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IŶtƌoduĐtioŶ 

MiĐƌosoft Puďlisheƌ ϮϬϭϲ is a poǁeƌful tool that ĐaŶ help Ǉou Đƌeate pƌofessioŶal lookiŶg flǇeƌs, 
ďƌoĐhuƌes, aŶd otheƌ foƌŵs of pƌiŶt puďliĐatioŶs, ďut ĐaŶ also ďe used to Đƌeate ďasiĐ ǁeďsites. The 
folloǁiŶg guide ǁill help to get Ǉou staƌted ǁith ĐƌeatiŶg a siŵple ǁeďsite iŶ Puďlisheƌ ϮϬϭϲ aŶd upload 
Ǉouƌ ǁeďsite to K“U’s studeŶtǁeď, oƌ ksuǁeď seƌǀeƌ.  
 

LeaƌŶiŶg OďjeĐtiǀes 

Afteƌ ĐoŵpletiŶg the iŶstƌuĐtioŶs iŶ this ďooklet, Ǉou ǁill ďe aďle to: 
 Cƌeate a ďasiĐ ǁeďpage ǁith a speĐifiĐ laǇout 
 IŶseƌt ǀaƌious oďjeĐts iŶto Ǉouƌ ǁeďpage 

 Cƌeate hǇpeƌliŶks aŶd ŶaǀigatioŶ ďaƌs 

 DoǁŶload aŶd iŶstall the “eĐuƌe File TƌaŶsfeƌ ClieŶt 

 Use the “eĐuƌe File TƌaŶsfeƌ ClieŶt to upload aŶd doǁŶload ĐhaŶges to Ǉouƌ ǁeďsite 
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CƌeatiŶg a Weď Page 

WheŶ fiƌst opeŶiŶg Puďlisheƌ ϮϬϭϲ, Ǉou ǁill ďe pƌeseŶted ǁith a list of teŵplates aŶd optioŶs to staƌt 
ǁith a ďlaŶk page. This guide ǁill Đƌeate a Đustoŵ page fƌoŵ a ďlaŶk teŵplate: 
 

ϭ. UŶdeƌ the File Taď, Neǁ seĐtioŶ, ĐliĐk BlaŶk ϴ.ϱ ǆ ϭϭ. 
 

 

Figuƌe ϭ – BlaŶk ϴ.ϱ ǆ ϭϭ 

Ϯ. Puďlisher ǁill opeŶ ǁith a ďlaŶk page. OŶ the RiďďoŶ, ĐliĐk the Page DesigŶ taď. 
ϯ. CliĐk Size  

 

 

Figuƌe Ϯ – Page DesigŶ: Size 
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ϰ. Fƌoŵ the dƌop-doǁŶ, ĐliĐk Page Setup… 

 

 

Figuƌe ϯ - Page Setup 

ϱ. The Page Setup ǁiŶdoǁ ǁill appeaƌ. EŶteƌ the folloǁiŶg: 
a. LaǇout TǇpe: “eleĐt Weď page fƌoŵ the dƌop-doǁŶ ;see Figuƌe ϰͿ. 
ď. Page: EŶteƌ ϭϬϮϰ foƌ the Width, aŶd ϳϲϴ foƌ the Height ;see Figuƌe ϰͿ. 
Đ. CliĐk OK ǁheŶ fiŶished ;see Figuƌe ϰͿ.  

 

 

Figuƌe ϰ –Setup Page foƌ Weď Page 

Youƌ Đustoŵ ǁeď page ǁill ďe ƌeadǇ aŶd Ǉou ĐaŶ ďegiŶ settiŶg up the laǇout foƌ Ǉouƌ ǁeďsite.  
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SettiŶg up the LaǇout of Ǉouƌ Weďsite 

Afteƌ settiŶg up Ǉouƌ page foƌ the ǁeď site, Ǉou ǁill Ŷeed to set up the oǀeƌall look aŶd feel foƌ Ǉouƌ 
ǁeďsite ;e.g. a laǇout pageͿ. WheŶ ĐƌeatiŶg Ǉouƌ ǁeďpage, it is a good idea to haǀe a uŶifoƌŵ look 
thƌoughout the site. This seĐtioŶ ǁill deŵoŶstƌate hoǁ to Đƌeate a ŶaǀigatioŶ ďaƌ, headeƌ, aŶd footeƌ 
foƌ Ǉouƌ ǁeďsite, aŶd leaǀe spaĐe foƌ ĐoŶteŶt oŶ Ǉouƌ ǁeď site.  
 

Note: To ŵake plaĐiŶg oďjeĐts oŶ Ǉouƌ page easieƌ, ŵake suƌe the ƌuleƌ is eŶaďled. The ƌuleƌ ĐaŶ ďe 
eŶaďled ďǇ ĐliĐkiŶg the ĐheĐkďoǆ Ŷeǆt to ƌuleƌs uŶdeƌ the Vieǁ taď.  
 

