Dreamweaver Site Manager Training Level One


Objective

Learn the basic and essential features of Dreamweaver including Defining a Dreamweaver Site.  Create and modify pages using Dreamweaver.
1. Introductions

2. Contacts

A. To contact the entire Web Team via email, use the Web Team DL or send a note to webit@evergreen.edu.

B. To contact all of the Web Site Managers, use the Web Site Managers DL in Exchange.  Utilize this list for assistance from your peers.

3. Web Server Folder Structure Overview

A. The Web address (URL-Uniform Resource Locator) relates to a site’s location on the Web server.

B. The previous server had a nested folder structure, causing Web addresses to look like: www.evergreen.edu/user/crcstuff/crc/home.htm
C. The new server has a flat folder structure allowing easier access to most major areas on campus.  An example of a new Web address looks like: www.evergreen.edu/athletics. (In the past, this was accomplished with the use of redirectors.)

Nice to Know: The Evergreen State College website is actually a community of 85+ distinct but interdependent sites.

4. Website Management Overview

A. It is important to understand how your office computer and the college Web server relate.  

B. In Dreamweaver, there is a working copy of your entire website in your Local Site (usually your computer hard drive).  This is where you will make modifications to your site files.  

C. Once you are done making changes on your hard drive, you will ‘put’ the files onto the Web server. 

Nice to Know: While you don’t need to have a total understanding of all aspects of Website Management, a successful Site Manager may wish to investigate issues related to:

i. Software including Dreamweaver and Web browsers.

ii. Hypertext Markup Language (HTML) – the code your browser reads to control the display of information.

iii. Interface design and navigational structure (how the end user moves through your site).

iv. Goals of the site in relationship to the College as a whole.

v. Graphic design principles (look and feel) and how to optimize an image for the Web.
5. What is Dreamweaver?

A. Dreamweaver is a complete Web development and management tool that allows you to: 

i. Create web pages visually without being required to understand the HTML programming language that underlies all web pages.  However, Dreamweaver allows intermediate users to switch between code and design views to more flexibly control your page.

ii. Visually organize and manage files that work together to comprise a website including publishing files to the Web server.

iii. Make global changes to an entire site, such as updating hyperlinks or adding reoccurring images.

B. Because of its site management features and versatility, Dreamweaver is currently considered the industry standard as well as the campus standard for Web site development and management. 

ALERT: Files created using Dreamweaver templates are not editable using Netscape Composer (or any other WYSIWYG Web editing tool).   However, if your page was not created using a template, you could continue to use Netscape Composer or any other editor to modify them.

Starting Dreamweaver

C. Log onto the computer using your ac_computing account if you have one.

D. Double-click on the Dreamweaver icon on the desktop to start Dreamweaver.

E. Click on the second to left button [image: image1.bmp] on the toolbar to open the window in both code and design views. 
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6. Defining a Site

A. Defining a Site only need be done once on your computer, unless you get a new copy of Dreamweaver installed.

B. A Local Site is one that is located on your computer’s hard drive, not on a Web server.  We recommend that if possible not to use a  network drive as the local site.

C. Select Site  > New Site.  

In the Site Definition dialog box, make sure Local Info is selected in the Category list.
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D. Enter the name of the office you represent next to Site Name:. For example: “Faculty Hiring”.  The site name is for your use only.

E. Choose a Local Root Folder that will contain all of your site's files.  In your office, this will be in the C:\Documents directory if you use Windows 98 or in C:\Documents and Settings\Loginname\ if you use Windows 2000.

i. Click the folder icon to the right of the Local Root Folder field.

ii. Select the local drive, C:\
iii. Double-click on the Documents and Settings folder.
iv. Double-click on the All Users folder.
v. Double-click on the Documents folder.

vi. Click on the New Folder Icon [image: image4.bmp] and name the new folder with your office name.

vii. Click Open.
viii. Click Select.

Note: If you do not know the name of your remote directory, ask one of the Web Team members.

