dreamweaver offers Undo and Redo commands in the Edit menu, which can often be very useful for fixing mistakes or repeating operations. You can also use the keyboard shortcuts Ctrl-Z (Cmd-Z) for Undo and Ctrl-Y (Cmd-Y) for Redo.

Dragging and Dropping Text
If all you want to do is move some text from one place on a page to another, it's often faster to drag and drop the text.
To drag and drop text:
1. Select the text you want to move (Figure 4.2). 
[image: Figure 4.2]
Figure 4.2 Begin dragging and dropping text by selecting it.
2. Move the cursor over the selected text.
The cursor changes from an I-beam to an arrow.
3. Click and hold your mouse button over the selected text, and drag it to its new location, releasing the mouse button when the cursor is where you want the text (Figure 4.3). 
[image: Figure 4.3]
Figure 4.3 When you release the mouse button, the text moves to where you dropped it.
The text moves to its new home. 
TIP
· To duplicate the text, hold down the Ctrl (Option) key while dragging-and-dropping. A copy of the text appears when you release the mouse button.

Using Paste Special
Dreamweaver's Paste Special command in the Edit menu gives you a variety of options that control the way formatted content is pasted into Dreamweaver's Design view.
You will probably use the Paste Special command most often when pasting in text from Microsoft Word or Excel, in order to maintain the formatting that the text had in those programs (Figure 4.4). Text pasted in from Excel can appear in Dreamweaver as a formatted table which saves you a lot of time and effort.
[image: Figure 4.4]
Figure 4.4 Paste Special does a great job of maintaining the formatting from Microsoft Word documents.
The Paste Special options are:
· Text only pastes just the text; paragraph marks and all formatting are stripped from the text (Figure 4.5). 
[image: Figure 4.5]
Figure 4.5 This is the "Text only" version of the text from Figure 4.4, with paragraph marks and formatting stripped out.
· Text with structure pastes the text and maintains the structure (notably paragraphs, tabs, and lists), but eliminates other text formatting (Figure 4.6). 
[image: Figure 4.6]
Figure 4.6 With the "Text with structure" option, the text in paragraph marks are there, but there's no character formatting.
· Text with structure plus basic formatting keeps the text and text structure and retains bold and italic formatting (Figure 4.7). 
[image: Figure 4.7]
Figure 4.7 The "Text with structure plus basic formatting" option maintains bold and italic formatting.
· Text with structure plus full formatting preserves the text, structure, and styles from the original document (Figure 4.8). 
[image: Figure 4.8]
Figure 4.8 The final option, "Text with structure plus full formatting," maintains all the formatting from the Word document.
To use Paste Special:
1. Select the text you want to cut or copy.
The text will usually be in a different application than Dreamweaver.
2. Cut or copy the text. 
3. Switch to Dreamweaver, and click to set the insertion point where you want the text to appear. 
4. Choose Edit > Paste Special, or press Ctrl-Shift-V (Cmd-Shift-V).
The Paste Special dialog appears (Figure 4.9).
[image: Figure 4.9]
Figure 4.9 Choose the option that you want from the Paste Special dialog.
5. In the dialog, click the radio button next to the paste option you want. 
6. Click OK.
The text pastes in according to the option you selected.
TIPs
· If you use the "Text with structure plus basic formatting" or "Text with structure plus full formatting" choices, you can also paste graphics into Dreamweaver along with the formatted text.
· You can copy and paste graphics from most applications into Dreamweaver, but if you want to paste a graphic along with formatted text, you must use Paste Special.