 

Figuƌe ϱ - EŶaďle Ruleƌs 

ϭ. OŶ the RiďďoŶ, ĐliĐk the IŶseƌt taď ;see Figuƌe ϲͿ. 
Ϯ. CliĐk Shapes ;see Figuƌe ϲͿ. 
 

 

Figuƌe ϲ - IŶseƌt Taď: Shapes 

ϯ. Fƌoŵ the Shapes dƌop-doǁŶ, seleĐt the sƋuaƌe shape fƌoŵ uŶdeƌ BasiĐ Shapes.  
 

 

Figuƌe ϳ - BasiĐ Shapes: SƋuaƌe  
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ϰ. Youƌ Đuƌsoƌ ǁill tuƌŶ iŶto a Đƌosshaiƌ. Left-ĐliĐk aŶd dƌag Ǉouƌ ŵouse to dƌaǁ a ƌeĐtaŶgle aloŶg the 
left side of the page. This ƌeĐtaŶgle ǁill seƌǀe as the ŶaǀigatioŶ ďaƌ foƌ the ǁeď page.  

 

 

Figuƌe ϴ - Dƌaǁ a SƋuaƌe 

ϱ. Repeat steps ϭ-ϰ, dƌaǁiŶg a ƌeĐtaŶgle aĐƌoss the top Ƌuaƌteƌ of Ǉouƌ page to seƌǀe as the ǁeď page 
headeƌ, theŶ a thiŶ ƌeĐtaŶgle aĐƌoss the ďottoŵ of the page to use as the footeƌ. Use Figuƌe ϵ as a 
ƌefeƌeŶĐe.  

 

 

Figuƌe ϵ – Headeƌ, NaǀigatioŶ Baƌ, aŶd Footeƌ 
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ϲ. To add teǆt to Ǉouƌ headeƌ, siŵplǇ ĐliĐk iŶside the headeƌ ďoǆ aŶd tǇpe Ǉouƌ teǆt.  
ϳ. “eleĐt the teǆt aŶd iŶĐƌease the foŶt size uŶdeƌ the Hoŵe taď ;see Figuƌe ϭϮ foƌ ƌefeƌeŶĐeͿ.  
 

 

Figuƌe ϭϬ - FoŶt Size 

ϴ. With the teǆt still seleĐted, uŶdeƌ the Teǆt Boǆ Tools – Forŵat taď, ĐliĐk the ĐeŶteƌ aligŶŵeŶt uŶdeƌ 
the AligŶŵeŶt tools gƌoupiŶg.  

 

 

Figuƌe ϭϭ - Teǆt Boǆ Tools: Foƌŵat – AligŶŵeŶt 

ϵ. Repeat steps ϲ-ϴ to add teǆt to the footeƌ ďoǆ oŶ Ǉouƌ page.  
Note: The teǆt foƌ the footeƌ should ďe sŵall ;e.g. foŶt size ϭϬ – ϭϰͿ.  
 

 

Figuƌe ϭϮ - Weďsite ǁith Headeƌ aŶd Footeƌ 
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AddiŶg a Teǆt Boǆ to Ǉouƌ NaǀigatioŶ Baƌ 

To iŵpƌoǀe positioŶiŶg of the ŶaǀigatioŶ liŶks oŶĐe uploaded to the ǁeď, a teǆt ďoǆ ǁill Ŷeed to ďe 
added to the iŶside of the eǆistiŶg ŶaǀigatioŶ ďaƌ shape.  
 

ϭ. Fƌoŵ the IŶsert taď, ĐliĐk Dƌaǁ Teǆt Boǆ.  
 

 

Figuƌe ϭϯ - IŶseƌt Teǆt Boǆ 

Ϯ. WithiŶ the NaǀigatioŶ Bar, dƌaǁ a ƌeĐtaŶgle ǁheƌe the ŶaǀigatioŶ liŶks ǁill ďe added.  
 

 

Figuƌe ϭϰ - Add Teǆt Boǆ to NaǀigatioŶ Baƌ 
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ϯ. CliĐk iŶside the ŶaǀigatioŶ ďar teǆt ďoǆ aŶd tǇpe the pages Ǉou ǁish to Đƌeate oŶ Ǉouƌ ǁeďsite, 
sepaƌatiŶg eaĐh liŶe ǁith a spaĐe ;e.g. Hoŵe, Aďout Me, Poƌtfolio, Hoďďies, eĐtͿ ;see Figuƌe ϭϱͿ.  

ϰ. “eleĐt the teǆt ǁithiŶ Ǉouƌ ŶaǀigatioŶ ďar teǆt ďoǆ aŶd iŶĐƌease the foŶt size ;e.g. ϮϴptͿ, aŶd ŵake 
it ďold ;see Figuƌe ϭϱͿ.  

 

 

Figuƌe ϭϱ - Add Teǆt to NaǀigatioŶ Baƌ 

ϱ. With the ŶaǀigatioŶ ďar teǆt ďoǆ still seleĐted, ĐliĐk the Wƌap Teǆt tool fƌoŵ uŶdeƌ the Hoŵe taď.  
 