From the left side of the Site Definition dialog box under the Category list, choose Remote Info.
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F. Use the drop-down next to Access: to select Local/Network.  (If you will be using Dreamweaver from home, you would need to select FTP.)

G. For the Remote Folder:

i. Using Windows - enter the network path for your remote directory.  For example: \\bluff\www\facultyhiring\  (If you try navigating using the folder icon, you will get an access denied message.)

ii. For this training, we’ll use the Web Resources site on the development server, so set the remote directory to \\\bluff\webdev\webresources. 

iii. Using a Macintosh – you will either want to use FTP for access, or connect to the Web server using Appleshare before you define your site.

H. Click OK.

I. Click Create when asked to create a local cache file.

J. You will now be looking at your Site Files Window.

Note: Your local site is a copy of your Web site that resides on your office computer.  The ‘twin’ of your local site will reside on the remote Web server.  

Understanding the Site Files Window 

K. By default, Dreamweaver displays your Remote Site files in the left pane and the Local Site files in the right.

i. The Remote Site files reside in the Web server directory and are viewable via the Internet.

ii. The Local Site files reside on your office computer and are only viewable from that computer.

L. The tabs along the top of the Site Files Window can be used to sort the files in either your local or remote site.
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Note: When you update any file, you must ‘put’ the file to the remote site for it to be saved on the Web server and accessible on the Internet.

7. Getting your Entire Site

A. One way to copy the Remote Site to your Local Site is to ‘get’ the entire site.

B. Highlight the remote folder in the Site Files Window.

C. Click on the [image: image7.bmp] ‘Get’ toolbar icon.

8. Creating a New Page

A. Switch to the Untitled Document that opened with Dreamweaver.

Note: To create a new page in the future, select File > New File or File > New from Template.

9. Creating a Title for the New Page

A. In the Dreamweaver Toolbar, highlight the Title “Untitled Document” and type a new Title for your page.
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B. The title shows along the top left of the browser window and will become the favorite place or bookmark’s name.   

C. The title is the most important piece of the Web page for use with Evergreen’s search feature (and other search engines). 

D. The naming convention for titles for official Evergreen pages should be the content of the page or area name followed by “at Evergreen”.

E. Notice the tag in the code window that is created when you title the page.

10. Web Page Naming Conventions

A. When creating pages in Evergreen’s webspace, always save your homepage as home.htm.  It is essential that you always save your home page as the same name with the same file extension.  

B. To avoid confusion, always be consistent in the extensions you use for saving your web pages.  At Evergreen, the standard is .htm.  That means that ALL of your HTML pages’ file names should end in .htm.  

C. Always name your pages in the following manner:

i. Use only lower case letters. (If we ever decided to use a Unix-based Web server, it would be necessary to type the file name using the exact case as when it was created.)

ii. Never leave spaces in the name!

iii. Never use special characters such as periods, #, &, etc.

a Good file name:  moviebooklinks.htm

b Bad file name:  movie & book.links.htm

iv. Stay away from underscores.  When made into a link, it is impossible to see the underscore in the filename.

D. Name files logically. Give your Web pages obvious file names that will adequately describe the contents of the page.  For cross-platform compatibility, it is a good idea to keep your file names under 30 characters in length.

11. Saving

A. Always save your document when any change has been made by selecting File > Save.

B. Navigate to your local site folder.

C. Name your file dwtraining.htm. 

D. Click Save.

12. Inserting a Table

Note: The relationship between text and images on a Web page is similar to Word.  You will have to create places for the text and images to go in order to have complete control over the placement.

A. Tables are used for page layout and for data.  It is important that if you are using a table for data, you include descriptions for accessibility.  Also, keep in mind that screen readers read left to right, top to bottom.

B. Select Insert  > Table or use the Table button [image: image9.bmp] on the Common Objects Window to insert a table onto the page.

C. Determine the number of columns and rows you need based on the layout design including how many cells are needed.

D. Specify the number of rows and columns for the table.

E. Specify the width you wish the table to span.  We recommend you use percent of window for the width, so that your table will adjust to browser window sizes.