Applying Headings
After paragraphs, headings are the most important structural element on most Web pages. Headings point your site's visitors to essential information on the page, and they separate sections of the page. Think of headings as being similar to headlines in a newspaper.
Text you enter into Dreamweaver begins with no heading; Dreamweaver refers to this text as None in the Property Inspector. As soon as you press Enter (Return), Dreamweaver wraps the text in paragraph tags, and the text becomes paragraph text.
HTML has six sizes of headings, plus paragraph text, as shown in Figure 4.10. These headings don't have a fixed point size, unlike headings in say, Microsoft Word or Adobe InDesign. Instead, they are sized relative to one another and the size of the paragraph text, and the size that the user sees depends on the settings in the user's Web browser. By default, headings are usually displayed in boldface.
[image: Figure 4.10]
Figure 4.10 Here are examples of the six Heading sizes, plus Paragraph, which is usually used for body text.
You can change the look of headings (their size, font, color, and so forth) using CSS, which we'll cover in Chapter 5.
TIPs
· You can only have one size of HTML heading in a particular element. You can work around this limitation with CSS styles.
· Headings are also important because they help search engines find and index content on your pages. Google in particular uses headings in this fashion, so it's a good idea to use headings when they are appropriate to your content.
To apply a heading:
1. Click in the line you want to change.
Note that you don't have to select text; a heading is a block style, so it affects the entire paragraph the cursor is in.
2. Choose Text > Paragraph Format >
Heading x, where x is the heading size you want (Figure 4.11).
[image: Figure 4.11]
Figure 4.11 Choose the heading size you want from the Paragraph Format submenu.
or
Press Ctrl-1 for Heading 1, Ctrl-2 for Heading 2, and so on. On the Mac, press Cmd-1 for Heading 1, Cmd-2 for Heading 2, and so on.
or
Choose a heading from the Format pop-up menu of the Property Inspector (Figure 4.12).
[image: Figure 4.12]
Figure 4.12 Another way to choose the heading size is to use the Format pop-up menu of the Property Inspector.
or
Click one of the heading buttons in the Text tab of the Insert Bar (Figure 4.13).
[image: Figure 4.13]
Figure 4.13 The Text tab of the Insert Bar gives you buttons with many options, including ways to apply three heading sizes.
There are only buttons for Heading 1, Heading 2, and Heading 3, listed as h1, h2, and h3, respectively.
The text changes to the heading you selected.
To turn text into paragraph text:
1. Click in the line you want to change. 
2. Choose Text > Paragraph Format > Paragraph.
or
Choose None from the Format pop-up menu of the Property Inspector.
or
Press Ctrl-Shift-P (Cmd-Shift-P).
Dreamweaver changes the text into a paragraph.
To remove heading formatting:
1. Click in the line you want to change. 
2. Choose Text > Paragraph Format > None.
or
Press Ctrl-0 (Cmd-0). (Those are zeros, not the letter "O".)
The Format menu of the Property Inspector changes to None, indicating that the text has no heading or paragraph style assigned to it.

Applying Character Formats
Character formatting is styling that you can apply to words and individual characters, rather than to blocks such as paragraphs. This formatting includes changing the font, font size, and font color.
Beginning with Dreamweaver MX 2004, and continuing through Dreamweaver 8 to Dreamweaver CS3, the program dispensed with the old method of applying these sorts of character formatting (which was to use the HTML <font> tag), in favor of using CSS styles. This change happened mostly behind the scenes in Code view, so if you have been using Dreamweaver for quite some time, you may not have even noticed the change.
The reason for this change is important. Pages styled with CSS are much more flexible than pages that use HTML <font> tags, and they can be maintained more easily. For example, when a site is redesigned, every page that uses <font> tags must be individually changed to match the new design. If you have hundreds or thousands of pages in your site, that's a lot of work. Sites that use CSS to style text only need to change the stylesheet document, and the changes automatically ripple through the whole site. You'll learn more about using CSS to style text in Chapter 5.

Changing Fonts and Font Sizes
In Dreamweaver, you have the ability to set the typeface, or font, for any text on your page. But not all computers or Web browsers use the same fonts. If you specify a font that your site visitor doesn't have on his or her computer, chances are the content won't look the way you intend. Because neither you nor Dreamweaver can be sure what fonts will be available to your site visitors, Dreamweaver uses font combinations (also called font groups) to work around the problem. Font combinations allow you to provide options for the browser by creating multiple font choices. For example, a font combination could include Arial, Helvetica, and Geneva fonts, and the Web browser would render the page using the first choice available to the browser. If none of the fonts in the combination are installed, the browser will display the text using whatever font is set as the default in the browser's preferences. Dreamweaver comes with six predetermined font combinations, and you can add more as you need them. Each choice in the Font pop-up menu in the Property Inspector represents the first font in that font combination (Figure 4.14).
[image: Figure 4.14]
Figure 4.14 Choose a font combination from the Font pop-up menu in the Property Inspector.
Although Dreamweaver is reminiscent of a word processor, it's really not one, and it has the font-handling characteristics of HTML and CSS. Dreamweaver allows users to apply several font sizes from the Font Size pop-up menu in the Property Inspector, which it implements as CSS styles (Figure 4.15). You also have the option to choose the units of measurement used for font sizes (Figure 4.16).
[image: Figure 4.15]
Figure 4.15 Choose a font size from the Size pop-up menu.
[image: Figure 4.16]
Figure 4.16 You can also choose the units of measurement for the font size.
To set a font:
1. Select the text you want to modify. 
2. Choose a different font combination from the Font pop-up menu in the Property Inspector, or choose Text > Font, and then choose the font combination from the submenu.
The text changes appearance.
TIP
· Dreamweaver's preset font combinations include fonts that are found on nearly every computer sold in the last several years. Most of these fonts are available for both Windows and Macintosh. For example, Arial, Courier, Georgia, Helvetica, Times New Roman, Verdana, and Trebuchet are all fonts that come standard on both platforms.
To set font size:
1. Select the text you want to modify. 
2. Choose a different size from the Font Size pop-up menu in the Property Inspector. 
3. Choose the unit of measurement you want from the units pop-up menu, next to the Font Size pop-up menu.
The text changes appearance.
TIP
· The sizes listed in the Font Size pop-up menu in the Property Inspector that are not numbers (e.g., x-small, medium, xx-large) are relative sizes, meaning they set a font size to be larger or smaller relative to the default font size.