 

Figuƌe ϭϲ - Wƌap Teǆt Tool 
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ϲ. Fƌoŵ the dƌop-doǁŶ ŵeŶu, seleĐt NoŶe foƌ teǆt ǁƌappiŶg ;this is to help ǁith plaĐeŵeŶt oŶĐe Ǉou 
puďlish Ǉouƌ ǁeďsiteͿ. 

 

 

Figuƌe ϭϳ - No Teǆt WƌappiŶg 

 

ChaŶgiŶg the BaĐkgƌouŶd of Ǉouƌ CoŶteŶt Aƌea 

BǇ default, the ĐoŶteŶt aƌea of Ǉouƌ page ;ǁheƌe Ǉou ǁill ďe addiŶg teǆt aŶd piĐtuƌes ƌeleǀaŶt to Ǉouƌ 
ǁeďpageͿ ǁill ďe ǁhite. The folloǁiŶg ǁill shoǁ Ǉou hoǁ to ĐhaŶge Ǉouƌ ďaĐkgƌouŶd: 
ϭ. Fƌoŵ the Page DesigŶ taď, ĐliĐk BaĐkgƌouŶd.  
 

 

Figuƌe ϭϴ - Page DesigŶ: BaĐkgƌouŶd 

Ϯ. A dƌop-doǁŶ ǁill appeaƌ ǁith additioŶal ďaĐkgƌouŶd Đoloƌs. CliĐk a ďaĐkgƌouŶd Đoloƌ to applǇ it to 
the ĐoŶteŶt area of Ǉouƌ page. 

 

 

Figuƌe ϭϵ - ApplǇ BaĐkgƌouŶd 

Youƌ teŵplate foƌ Ǉouƌ ǁeďsite is ƌeadǇ. IŶ the Ŷeǆt step, ǁe ǁill Ŷeed to ĐopǇ this ͞laǇout page͟ to 
Đƌeate pages foƌ the ƌest of Ǉouƌ ǁeďsite ;e.g. Aďout Me, Poƌtfolio, aŶd Hoďďies pagesͿ.  
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DupliĐatiŶg Ǉouƌ LaǇout Page 

Afteƌ Ǉou haǀe Đƌeated the laǇout of Ǉouƌ ǁeďsite ;see the seĐtioŶ oŶ SettiŶg up the LaǇout of Ǉour 
WeďsiteͿ, Ǉou ĐaŶ dupliĐate this laǇout page to Đƌeate additioŶal pages foƌ Ǉouƌ ǁeďsite. The folloǁiŶg 
ǁill eǆplaiŶ hoǁ to dupliĐate Ǉouƌ laǇout page: 
 

ϭ. OŶ the Page NaǀigatioŶ PaŶe to the ƌight of Ǉouƌ ǁoƌkspaĐe, ƌight-ĐliĐk the thuŵďŶail of Ǉouƌ 
eǆistiŶg LaǇout Page ;see Figuƌe ϮϬͿ.  

Ϯ. A ŵeŶu ǁill appeaƌ ǁith additioŶal optioŶs. CliĐk IŶseƌt DupliĐate Page ;see Figuƌe ϮϬͿ.  
 

 

Figuƌe ϮϬ - IŶseƌt DupliĐate Page 

ϯ. A dupliĐate ǁill ďe ŵade of the seleĐted page. Repeat steps ϭ-Ϯ uŶtil Ǉou haǀe all the pages Ŷeeded 
foƌ Ǉouƌ ǁeďsite.  

 

 

Figuƌe Ϯϭ - DupliĐate Pages Added 
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ϰ. OŶĐe fiŶished, ĐliĐk thƌough eaĐh page ĐhaŶgiŶg the headeƌ title to ƌefleĐt the aĐtual page ;e.g. 
Aďout Me page should saǇ – Aďout Me – aŶd so oŶͿ. 

 

 

Figuƌe ϮϮ - ChaŶge Headeƌ foƌ EaĐh Page 

 

LaďeliŶg NaǀigatioŶ LiŶks 

LaďeliŶg Ǉouƌ ŶaǀigatioŶ liŶks ǁithiŶ Puďlisheƌ ǁill ŵake it easieƌ foƌ Ǉou to ideŶtifǇ ǁhiĐh pages Ǉou 
aƌe liŶkiŶg to. The folloǁiŶg ǁill eǆplaiŶ hoǁ to laďel pages foƌ peƌsoŶal ŶaǀigatioŶ: 
 

ϭ. “taƌtiŶg fƌoŵ Ǉouƌ Hoŵe page ;page ϭ iŶ PuďlisheƌͿ, seleĐt the hoŵe teǆt iŶ Ǉouƌ ŶaǀigatioŶ ďar 
teǆt ďoǆ ;see Figuƌe ϮϯͿ. 

Ϯ. CliĐk the IŶseƌt taď ;see Figuƌe ϮϯͿ.  
ϯ. CliĐk HǇpeƌliŶk ;see Figuƌe ϮϯͿ.  
 

