Updating Your BCC Website Using Netscape Composer


Assumptions

The following instructions assume:

· You have an existing web site on BCC's "staff" web server and a corresponding directory on the Admin server.

· You are logged onto BCC's Novel network as yourself.

· You are using Windows 98.

· You have Netscape Communicator version 4.7 installed on your PC.

Starting Composer

	1. Click Start
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	2. Select Programs
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	3. Select Netscape Communicator
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	4. Select Netscape Composer
Wait while Composer launches
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Opening a Web Page

	5. Click File
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	6. Click Open Page
You should then see the 
Open Page dialog box appear
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	7. Click the Choose File… button
You should then see the 
Open dialog box appear
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	8. Click the "down arrow" to the right of "Look in:"
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	9. Click SYS on 'ADMIN' from the drop-down menu.  It may be drive letter (F:)
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	10. Double Click on the Web folder in SYS on 'ADMIN'

11. You will the see a folder(s) containing your web site(s)

12. Double click on the website folder for the site you wish to update
	These steps will be somewhat specific to your individual situitation.  Therefore no pictures can be provided.

	13. You will now be in your web site folder.  We will use the test center as an example here.  Double click on the web page you wish to update.  (Web page files always end in '.htm' ot '.html'  your homepage should always be named 'index.htm')
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	14. You will be returned to the Open Page dialog box and the path and filename will be filled-in for you.  Click Open.
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Editing Your Web Page

	15. You can now use Netscape Composer like a word processor to edit your web page.
	These steps will be somewhat specific to your individual situitation.  Therefore no pictures can be provided.

	16. When done editing click Preview on Composer's toolbar.  When prompted to save changes, click Yes.
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	17. You will now be able to preview your changes in Netscape Navigator.  To Return to Composer, use the Taskbar on the bottom of your Windows screen, next to Start.
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	18. Repeat steps 5 to 17 as needed.
	


Backing Up Your Web Site (optional)

Once you have previewed all of your web page changes and are absolutely certain that your site is exactly how you want it, you may wish to make a backup of your site.

	19. First, place the disk you wish to use for your backup in the floppy disk drive of your PC.  The following instructions assume that you will be backing up to a floppy in drive (A:)

20. Click Start
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	21. Select Programs
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	22. Click Windows Explorer
Wait while Explorer launches
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	23. In the left-hand pane of the Explorer window, Click SYS on 'ADMIN' - It may be drive letter (F:)
24. In the right-hand pane of the Explorer window, Double Click the Web folder

25. In the right-hand pane of the Explorer window, Double Click the folder you wish to back-up

26. You should now see a list of files and folders in the right hand pane of the Explorer window
	These steps will be somewhat specific to your individual situitation.  Therefore no pictures can be provided.

	27. Click on the top file or folder on the list in the right hand window then hold down the Shift key on your keyboard.  All files and folders in the window should now be selected.
	These steps will be somewhat specific to your individual situitation.  Therefore no pictures can be provided.

	28. Right click on any of the selected files a shortcut menu will appear
Select Send To
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	29. Click 3½ Floppy (A:)
Wait until the process completes
You may need to answer a series of prompts about replacing files if you are re-using a previous back-up disk 
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Updating the Web Server

	30. Using GroupWise (or any e-mail program) send a new message to helpdesk@bcc.edu 
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	31. Ask that they copy the files you have updated from your folder on the ADMIN server to your folder on the Web server 
	Sample Text:
Please copy the following files from ADMIN/SYS/WEB/my_folder to the corresponding directory on the web server…
file1
file2
file3

	32. Your files should be on-line sometime on Friday afternoon
	The End!
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