Using File Transfer Protocol (FTP)
to Upload your Web Pages to the UWF Student Server

Before you can begin to use these directions you must have the following things:

· You must have FTP software on your computer.  You should have already downloaded and installed this program.  The software you should have is SecureFTP (for PCs) or Fetch (for Macs).
· You must know your UWF ArgoNet username and password and you must have activated your UWF account.  Your username should be your initials along with a number (if there is more than one student with your same initials) or no number (if you have a unique set of initials that no other student has).  For example, my student username might be lkc2.  Your password is the password you use to log in to your UWF email account and to dial in to the UWF server. If you do not know this information, you need to look at the past archives and reference the first few weeks when I gave you the links to do these things.

· You should also have a folder on your C: drive that is named “memory” with ABSOLUTELY NO SPACES in it.

· Inside the folder named “memory” you should have 2 files.  One should be called “myhtmlmemory” with ABSOLUTELY NO SPACES in it.  This should be an html document (a web page on which your diagram will be displayed).  The other file should be called “myhtmlmemory1” with ABOSLUTELY NO SPACES in it.  NOTE: if you exported multiple times this file may not have a number 1 at the end but it may have another number. This file should be a GIF document (the graphic of your diagram)

If you have the above items in the appropriate locations you are ready to begin:

1. Make sure you are connected to your Internet service provider.

2. Go to the “Start” menu, then “Programs”, and select “Secure FTP 2.5” to open it.

3. You should see a window similar to the one shown below:
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4. The front window called “Open Connection” is filled in with default information from the FTP software.  What you are going to do is to create a new session with the properties you need to connect to the UWF student server so that you can upload your web page and graphic.

· In the Host Name box type in ftp.students.uwf.edu.  This is the name of the server you will be uploading your files to. (Note: If you have a faculty/staff account rather than a student account, you should enter ftp.facstaff.uwf.edu).

· In the User Name box you will type in YOUR ArgoNet username.

· In the password box, type in YOUR ArgoNet password.  This should be a series of letters and numbers that UWF assigned to you along with your username.

· If you are using a public computer (i.e., one that you share with other people or with people you would not want to have access to your login information):

i. Enable the Save Bookmarks option.

ii. Remove the checkmark from the save password box.

iii. Remove the checkmark from the Save Bookmarks option.

· If you are using a private computer (i.e., one that you do not share with other people or one that you share with other people who you do not mind giving access to your login information):

i. Enable the Save Bookmarks option.  What this option does is save your login information, so that you do not have to retype it each time you want to login.  (Once you connect and then want to reconnect with the same settings, you will be able to select the host from the Profile box.)

ii. Enable the Save Password option (if you desire).  What it will save you from having to do is type in your password each time that you want to log-in.  However, if you check the box, you run the risk of someone else being able to log-in as you (if they use the same computer).

· Depending on which options you selected for the bookmarks, your screen will look something like this (except it should have your own username in it):
5. After you have entered the information, your screen should look something like the screen below (except it should have your own username in it).  Click the Connect button.
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6. Once you have clicked the Connect button in the prior box, your screen should look something like the picture below.  The left side of the screen will have different files and folders listed because it will list the items on your computer:
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7. On the left side, you will see folders and files on your computer (the local site).  On the right side you will see the “remote site” (meaning the student web server).  The process of FTPing is the process of sending files from your computer to the remote site or sending them from the remote site to your computer.  For this activity, we are sending files from your computer (your HTM and GIF files) to the remote site.  The trick here is to make sure it gets put in the exactly right folder on the remote server so that it will be on the web server for everyone to see in their web browser. The exact right location in this case is inside the folder labeled with your username that is inside the folder labeled “WEB”.  Notice on the remote site side of the screen that there are 2 folders – one called “HOME” and one called ”WEB”.  IMPORTANT NOTE: If you do not see these 2 folders then you need to double click on the up-one-level button ([image: image4.png]


) until these 2 folders show up in your window as shown above. The folder called “HOME” is your personal space on the server to store any type of files you want to access from another computer or download to another computer using the ftp process here. The folder called “WEB” is your personal space on the web server that will post your web pages so that others can access them. The WEB folder is the one we will be working with.
8. Double click on the “WEB” folder to open it.

9. Wait a minute or so, and you should see the contents of your WEB folder. (If you have never FTPed anything to your WEB folder before, the large box on the right side of the window will probably be empty.
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The folder is likely to be empty in your case, unless you have uploaded something to your student web space before.  As you can see below inside my folder I have several folders (“CopsCouncil”, “EDF_6211”, and so forth).  It is important to note that these folders are all websites. For example, “Showcase” is a folder that contains all the files needed for my Showcase website.  By keeping all the files in a folder and labeling it in a meaningful way, I know exactly where to access the files related to that website when I need it.  When I need to update files on that website I go in to this folder. Organization such as this is CRITICAL when working in these environments.  It is very easy to get very confused very fast if you do not keep your files organized and labeled in meaningful ways.
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What you are going to do is find your “memory” folder and transfer those files to the remote site and into your web folder. If you have followed my earlier instructions then you have this folder on your C: drive.  What you need to do is navigate to your C: drive by selecting it from the dropdown list on the local computer side of the window.

11. If you look on the “local computer” side of the screen in the box at the top you should see “C:” This tells you that it has already accessed your C: drive.  Now all you need to do is find your folder labeled “memory”.  If it is not listed then you will need to scroll up until you see the up-one-level button ([image: image6.png]


) and double-click on it until you are able to see your folder.
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12. To transfer the “memory” folder, select it by clicking on it once, and then click the upload button ([image: image8.png]


).  If you get a prompt that asks if you want to transfer the folder and all its contents, you should click “yes”.  Depending on how fast your connection is, you may be able to see the progress of the upload process.
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13. The upload process places a copy of the folder and its files in your web folder.  If the process is successful, the “memory” folder should be listed on the remote site).
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14. If you double click on your “memory” folder on the “remote site” side, there should be 2 files in it (the HTML file and the GIF file).
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15. You have now uploaded your concept map to your UWF web account.  You can close your connection by clicking on the “disconnect” button at the top of the screen.

16. Now, the final test is to see if you can access your concept map using your Web browser and the correct URL.  The URL is sometimes tricky but once you get the hang of it you will think it is simple.  If you followed my directions exactly then your URL should be the following EXCEPT you should replace “lkc2” with your username:

http://www.students.uwf.edu/lkc2/memory/myhtmlmemory.htm

This URL denotes that your web page named myhtmlmemory.htm is in a folder named memory which is in a folder with my username that is on the student web server called www.students.uwf.edu.

Note: If you have a faculty/staff account rather than a student account, your URL would be:

http://www.uwf.edu/lkc2/memory/myhtmlmemory.htm

If you did not name your files and/or folders using the names I gave you, then your URL will not be what is written above but you should be able to figure out the URL by following the reasoning process above and identifying the file and folder names in the correct order.
REMINDERS:

· NO file or folder names should have spaces in them – NO SPACES in any file or folder name

· ALL files must be uploaded, including the graphic files you insert into the page.  The html code that creates the web page only tells the name of the graphic file and where to go to get the graphic – it does not contain the file itself but only the referring information.  Therefore, you must have the file in the same folder as the html file so it can find the graphic file the code refers to.

· If you need assistance please do not hesitate to call on our tech mentor for this course.  When you do, please be as specific as possible about the problem you are having.