Adding Line Breaks
Just as in a word processor, you press Enter (Return) in Dreamweaver to create a new paragraph. This is fine when you want to actually create a new paragraph, but not so great when you just want to move the cursor down a line, as you might want to do when entering an address. That's because Web browsers (and Dreamweaver) insert a blank line above and below a paragraph, so if you make each line of the address its own paragraph, it looks goofy (Figure 4.23).
[image: Figure 4.23]
Figure 4.23 Paragraphs have whitespace before and after them, which isn't really appropriate for things like addresses.
What you want to do is add a line break, which moves the cursor down one line without creating a new paragraph. In the code, Dreamweaver adds the HTML <br /> tag to the end of the line.
To insert a line break:
· At the end of the line you want to break, press Shift-Enter (Shift-Return).
or
At the end of line you want to break, in the Text tab of the Insert Bar, select Line Break from the Special Characters pop-up menu.
The text changes (Figure 4.24).
[image: Figure 4.24]
Figure 4.24 After you replace the paragraph tags with line breaks, the address looks better.
TIP
· Line breaks are invisible characters in both Dreamweaver and Web browsers, but you can make them visible in Dreamweaver if you want. Choose Edit > Preferences (Dreamweaver > Preferences), then click the Invisible Elements category. Click the check box next to "Line breaks," then click OK. Dreamweaver then displays line breaks in Design view (Figure 4.25). 
[image: Figure 4.25]
Figure 4.25 With the appropriate preference enabled, you can see the invisible line break characters.

Working with Lists
Lists are an easy way to organize content on your Web page. Dreamweaver supports three types of lists:
· Numbered lists or Ordered lists, for lists with items that need to be in a particular order (Figure 4.29). List items are numbered and indented from the left margin. If you add or remove items from the numbered list, it automatically renumbers. 
[image: Figure 4.29]
Figure 4.29 Numbered lists automatically renumber if you insert a new item between two existing items.
· Bulleted lists or Unordered, for lists of items in no particular order (Figure 4.30). 
[image: Figure 4.30]
Figure 4.30 Bulleted lists are single-spaced and indented.
· Definition lists, where each item has an indented subitem (Figure 4.31). 
[image: Figure 4.31]
Figure 4.31 Definition lists have the definitions indented under the definition terms. The definition terms don't have to be all uppercase—they just happen to be in this figure.
To create a list:
1. Type the items for your list into the window. After typing each item, press Enter (Return). 
2. Select the items in the list. 
3. Choose Text > List, then choose Unordered List, Ordered List, or Definition List from the submenu.
or
Click either the Unordered List or Ordered List button in the Property Inspector.
or
Click one of three buttons in the Text tab of the Insert Bar: ul for Unordered List, ol for Ordered List, or dl for Definition List.
The text changes to the kind of list you chose.
TIPs
· At the end of your list, you can turn off the list function either by pressing Enter (Return) twice or by clicking the appropriate list button in the Property Inspector.
· There are three other buttons in the Text tab of the Insert Bar that you can use to apply list tags to text. The li button marks text as a list item; the text must be within a bulleted or numbered list. The other two buttons are used for definition lists. The dt button marks text as a definition term, and the dd button marks text as a definition description.
· Because the Text tab of the Insert Bar was originally designed to help you work in Code view, some of the list buttons will cause the Dreamweaver window to change to Split view, so you can see the code and design panes at the same time. If you want to avoid code altogether, use the Property Inspector or the menu bar to format your lists.

Nesting Lists
You can indent lists within lists to create nested lists. Because nested lists do not have to be of the same type, you can create, for example, a numbered list with an indented bulleted list, and you can have multiple levels of nested lists within one overall list (Figure 4.33).
[image: Figure 4.33]
Figure 4.33 You can nest bulleted lists inside numbered lists.
To create a nested list:
1. Click the end of a line within an existing list to place the insertion point. 
2. Press Enter (Return).
Dreamweaver creates another line of the list.
3. Press Tab.
Dreamweaver creates a new indented sublist of the same type as the parent list. For example, if the parent list is a numbered list, the new sublist will also be a numbered list.
4. (Optional) If you want the sublist to be a different type of list than the parent list, click the Numbered List or Bulleted List button in the Property Inspector. 
5. Type the list item. 
6. Press Enter (Return).
Dreamweaver creates a new sublist item.
7. To return to the original list, use the up or down arrow keys to move the insertion point into one of the items in the original list, or click to place the insertion point where you want it. 
TIPs
· You can also click the Outdent button in the Property Inspector to merge the sublist back into the main list.
· Use the List Properties dialog to format sublists as well as lists.
· If you try to create a sublist within a list that is in a table by pressing Tab, Dreamweaver jumps to the next cell, rather than indenting and creating a nested list. One workaround is to create the nested list outside of the table, cut it, then paste it in the table cell where you want it to go.

