WebSite Publication and Management

1. Naming files

a. File Names are critical for files published on the Internet

b. Text Files must have a firstname.html with no spaces or special characters in their construction. Examples: advocacy.html, colleagueship.html, learning.html
c. It’s a good idea to be thoughtful about the name. It should be somewhat descriptive and as simple as possible so it will be easy to remember.
d. Graphic files must be in either a jpeg or gif format. Their names must correspond to their file type. Examples: daisy.jpeg  Richmondschool.jpeg, title.gif, contents.gif
e. Use jpegs for photographs and gifs for clipart and graphics with few colors.

f. Your Splash page (home page) should be named index.html 

2. Saving files

a. It is also critical to save all your files in the same folder

b. Create a folder on your desktop in which you will keep all the files that you use. Both text files (html) and graphic files (jpeg, gif) must be in this folder. If you insert movies or sounds, they too must be in this folder. If you must move the folder to a disk or CD, save the whole folder.

c. This is necessary because as you insert pictures and links to other pages, Netscape records a path. If you change the path, it will not find the appropriate files.
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3. Opening saved files

a. Open Netscape. Go to the file menu and select open file in Composer in Windows and Open page on a Mac.

b. Select the .html file you wish to work on.

[image: image2.wmf]
4. Before beginning your site, you should story board its contents and layout.

Example:
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