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Determining Which Page to Update on Your Website 
 

It is helpful to know how to locate the file you wish to change within the directory structure of your web site 

(e.g. filenames and folders). You can easily discern this by looking at the web page or file within your web 

browser. Files that appear directly after the virtual space name are in the main area of the virtual space, in other 

words not in a sub directory or folder ( e.g. http://www.cis.armstrong.edu/spamstats.html). As for virtual spaces, 

“cis” is the virtual space name for Computer and Information Services and can be accessed at 

www.cis.armstrong.edu.  A slash in the URL indicates that the file resides in a sub directory or folder on the 

web server as in the “policies.html” page within “cis” (http://www.cis.armstrong.edu/policies.html). 

 

http://www.cis.armstrong.edu/policies.html 

 

http://www.cis.armstrong.edu/spamfaq.html 
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http://www.cis.armstrong.edu/training/web_development.htm 

 

http://www.cis.armstrong.edu/helpdesk/resources.htm 

  

 
Before You Begin the Process of Updating 
 

You will need a “fresh” copy of files from the web server with which to work if you are updating an existing 

web site. You will need to use WS-FTP (PC) or Fetch (Mac) to download a full set of your website files. 

Directions for connecting to your virtual space using WS-FTP are given below. You will download from the 

Remote Site to your Local System to have a set of files on your computer with which to work. If you are 

starting from scratch in an empty virtual space, you will simply upload your web files to the empty space on the 

server (e.g. in a folder with your name). 

1. Open WS-FTP (or Fetch for Mac users) and log into your virtual space by typing www.(your departmental 

virtual space here).armstrong.edu into the host name and using your personal Novell/email user name and 

password. 
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Your user name is your Novell/GroupWise mail account name (e.g. brownjo) and your password is the 

password you use to log into Novell/GroupWise.  

2. You will be taken to your folder on the server (your virtual space) that contains your Remote Site files on the 

web in the right side window.  Your Local System folders and files (the folder for the copies of your files on 

your hard drive or disk) are on the left side window, you may need to use the green "up" arrow in the top of the 

window to browse up to find your web page or html files. To download files from Remote Site (the web server) 

to Local System (your hard drive), simply highlight the file icon (for example, ) on remote (the 

right window) and click on the arrow pointing left to download the files to the designated folder on your hard 

drive). Repeat this process for all files and folders in the site that are needed. 
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Updating Web Pages Using Dreamweaver MX 
 

Dreamweaver is a very powerful HTML editor that can help designers create web pages by using simple and 

straightforward tools (e.g. inserting image and links) as well as more complex and sophisticated ones (e.g. 

cascading style sheets, javascript behaviors, etc.) Many web developers have referred to Dreamweaver as the 

industry standard for HTML editors.  

 

 

 

The Dreamweaver environment includes a collection of panels that include a variety of tools and options; the 

two most often used are the Properties Inspector panel and the Insert toolbar. There may also be other panels 

that appear upon beginning a new document (web page). You can close these panels by choosing Window and 

then deselecting or unchecking the particular panel you wish. 

 

The Properties Inspector panel displays properties for selected objects (e.g. tables, images, blocks of text). 

Text properties include font type, font size, link/URL, text color, etc. Other properties provided in the 

Properties Inspector panel are specific to the element selected such as image (size, alt tag, etc.) and table 

(number of rows and columns, border, etc). 
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The Insert Panel for Dreamweaver  
 

The Insert toolbar contains the following sections:  

 

·  Common contains the most commonly used objects such as links, images, named anchors, and tables. 

·  Forms contains buttons for creating forms and form elements. 

·  Text contains special characters (e.g. copyright symbol) and options for changing the way that text 

appears. 

·  HTML contains options for adding head content (e.g. page redirects) and horizontal bars.  

·  Favorites allows you to create a customized menu for the options you use most often. 

Updating a Page 
 

1. From File drop and drag to Open.   

2. Make sure that the Properties Inspector panel is displayed. If not, go to Window and select Properties. 

3. Find the text in your page that you wish to change. NOTE: If you wish to single space to go to the next line, 

hold down your shift key and then press Enter. 

4. You may also insert an image that you have placed in the images or graphics folder for your site or 

within your web site folder if you don’t have a subfolder for images (IMPORTANT: Do this first  before 

inserting it into your page.) See instructions later in this jobaid. 

5. Save your document with the same name so that your changed page will write over the old page both in 

your local files and on the server once you upload it to your department's virtual space. 

Creating and Modifying Tables in Dreamweaver 
 

Tables are a helpful way to arrange information so that it is arranged in the format or layout you wish on your 

web page. Tables provide structure for text and graphics and make it easier to line information up both 

vertically and horizontally. 