 

Figuƌe Ϯϯ - SeleĐt Teǆt aŶd CliĐk HǇpeƌliŶk  
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ϰ. The IŶsert HǇperliŶk ǁiŶdoǁ ǁill opeŶ. CliĐk PlaĐe iŶ This DoĐuŵeŶt to the left ;see Figuƌe ϮϰͿ.  
ϱ. PlaĐes iŶ the doĐuŵeŶt ǁill ďe displaǇed, aŶd Page 1. Page Title ǁill ďe highlighted. Befoƌe ĐƌeatiŶg 

the liŶk, it is ƌeĐoŵŵeŶded to ĐhaŶge the Page Titles to ƌefleĐt theiƌ aĐtual page Ŷaŵes ;e.g. Hoŵe, 
Aďout Me, etĐ.Ϳ ;see Figuƌe ϮϰͿ.  

ϲ. CliĐk ChaŶge Title ;see Figuƌe ϮϰͿ. 
 

 

Figuƌe Ϯϰ - ChaŶgiŶg Page Title 

ϳ. The EŶter Teǆt ǁiŶdoǁ ǁill opeŶ. IŶ the Page Title field, eŶteƌ the Ŷaŵe of the page ;e.g. Hoŵe, 
Aďout Me, Poƌtfolio, Hoďďies, etĐ.Ϳ;see Figuƌe ϮϱͿ.  

ϴ. CliĐk OK ;see Figuƌe ϮϱͿ. 
 

 

Figuƌe Ϯϱ - ChaŶge Page Title 
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ϵ. You ǁill ďe ƌetuƌŶed to the IŶsert HǇperliŶk ǁiŶdoǁ. “eleĐt the Ŷeǆt page fƌoŵ the PlaĐe iŶ this 
DoĐuŵeŶt list aŶd ƌepeat steps ϲ-ϵ uŶtil all pages haǀe ďeeŶ ƌeŶaŵed.  

 

 

Figuƌe Ϯϲ - All Pages ReŶaŵed 

ϭϬ. OŶĐe fiŶished, Ǉou ĐaŶ Đlose the ǁiŶdoǁ ďǇ ĐliĐkiŶg ĐaŶĐel, oƌ skip to step ϱ iŶ the IŶsertiŶg 
NaǀigatioŶ LiŶks seĐtioŶ. 

 

IŶseƌtiŶg NaǀigatioŶ LiŶks 

IŶ oƌdeƌ foƌ useƌs to ďe aďle to Ŷaǀigate thƌoughout Ǉouƌ ǁeďsite, Ǉou ǁill Ŷeed to liŶk all eǆistiŶg 
pages togetheƌ thƌough the ŶaǀigatioŶ ďaƌ. The folloǁiŶg ǁill shoǁ Ǉou hoǁ to Đƌeate liŶks ďetǁeeŶ 
eǆistiŶg pages ǁithiŶ Ǉouƌ ǁeďsite: 
 

ϭ. “taƌtiŶg fƌoŵ Ǉouƌ Hoŵe page ;page ϭ iŶ PuďlisheƌͿ, seleĐt the hoŵe teǆt iŶ Ǉouƌ ŶaǀigatioŶ ďar 
teǆt ďoǆ ;see Figuƌe ϮϳͿ 

Ϯ. CliĐk the IŶseƌt taď ;see Figuƌe ϮϳͿ.  
ϯ. CliĐk HǇpeƌliŶk ;see Figuƌe ϮϳͿ.  
 

 

Figuƌe Ϯϳ - SeleĐt Teǆt aŶd CliĐk HǇpeƌliŶk  
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ϰ. The IŶsert HǇperliŶk ǁiŶdoǁ ǁill opeŶ. CliĐk PlaĐe iŶ This DoĐuŵeŶt to the left ;see Figuƌe ϮϴͿ.  
ϱ. PlaĐes iŶ the doĐuŵeŶt ǁill ďe displaǇed. “eleĐt the page that ĐoƌƌespoŶds to the pƌopeƌ liŶk oŶ 

the NaǀigatioŶ ďar ;e.g. Foƌ Hoŵe oŶ the ŶaǀigatioŶ ďaƌ, seleĐt Page 1. HoŵeͿ ;see Figuƌe ϮϴͿ. 
ϲ. CliĐk OK ;see Figuƌe ϮϴͿ. 
 

Note: Make suƌe the pƌopeƌ loĐatioŶ is seleĐted ďefoƌe ĐliĐkiŶg OK. “eleĐtiŶg the ǁƌoŶg loĐatioŶ ĐaŶ 
seŶd ǀisitoƌs to the ǁƌoŶg page aŶd Đause ĐoŶfusioŶ. 
 

 

Figuƌe Ϯϴ - ChaŶgiŶg Page Title 

ϳ. The seleĐted teǆt ǁill Ŷoǁ ďe hǇpeƌliŶked to the ĐoƌƌespoŶdiŶg page iŶ Ǉouƌ ǁeďsite.  
ϴ. Repeat steps ϭ-ϳ foƌ all liŶks iŶ Ǉouƌ ŶaǀigatioŶ ďar aĐƌoss all pages of Ǉouƌ ǁeďsite iŶ oƌdeƌ to 

pƌopeƌlǇ liŶk all pages ;e.g. LiŶk ŶaǀigatioŶ ďaƌ oŶ Ǉouƌ hoŵe, aďout ŵe, poƌtfolio, aŶd hoďďies 
pagesͿ. 