F. Specify Cell Spacing and Cell Padding in pixels.

G. Click OK.

13. Saving an Image from the Web

A. Open a Web browser (Internet Explorer, Opera, Safari, or Netscape Navigator).  

B. Go to the Evergreen home page by typing www.evergreen.edu in the address field.

C. Right-click on the image under Pick Your Program and select Save Picture As…
D. Save the image in your images folder, renaming if necessary.  (If you don’t have an images folder in your Local Site, create one before saving the image.)

14. Inserting Images in Dreamweaver

A. Return to the Document Window in Dreamweaver.

B. Click inside an appropriate cell in your table.

C. Select Insert  > Image or use the Image button [image: image10.bmp] on the Common Objects Window to insert an image onto the page.

D. Locate an image file in the images folder of your site.

E. In the Image Name field of the Property inspector, type an appropriate name.  (The Image Name field lets you name an image so you can refer to it with a scripting language such as JavaScript or VBScript.)

F. In the Alt field, add an Alt tag to the image. 
The Alt tag specifies alternative text that appears in place of the image for text-only browsers or for browsers that have been set to download images manually. For visually impaired users who use speech synthesizers with text-only browsers, the text is spoken out loud. In some browsers, this text also appears when the pointer is over the image.

ALERT: Changing the size of an image in the Dreamweaver window does NOT change the file size.  To effectively resize and optimize an image, you must use an image-editing program like Photoshop.

15. Absolute versus Relative Links

A. An absolute link uses a complete path name to locate a file. 
For example: http://access.wa.gov
(An absolute link to a file inside your local site does not change when the page that links to it moves.)  (This is like putting a stamp on a letter to your next door neighbor, putting it into the mailbox, having it go downtown to be sorted, and delivered to your neighbor.)

B. A relative link is created in relationship to the referencing document.  For example: images/geoduck.gif
A relative link can change if you move the referencing document.  (This is like walking a letter over to your neighbor’s house.)

C. This explanation is highly simplified.   There are a variety of conventions to learn that will aid you in choosing the correct link.

16. How Do I Know Which to Use?

A. Whenever the link is not on the same server, it is absolute. 

B. Links to files within your site should be relative links.

C. Files on the same server, but not in your site can be relative links, but will work as absolute links as well.

17. Linking to Another File on the Same Server

A. An example of a relative link that will also work as an absolute link is one to another ‘site’ on the same server.  

B. Link to your neighbor’s home page by using a relative link.  An example would look like: /webresources/home.htm.

C. A relative link to a page in another ‘site’ will not work when using the ‘Preview in a Browser’ or ‘Check Links Sitewide’ commands. 

18. Creating a Link

A. Create a link in another cell by typing the text that will become the link.

B. Highlight that text.

C. Use the Properties Window to specify the name of the file to link to.  There are three ways you can do this.
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D. Click on the folder icon next to the link box, use the point to file icon, or type the filename to specify the local file to link to.

E. For relative links outside your local folder, begin the link address with a forward slash (/).  For example, to get to the Evergreen home page type /home.htm, for a link to Academic Advising home page, type /academicadvising/

F. For absolute links, specify the *entire* Web address including http://. 

19. Previewing in a Browser

A. Select File > Preview in Browser.  The default browser can be used to preview your page by pressing F12.  

Note: Previewing your page in a browser is a way to see how your page will look in a browser, but relative links that refer to files outside your local folder will not work when in this view.  The link reference information will appear at the bottom of the browser window.  To test relative links outside your folder, you must put the file onto the Web server and view it on the Internet. 

B. The browser list can be edited by selecting File > Preview in Browser > Edit Browser List…

20. Reference Materials

A. The Web Team has copies of three Dreamweaver reference books we can lend you. 

B. The Web Team also has a copy of the Writing for the Web workshop on videotape that you are welcome to borrow.
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