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Adding and Styling 

Text3

Text is the easiest type of information to add to a Web page 

using Dreamweaver. This chapter shows you how to create 

headlines, paragraphs, bulleted lists, and stylized text.

Topic 3



Topics: Adding and Styling Text

▪ Copy Text from Another Document

▪ Create Paragraphs

▪ Create a Heading

▪ Create Line Breaks

▪ Indent Paragraphs with Blockquote

▪ Create Lists

▪ Insert Common Special Characters

▪ Insert Other Special Characters



▪ You can save time by copying and pasting text 
from an existing document, instead of typing it all 
over again.

▪ This is particularly convenient when you have 
tabular data that needs to appear in a table or a lot 
of text in a word processing program.

▪ When you paste text in Dreamweaver, you have 
multiple formatting choices.

Copy Text from Another 
Document



Copy Text from Another 
Document

1. Click and drag to select text in the original file.

2. Click Edit

3. Click Copy

Copy Text from Another 
Document  (pg 72)



Copy Text from Another 
Document

Copy Text from Another 
Document
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Copy Text from Another 
Document

Copy Text from Another 
Document

4. Click where you want to insert the text

5. Click Edit

6. Click Paste Special

7. Click a Paste option

8. Click OK



Copy Text from Another Document

Copy Text from Another 
Document

4

5

6

7

8

The text is inserted into 
the HTML file



When is it a good idea to copy and paste 
text? 

Even if you type at speeds of over 100 words per 
minute, you can save time if you do not retype all of 
your documents.

If your original text file was created using a word 
processing program, then you can speed up the 
process by importing the Word document into 
Dreamweaver.

You can also copy and paste text from Excel 
documents, and Dreamweaver automatically builds 
tables to duplicate the formatting from Excel

Copy Text from Another 
Document  



Create a Paragraphs

▪ You can organize text on your Web page by 
creating and aligning paragraphs.

▪ When you press <Enter>, you add a paragraph 
tag to the code, which creates a line break and 
space between paragraphs.



Create Paragraphs

1. Type the text for your Web page into the 
Document window

2. Position the cursor where you want a paragraph 
break.

3. Press <Enter>

Note:  A blank line appears between the blocks of text, 
separating the text into paragraphs.

4. Repeat steps 2-3 for the remaining paragraphs

Create a Paragraphs



Create Paragraphs

Create a Paragraphs
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Create Paragraphs

Create a Paragraphs

After pressing <Enter>, 
Dreamweaver adds a line 
break and a space between 
paragraphs



Align Paragraphs

Note:  Paragraphs align left by default.

5. Click and drag to select the paragraph that you 
want to align.

6. Go to the Code window

7. In the opening <P>, type align=“center”

Create a Paragraphs



Create Paragraphs

Create a Paragraphs

The paragraph aligns on 
the page
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Create Paragraphs

Create a Paragraphs

The other paragraphs 
aligns to center of the 
page

9. Repeat steps 5- 7 
to align center the 
rest of the 
paragraphs.



What controls the width of the paragraphs 
on my Web page? 

The width of your paragraphs depends on the width 
of the Web browser window or the container that 
surrounds your text.

You can use tables or div tags with CSS to control 
the width of our paragraphs.

If you do not, when a user changes the size of the 
browser window, the widths of the paragraphs will 
also change.

Create a Paragraphs



What is the HTML code for paragraphs? 

In HTML, paragraphs are surrounded by opening 
<p> and closing </p> tags

You can click the Code view button to view the 
HTML code of the page.

Create a Paragraphs



▪ When you format text with heading tags, you can 
create large, bold text and specify a range of 
sizes.

▪ You can also align your heading text.

▪ You can choose from six different heading levels 
for a document ranging from heading level 1 
(<H1>) the largest to heading level 6 (<H6>), 
the smallest.

▪ Headings appear as bold type on a Web page.

Create a Heading



Create a Heading
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Create a Heading

1. Click and drag to select the text.

2. In the Properties Inspector, click Format

3. Click a Heading l 

Note: The font size is larger, and the text is now bold. 
White space separates it from other text.

4. Click and drag to select the next text.

5. In the Properties Inspector, click Format

6. Click a Heading 2

Create a Heading



Create a Heading

Create a Heading
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The first heading is 
larger, and the text is 
now bold.

The second heading 
appears different from 
the fist, but still bold
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Create a Heading

Create a Heading
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3The fifth heading is 
smaller and but still 
bold



What heading levels should I use to format 
my text? 