 

 

Figuƌe Ϯϵ - HǇpeƌliŶks Added to All Pages 

ϵ. OŶĐe fiŶished, Ǉou’ll ďe aďle to staƌt addiŶg ĐoŶteŶt to Ǉouƌ ǁeďsite.   
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AddiŶg CoŶteŶt to Ǉouƌ Weďsite 

OŶĐe Ǉou haǀe Đoŵpleted the laǇout foƌ Ǉouƌ ǁeďsite, aŶd haǀe liŶked all Ǉouƌ pages togetheƌ, Ǉou ĐaŶ 
ďegiŶ addiŶg ĐoŶteŶt to the pages iŶ Ǉouƌ ǁeďsite. The folloǁiŶg seĐtioŶs ǁill shoǁ Ǉou hoǁ to add 
aŶd ŵodifǇ diffeƌeŶt tǇpes of ĐoŶteŶt. 
 

AddiŶg Teǆt to Ǉouƌ Weďsite 

Teǆt ďoǆes ǁill ďe used iŶ oƌdeƌ to ŵaŶage the spaĐiŶg aŶd plaĐeŵeŶt of teǆt ǁithiŶ Ǉouƌ ǁeďsite. The 
folloǁiŶg eǆplaiŶs hoǁ to edit teǆt ǁithiŶ Ǉouƌ ǁeďsite: 
 

ϭ. IŶ the RiďďoŶ, ĐliĐk the IŶseƌt taď ;see Figuƌe ϯϬͿ.  
Ϯ. CliĐk Dƌaǁ Teǆt Boǆ ;see Figuƌe ϯϬͿ. 
 

 

Figuƌe ϯϬ - Dƌaǁ Teǆt Boǆ 

ϯ. Youƌ Đuƌsoƌ ǁill ĐhaŶge to a Đƌosshaiƌ. Left-ĐliĐk aŶd dƌag the Đuƌsoƌ to dƌaǁ a teǆt ďoǆ.  
 

 

Figuƌe ϯϭ - DƌaǁiŶg a Teǆt Boǆ 

ϰ. Release the left ŵouse ďuttoŶ to Đƌeate Ǉouƌ teǆt ďoǆ. The teǆt ďoǆ ǁill appeaƌ.  
ϱ. With the teǆt ďoǆ still seleĐted, oŶ the DraǁiŶg Tools: Forŵat taď ĐliĐk Wƌap Teǆt. 
 

 

Figuƌe ϯϮ - Wƌap Teǆt 
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ϲ. Fƌoŵ the dƌop-doǁŶ, ĐliĐk NoŶe.  
 

 

Figuƌe ϯϯ - No Teǆt WƌappiŶg 

Note: ReŵoǀiŶg teǆt ǁƌap ǁill help ǁith plaĐeŵeŶt of Ǉouƌ ĐoŶteŶt oŶĐe it is puďlished oŶliŶe. 
 

ϳ. You ĐaŶ ďegiŶ tǇpiŶg Ǉouƌ teǆt iŶside the teǆt ďoǆ. Foƌŵat teǆt ďǇ usiŶg the tools aǀailaďle uŶdeƌ 
the Teǆt Boǆ Tools: Forŵat taď. 

 

 

Figuƌe ϯϰ - FoƌŵattiŶg Tools 

ϴ. WheŶ fiŶished addiŶg aŶd foƌŵattiŶg Ǉouƌ teǆt, ƌepeat steps ϭ-ϳ to add additioŶal teǆt ďoǆes to 
Ǉouƌ ǁeď pages.  

 

LiŶkiŶg Teǆt Boǆes 

If Ǉouƌ teǆt ďoǆ is too sŵall to displaǇ the iŶseƌted teǆt, it ǁill displaǇ red siǆiŶg haŶdles aƌouŶd the 
ďoƌdeƌ of the teǆt ďoǆ. This is to iŶdiĐate that additioŶal teǆt is aǀailaďle iŶ the teǆt ďoǆ, ďut ĐaŶ’t ďe 
displaǇed. BǇ liŶkiŶg tǁo teǆt ďoǆes togetheƌ, Ǉou ĐaŶ haǀe the teǆt spill oǀeƌ iŶto the seĐoŶd teǆt ďoǆ 
so it ĐaŶ ďe displaǇed:  
 

 

Figuƌe ϯϱ - AdditioŶal Teǆt that ĐaŶ't ďe ShoǁŶ 

ϭ. Add a seĐoŶd teǆt ďoǆ to Ǉouƌ ǁeď page if Ǉou doŶ’t alƌeadǇ haǀe oŶe ;see the seĐtioŶ oŶ AddiŶg 
Teǆt to Ǉouƌ Weďsite foƌ ŵoƌe iŶfoƌŵatioŶͿ.  
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Ϯ. OŶ the teǆt ďoǆ that has Ǉouƌ teǆt, ĐliĐk the ellipsis iĐoŶ. 
 