Inserting Special Characters
You can add special characters, such as the Euro, copyright, or trademark symbol, to your page in Dreamweaver without having to remember their bizarre HTML equivalents or odd keyboard combinations. In Dreamweaver, relief is just a menu choice away.
To insert a special character:
1. Click in the page to place the insertion point where you want the special character to appear. 
2. In the Text tab of the Insert Bar, choose the character you want from the Special Characters pop-up menu (Figure 4.34).
[image: Figure 4.34]
Figure 4.34 Insert unusual characters from the Special Characters pop-up menu in the Text tab of the Insert Bar.
or
Choose Insert > HTML > Special Characters, then choose the special character you want from the submenu.
or
If the character you want doesn't appear in the menu, choose Other Characters from the pop-up menu in the Insert Bar, or choose Other from the Insert > HTML > Special Characters submenu. The Insert Other Character dialog appears (Figure 4.35).
[image: Figure 4.35]
Figure 4.35 The Insert Other Character dialog provides the rest of the special characters Dreamweaver can insert.
3. Click the character you want to use, then click OK to close the dialog.
Dreamweaver inserts the special character on your page.
About Non-Breaking Spaces
An oddity about HTML is that it ignores multiple spaces. One of the special characters you can insert is the non-breaking space, which is useful for adding multiple consecutive spaces, and also for nudging text and even images. Dreamweaver uses the HTML code for a non-breaking space (which is &nbsp;) between paragraph tags so that blank lines appear in Web browsers, like so:
<p>&nbsp;</p>
If you want multiple spaces between words, insert one or more non-breaking spaces. The easiest way to do this is to press Ctrl-Shift-Space (Cmd-Shift-Space), but you can also use the Special Characters pop-up menu in the Text tab of the Insert Bar or the Insert > HTML > Special Characters submenu.
Dreamweaver by default ignores multiple spaces, but you can change this behavior and force the program to insert multiple non-breaking spaces in the code. Choose Edit > Preferences (Dreamweaver > Preferences), choose the General category, and then select the check box next to "Allow multiple consecutive spaces."


Adding Automatic Dates
Dreamweaver can insert the current date and time in a variety of formats into your Web page. You can choose whether or not to add the day of the week.
To insert the current date:
1. Click in your page to place the insertion point where you want the date to appear. 
2. Choose Insert > Date.
The Insert Date dialog appears (Figure 4.36).
[image: Figure 4.36]
Figure 4.36 Dreamweaver lets you insert dates into your pages in a variety of formats.
3. Do one or more of the following: 
· If you want the name of the day to appear, use the Day format pop-up menu to set the appearance of the day of the week.
· Make a selection from the Date format list.
· If you want the time to appear, choose the 12-hour or 24-hour format from the Time format list.
· Select Update automatically on save, if you want that to happen. This is very useful if you want visitors to your site to know when the page was last updated.
4. Click OK.
Dreamweaver inserts the date (and any additional items you chose) into your page.

Checking Spelling
No word processor comes without a spelling checker these days, and neither does Dreamweaver. You can check the spelling on the currently open page and add words to Dreamweaver's spelling checker in a personal dictionary.
To spell-check your page:
1. Choose Text > Check Spelling, or press Shift-F7 (same on Windows and Mac).
If Dreamweaver finds a word it believes is spelled incorrectly, the Check Spelling dialog opens (Figure 4.46). Otherwise, you'll get a dialog that says "Spelling check completed."
[image: Figure 4.46]
Figure 4.46 Click Add to Personal in the Check Spelling dialog to add an unknown word to Dreamweaver's personal dictionary.
2. Click Add to Personal if the word Dreamweaver found is correct and you want to add it to your personal dictionary so that Dreamweaver doesn't flag it as an error again.
or
Click Ignore to tell the spelling checker to ignore this instance of the word, or Ignore All to ignore the word throughout the document.
or
Select a replacement from the Suggestions list, or type the replacement in the Change to text box. Then click the Change button, or click Change All to replace the word throughout the document.
3. When the spelling check is finished, click Close. 
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