Headings 1, 2, and 3 are often used for titles and 
subtitles.  Heading 4 is similar to a bold version of 
default text. Heading 5 and 6 are often used for 
smaller text, such as copyright or disclaimer 
information.

Create a Heading



Why are my headlines different sizes when 
I see them on another computer? 

Size can vary from one computer to the next, and 
some users set their Web browsers to display larger 
or smaller type on their computer.

Browsers use the default text size to determine the 
size of the heading.

For example, Heading 1 text is three times larger 
than the default text size, and Heading 6 text is one-
third and default size.

Create a Heading



▪ When you do not want a full paragraph break, 
you can use line breaks to keep lines of text 
adjacent.

▪ When you hold down the <Shift key> and press 
<Enter>, you create a line break.

▪ You can use the         in the Characters button in 
the Text tab of the Insert Panel

Create Line Break



Create Line Breaks

1. Create or insert the cursor where you want to the 
line of text to break.

2. Press <Shift>+<Enter> or in the Text tab 

3. Repeat steps 1- 2 to create additional  line breaks.

Create Line Break



Create Line Breaks

Create Line Break
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Dreamweaver adds a line 
break



▪ HTML includes a tag called <blockquote>, 
which is commonly used to indent paragraphs 
of text.

▪ You can use it to make selected paragraph 
stand out from the rest of the text on your Web 
page in much the same way you would use the 
indent feature in a word-processing program.

Indent Paragraphs



Indent Paragraphs

1. Click and drag to select a paragraph.

2. Click to indent the text

Indent Paragraphs



Indent Paragraphs

Indent Paragraphs

1
2

Additional space appears 
in both the left and right 
margins of the paragraph

You can repeat step 1 and  
step 2 to indent the 
paragraph further



▪ You can organize text items into ordered and 
unordered lists.  

▪ Unordered lists have items that are indented and 
bulleted

▪ Ordered lists have items that are indented and 
numbered or lettered.

Create Lists



Create an Unordered List

1. Type your lists items into the Document 
window.

2. Click between the items and press <Enter> to 
place each item in a separate paragraph.

3. Click and drag to select all of the list items.

4. Click Unordered list in the Property 
inspector.

Create Lists



Create an Unordered List

Create Lists
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The items appear 
indented and bulleted



Create an Ordered List

1. Type your list items into the Document 
window.

2. Click between the items and press <Enter> to 
place each item in a separate paragraph.

3. Click and drag to select all of the list items.

4. Click Ordered List in the Property inspector.

Create Lists



Create an Ordered List

Create Lists
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The items appear 
indented and bulleted



Can I modify the appearance of my 
unordered list? 

Yes.  You can modify the style of an unordered lists 
by highlighting an item in the list and clicking 
Format then clicking Lists, and then clicking 
Properties.

The dialog box that appears enables you to select 
different bullet styles for your unordered list.

Create Lists



Can I modify the appearance of my 
ordered list with CSS? 

Yes.  You can create CSS style rule for ul, ol, and li 
tags and change the spacing, alignment and other 
formatting elements of lists.

Create Lists



▪ You can insert special characters into your Web 
page that do not appear on your keyboard.

▪ Special characters are copyright symbols, 
trademark symbols and letters with accent marks.

Insert Special Characters



Insert Characters

1. Click the Text tab in the Insert panel

2. Click where you want to insert the special 
character.

3. Click the Character button.

4. Click the special character – Registered 
Trademark that you want to insert

Insert Special Characters



Insert Characters

Insert Special Characters
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The special character 
appears in your Web 
page text

The HTML code that 
defines that special 
characters is inserted 
into the HTML code 
of the page



Why do special characters look strange in 
a Web browser? 

Although most Web browsers display double 
quotations marks without problems, some standard 
punctuation marks are considered special characters 
and require special code.

If you do not use the special HTML code, those 
characters may not display properly.

Insert Special Characters 
(pg 69)



▪ You can add many more special characters, 
such as accent marks and other language 
symbols, into your Web page by using the Other 
option in the Special Character list.

Insert Other Special 
Characters



Insert Other Special Characters

Insert Special Characters (pg 70)
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1. Click where you 
want to insert the 
special character.

2. Click Insert

3. Click HTML

4. Click Special 
Characters

5. Click Other



Insert Other Special Characters

Insert Special Characters

6. Click a special 
character

7. Click OK
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The special character 
appears in your Web page

The HTML code that 
defines that special 
character is inserted into 
the HTML code of the 
page



How do I include non-English-language 
text on my Web page? 

Many foreign languages feature accented characters 
that do not appear on standard keyboards.

You can insert most of these characters using the 
special characters feature described in this task.

Insert Special Characters