 

Figuƌe ϯϲ - CliĐk Ellipsis 

ϯ. The ŵouse Đuƌsoƌ ǁill ĐhaŶge to a pitĐheƌ spilliŶg letteƌs. Hoǀeƌ the pitĐher iĐoŶ oǀeƌ the teǆt ďoǆ 
Ǉou ǁish to liŶk aŶd left-ĐliĐk the teǆt ďoǆ. 

 

 

Figuƌe ϯϳ - LiŶkiŶg Teǆt Boǆes 

ϰ. The teǆt ďoǆes ǁill ďe liŶked to eaĐh otheƌ aŶd the additioŶal teǆt ǁill spill oǀeƌ iŶto the Ŷeǁ teǆt 
ďoǆ. To ǁƌap additioŶal ďoǆes, ƌepeat steps ϭ-ϯ.  

 

EditiŶg aŶd IŶseƌtiŶg Iŵages 

You ĐaŶ add gƌaphiĐs to Ǉouƌ ǁeď page eitheƌ as aŶ eǆistiŶg piĐtuƌe fƌoŵ Ǉouƌ Đoŵputeƌ, oƌ fƌoŵ a 
piĐtuƌe fouŶd oŶliŶe. The folloǁiŶg ǁill eǆplaiŶ hoǁ to add piĐtuƌes to Ǉouƌ ǁeď page: 
 

AddiŶg aŶ Iŵage fƌoŵ Ǉouƌ Coŵputeƌ 

The folloǁiŶg eǆplaiŶs hoǁ to add aŶ iŵage to Ǉouƌ ǁeď page fƌoŵ Ǉouƌ Đoŵputeƌ:  
 

ϭ. IŶ the RiďďoŶ, ĐliĐk the IŶseƌt taď ;see Figuƌe ϯϴͿ.  
Ϯ. CliĐk PiĐtuƌes ;see Figuƌe ϯϴͿ. 
 

 

Figuƌe ϯϴ - IŶseƌt PiĐtuƌes 
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ϯ. The IŶsert PiĐture ǁiŶdoǁ ǁill opeŶ. “eleĐt a piĐtuƌe fƌoŵ Ǉouƌ Đoŵputeƌ aŶd ĐliĐk IŶseƌt. 
 

 

Figuƌe ϯϵ – SeleĐtiŶg a PiĐtuƌe 

ϰ. The piĐtuƌe ǁill ďe iŶseƌted iŶto Ǉouƌ ǁeď page. To edit the piĐtuƌe fuƌtheƌ ;e.g. ƌesize, ĐhaŶge 
ďƌightŶess/ĐoŶtƌast, ƌeĐoloƌ, add effeĐtsͿ see the seĐtioŶ oŶ EditiŶg GraphiĐs foƌ ŵoƌe iŶfoƌŵatioŶ. 
 

ϱ. Afteƌ iŶseƌtiŶg the iŵage, ďe suƌe to ƌeŵoǀe teǆt ǁƌappiŶg fƌoŵ Ǉouƌ iŵage ;see Reŵoǀe Teǆt 
WrappiŶg froŵ IŵagesͿ. 

 

AddiŶg aŶ Iŵage fƌoŵ aŶ OŶliŶe SouƌĐe 

The folloǁiŶg eǆplaiŶs hoǁ to add aŶ oŶliŶe iŵage to Ǉouƌ ǁeď page: 
 

ϭ. IŶ the RiďďoŶ, ĐliĐk the IŶseƌt taď ;see Figuƌe ϰϬͿ.  
Ϯ. CliĐk OŶliŶe PiĐtuƌes ;see Figuƌe ϰϬͿ. 
 

 

Figuƌe ϰϬ - IŶseƌt OŶliŶe PiĐtuƌes 

ϯ. The IŶsert PiĐtures ǁiŶdoǁ ǁill opeŶ. Neǆt to BiŶg Iŵage SearĐh, tǇpe iŶ a keǇǁoƌd foƌ the piĐtuƌe 
Ǉou ǁaŶt to fiŶd iŶ the SearĐh ďoǆ ;“ee Figuƌe ϰϭͿ.  

 

 

Figuƌe ϰϭ - SeaƌĐh foƌ PiĐtuƌes OŶliŶe 
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ϰ. Pƌess EŶteƌ oŶ Ǉouƌ keǇďoaƌd to ƌuŶ the seaƌĐh.  
ϱ. Fƌoŵ the ƌesultiŶg ĐhoiĐes, douďle-ĐliĐk the iŵage that Ǉou ǁaŶt to add to Ǉouƌ ǁeď page.  
 

 

Figuƌe ϰϮ - OŶliŶe Iŵage SeaƌĐh Results 

Note: You ĐaŶ also add ŵultiple iŵages to Ǉouƌ ǁeď page ďǇ ĐliĐkiŶg theŵ oŶĐe to seleĐt, theŶ ĐliĐk 
IŶseƌt oŶĐe Ǉou aƌe ƌeadǇ to add to Ǉouƌ ǁeď page.  
 