1. To insert a table you can drop from the Insert menu to Table or you can click on the table icon on the 

Common toolbar to insert a table. 
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2. A window will pop up asking you to enter your decisions about number of rows and columns, table width (in 

percentages or pixels), border size, and padding/spacing. 

 

·  The number of rows and columns can be a starting point since these can be added or deleted as you 

develop your web page 

·  Table widths that are set in percentages will adjust to the size of the window in which they are being 

viewed; table widths set in pixels (chose this by using the drop down menu next to the width field) are 

absolute and format your table so that it appears the same size in any sized window. 

·  Border adds a visible or invisible frame around your table cells. Using a value of 0 creates an invisible 

border or frame around your information. 

·  Cell padding and spacing add white space within and between table cells. An acceptable default for both 

is 2. 

When you have made your decisions about the table, choose OK. Your table will now appear where your cursor 

was positioned. 

Often a page will have a table presenting information and you will need to add another item within this list or 

category of information. You can add rows and columns to tables if needed by positioning your cursor in the 

table cell under which you wish to add rows or beside which you wish to add columns and selecting Modify  >> 

Table >> Insert Row/Insert Column. You can also add a series of rows or columns by dropping and dragging 

from the Modify >> Table >> Insert Rows or Columns. A window will pop up that gives you the option to 

choose the number of rows or columns you wish to insert and if you wish them above or below the selection 

(where your cursor is positioned). 
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But First, a Note about Links, Graphics and Paths: 

To reduce confusion, place all of your pages and images in the same folder; even if you have a small site, it is 

suggested that you create a graphic or images subfolder in the folder on your hard drive (local system) 

containing your web site (web page files, etc.). If you have a larger site and wish to sort your other files into 

folders or directories, make sure the directory structure on your local computer (e.g. hard drive) mirrors 

exactly the directory structure on your virtual space on the server. This helps to maintain the integrity of the 

path to your pages or images so that when you publish to the web server, your pages will appear correctly. If 

you don’t do this, you may end up with an incorrect path and your page and or images will not display properly. 

Also, a good rule of thumb is to make sure that before you insert graphics in your page, you have saved your 

html document (web page) in the correct location on your hard drive. 

 

 INCORRECT CORRECT 

   

 

To Insert a Graphic: 

1. First, place your image in the correct folder in your web pages folder on your local system (your 

computer hard drive or disk). 

2. Position your cursor where you wish to insert an image on the page (this can also be inside a table cell). 

3. Drop and drag from the Insert menu to Image or click on the image icon (picture of a tree) on the 

Common toolbar. Remember the concept of paths applies to images also, so you will need to place all 

images in your web folder or in a graphics folder within the web folder prior to inserting them into your 

page!! 

4. Locate your image and click Select. 

5. Check the path of your image in the SRC field in the Property Inspector. 
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Publishing Your Files for Your Website on the Web Server 
 

1. After making the necessary changes to your web page by adding text, graphics, etc.  Save the changes to the 

file (by going to File >> Save). This will keep the file name the same; this is what you want to do.  If you have 

inserted a graphic you will also need to upload or publish this to the correct location (e.g. graphics folder) on the 

web server from your hard drive, shared drive, or disk.  NOTE: If the page you are changing is the home (or 

index.html) page on your web site, make sure you save it as index.html 

2. Open WS-FTP (or Fetch for Mac users) and log into your virtual space by typing www.(your departmental 

virtual space here).armstrong.edu into the host name and using your personal email user name and password. 

 

 

 

Your user name is your Novell/GroupWise mail account name (e.g. brownjo) and your password is the 

password you use to log into Novell/GroupWise.  

3. You will be taken to your folder on the server (your virtual space) that contains your Remote System files on 

the web server (these are in the right side window).  Your Local System files (the copies of your files on your 

hard drive or disk) are on the left side window, you may need to use the green "up" arrow in the top of the 

window to browse up to find your web page or html files. To upload files from Local System (your hard drive 

files) to the Remote Site (web server), simply highlight the file icon (for example, ) on your 

local drive (the left window) and click on the arrow pointing right to upload the files to the server (your virtual 

space on the web server).  If you have inserted any new graphics or images on your page or added links to pdf  
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documents, open the graphics folder or the folder containing the pdf files on both the right and left window by 

double clicking so that both sides are mirror images of each other. Once they “match” you will upload from 

Local System (left) to Remote Site (right) using the same method as for web pages described above. Or, if you 

wish you can simply select the folder icon and upload the entire folder – this will replace the old folder of files 

on the server with the new folder of files from your local system or hard drive. As a safeguard, I usually first 

refresh the file listing within WS-FTP by clicking on the right side Refresh button before checking my changes 

on the web. 

 

 

4. Next, go to Internet Explorer or Firefox and check to see that the pages have been changed.  If they don't 

appear changed, click on the Reload button in the browser.  Your pages should now reflect your changes.  

 


