Introduction to Servers and Web File Management


Objective

This workshop is intended to give a brief overview of servers and create a greater understanding of files and folders as they relate to Evergreen's web server.

A. What's a Web Server?

1. A computer on the network running an application that makes HTML files accessible on the World Wide Web.

2. You have a personal folder on Evergreen's web server (Coyote) that is just for your use.  You may also have a folder on the web server for your program webpage.

B. Moving Files to the Server

1. Using Windows Explorer > Drag and Drop 

2. Using FTP

3. Using Netscape Publish (which uses FTP)

4. Save as… (Not recommended)

C. Windows Explorer

1. From the Start Button, select Programs > Windows NT Explorer.

2. Select View > Toolbar if the toolbar is not showing.

The left window is a broader view of the computer, the right [image: image1.bmp]window is used for information about files. 


3. File hierarchy (the + and – signs) 

D. Viewing Files

1. Different file types (extensions).

2. Select View > Details to see file details.

E. Directories and Folders

1. Look inside a folder (double-click the folder name).

2. Create a new folder (File > New > Folder).

F. Moving Files

1. Locate the file you wish to move.

2. Drag and drop it into the destination folder.

G. Renaming a File or Folder

1. Using the right mouse button, click on the file or folder you wish to rename.

2. Select Rename using the left mouse button.

3. Type the new name and press Enter.

H. Deleting a File

1. With the right mouse button, click on the file or folder to delete.

2. Select Delete with the left mouse button.

I. Making a Network Connection

1. Click on the Map Network Drive button on the toolbar. [image: image5.png]Y Explori \Program
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2. Select a drive letter.

3. Double-click on the name of the domain, then the computer to connect to from the list. (Coyote is in the Puget domain)

4. Select the share name (this will show in the path).  Click OK.
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J. FTP

1. Double-click on WS FTP in the Applications Folder.

2. Put the Host Name (academic.evergreen.edu, www.evergreen.edu), your UserID (Login) and Password in the appropriate spaces.  Click OK.  (These settings can be saved on your office computer.)
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3. In the left window you see your local computer, in the right window you see the remote computer (Web Server).

4. On the remote computer you may first have to double-click on folder names to open them until you are inside your folder. 
5. To move a file from your local computer to the web server, click on the file name in the left window, select the correct file type in the middle (ASCII for text, Binary for images), and click the arrow facing right.  
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