ϲ. The piĐtuƌe ǁill ďe iŶseƌted iŶto Ǉouƌ ǁeď page. To edit the piĐtuƌe fuƌtheƌ ;e.g. ƌesize, ĐhaŶge 
ďƌightŶess/ĐoŶtƌast, ƌeĐoloƌ, add effeĐtsͿ see the seĐtioŶ oŶ EditiŶg GraphiĐs foƌ ŵoƌe iŶfoƌŵatioŶ.  

ϳ. Afteƌ iŶseƌtiŶg the iŵage, ďe suƌe to ƌeŵoǀe teǆt ǁƌappiŶg fƌoŵ Ǉouƌ iŵage ;see Reŵoǀe Teǆt 
WrappiŶg froŵ IŵagesͿ. 

 

Reŵoǀe Teǆt WƌappiŶg fƌoŵ Iŵages 

ReŵoǀiŶg the teǆt ǁƌappiŶg fƌoŵ iŵages is siŵilaƌ to pƌeǀious ŵethods. This seĐtioŶ ǁill eǆplaiŶ hoǁ 
to ƌeŵoǀe teǆt ǁƌappiŶg fƌoŵ iŵages: 
 

ϭ. With the iŵage seleĐted, oŶ the PiĐture Tools: Forŵat taď ĐliĐk Wƌap Teǆt. 
 

 

Figuƌe ϰϯ - Wƌap Teǆt  
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Ϯ. Fƌoŵ the dƌop-doǁŶ, ĐliĐk NoŶe. ReŵoǀiŶg teǆt ǁƌap ǁill help ǁith plaĐeŵeŶt of Ǉouƌ ĐoŶteŶt 
oŶĐe it is puďlished oŶliŶe. 

 

 

Figuƌe ϰϰ - No Teǆt WƌappiŶg 

 

EditiŶg GƌaphiĐs 

The folloǁiŶg ǁill eǆplaiŶ hoǁ to edit piĐtuƌes ǁithiŶ Ǉouƌ ǁeď page: 
 

ϭ. To ƌesize a piĐtuƌe, ĐliĐk the piĐtuƌe to seleĐt it ;piĐtuƌes aƌe autoŵatiĐallǇ seleĐted iŵŵediatelǇ 
afteƌ iŶseƌtiŶg the piĐtuƌeͿ. 

Ϯ. “iziŶg haŶdles ǁill appeaƌ aloŶg the ĐoƌŶeƌs aŶd sides of the iŵage ;shoǁŶ iŶ Figuƌe ϰϱ as ƌed 
ďoǆesͿ. CliĐk aŶd dƌag oŶe of these siziŶg haŶdles to ƌesize Ǉouƌ iŵage.  

ϯ. You ĐaŶ ƌotate aŶ iŵage ďǇ dƌaggiŶg the ĐiƌĐulaƌ haŶdle aďoǀe the iŵage ;shoǁŶ iŶ Figuƌe ϰϱ ǁith 
a gƌeeŶ ĐiƌĐleͿ. 

 

 

Figuƌe ϰϱ - ResiziŶg aŶ Iŵage 

Note: Hold doǁŶ the shift keǇ as Ǉou aƌe ƌesiziŶg aŶ iŵage to ĐoŶstƌaiŶ pƌopoƌtioŶs. 
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ϰ. The PiĐture Tools: Forŵat taď also ĐoŶtaiŶs additioŶal tools foƌ adjustiŶg the folloǁiŶg: 
a. CoƌƌeĐtioŶs: ĐoŶtaiŶs settiŶgs foƌ adjustiŶg the ďƌightŶess of the piĐtuƌe ;see Figuƌe ϰϲͿ. 
ď. ReĐoloƌ: ĐoŶtaiŶs settiŶgs foƌ ĐhaŶgiŶg the oǀeƌall Đoloƌ of the piĐtuƌe ;see Figuƌe ϰϲͿ. 
Đ. PiĐtuƌe StǇles: ĐoŶtaiŶs pƌesets that add ďoƌdeƌs, shadoǁiŶg, aŶd ǀaƌious otheƌ effeĐts to Ǉouƌ 

piĐtuƌe ;see Figuƌe ϰϲͿ. 
d. PiĐtuƌe Boƌdeƌ/PiĐtuƌe EffeĐts/CaptioŶs: optioŶs foƌ alteƌiŶg the stǇle aŶd thiĐkŶess of ďoƌdeƌs, 

addiŶg diffeƌeŶt piĐtuƌe effeĐts like shadoǁs, ďeǀels, aŶd ϯD effeĐts, aŶd addiŶg ĐaptioŶ tiles to 
a piĐtuƌe ;see Figuƌe ϰϲͿ.  

e. Cƌop: alloǁs foƌ ĐuttiŶg out poƌtioŶs of aŶ iŵage that Ǉou do Ŷot ǁish to shoǁ ;see Figuƌe ϰϲͿ. 
 

 

Figuƌe ϰϲ - PiĐtuƌe Tools: Foƌŵat OptioŶs 

 

IŶseƌtiŶg a Taďle 

Taďles aƌe fƌeƋueŶtlǇ used iŶ ǁeď pages foƌ the puƌpose of laǇout aŶd aligŶŵeŶt. A taďle giǀes Ǉou a 
gƌoup of Đells iŶto ǁhiĐh Ǉou ĐaŶ tǇpe teǆt aŶd iŶseƌt iŵages. OŶĐe Ǉou haǀe iŶseƌted Ǉouƌ taďle, Ǉou 
ĐaŶ aĐĐess the foƌŵattiŶg optioŶs to fuƌtheƌ ŵodifǇ the taďle.  
 

ϭ. Fƌoŵ the IŶsert taď, ĐliĐk Taďle.  
 

 

Figuƌe ϰϳ - CliĐk oŶ Taďle 
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Ϯ. A dƌopdoǁŶ ǁill appeaƌ. “eleĐt the Ŷuŵďeƌ of ƌoǁs aŶd ĐoluŵŶs that Ǉou ǁould like iŶ Ǉouƌ taďle. 
You ĐaŶ do this ďǇ dƌaggiŶg Ǉouƌ ŵouse ǀeƌtiĐallǇ aŶd hoƌizoŶtallǇ doǁŶ the ďoǆes, oƌ Ǉou ŵaǇ do 
this fƌoŵ the IŶsert Taďle ďoǆ. 

 

 

Figuƌe ϰϴ - IŶseƌtiŶg Taďles 

ϯ. CliĐk Ǉouƌ seleĐtioŶ to ĐoŶfiƌŵ. The taďle ǁill appeaƌ iŶ Ǉouƌ ǁorkspaĐe page.  
 

 

Figuƌe ϰϵ - Taďle has ďeeŶ iŶseƌted iŶto Page 

Note: The Taďle Tools CoŶteǆtual Taď ǁill appeaƌ oŶ the ŵeŶu ďaƌ ǁheŶ Ǉouƌ taďle is seleĐted aŶd 
pƌoǀides additioŶal foƌŵattiŶg optioŶs foƌ Ǉouƌ taďle.  
 

 

Figuƌe ϱϬ - Taďle Tools CoŶteǆtual Taďs 
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ϰ. Moǀe aŶd adjust Ǉouƌ taďle ďǇ usiŶg the fouƌ-poiŶt aƌƌoǁ ǁhiĐh is ǀisiďle ǁheŶ Ǉou ŵouse oǀeƌ the 
ďoƌdeƌ of Ǉouƌ taďle. 

 

 

Figuƌe ϱϭ - MoǀiŶg Ǉouƌ Taďle 

ϱ. You ĐaŶ Ŷoǁ ĐliĐk iŶ the Đells of the taďle aŶd eitheƌ tǇpe teǆt oƌ iŶseƌt piĐtuƌes. 
 

 

Figuƌe ϱϮ - EditiŶg CoŶteŶts of Ǉouƌ Taďle 

 

IŶseƌtiŶg a HǇpeƌliŶk 

The folloǁiŶg eǆplaiŶs hoǁ to iŶseƌt a hǇpeƌliŶk: 
 

ϭ. “eleĐt the teǆt that Ǉou ǁaŶt to use foƌ the liŶk.  
Ϯ. Fƌoŵ the IŶsert taď, ĐliĐk HǇpeƌliŶk. 
 

 

Figuƌe ϱϯ - IŶseƌt Taď > HǇpeƌliŶk 
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ϯ. The IŶsert HǇperliŶk ǁiŶdoǁ ǁill appeaƌ. TǇpe the addƌess of the ǁeď site that Ǉou ǁaŶt to liŶk to 
iŶ the Addƌess ďoǆ ;e.g., http://ǁǁǁ.keŶŶesaǁ.eduͿ. 

 

 

Figuƌe ϱϰ - EŶteƌ Addƌess 

ϰ. CliĐk the OK ďuttoŶ. AŶ eǆteƌŶal hǇpeƌliŶk ;a liŶk to aŶotheƌ ǁeďsiteͿ ǁill ďe Đƌeated.  
 

CƌeatiŶg a Hotspot 

A hotspot is a piĐtuƌe oƌ aƌea of Ǉouƌ ǁeďsite that hides a hǇpeƌliŶk. WheŶ ǀisitoƌs ĐliĐk the hotspot, it 
ǁill ƌediƌeĐt theŵ to the addƌess speĐified iŶ Ǉouƌ hǇpeƌliŶk. The folloǁiŶg eǆplaiŶs hoǁ to Đƌeate a 
hotspot: 
 

ϭ. “eleĐt the PiĐtuƌe that Ǉou ǁaŶt to use foƌ the liŶk.  
 

 

Figuƌe ϱϱ - SeleĐt a PiĐtuƌe foƌ Ǉouƌ Hotspot 

  

http://www.kennesaw.edu/
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Ϯ. Fƌoŵ the IŶsert taď, ĐliĐk HǇpeƌliŶk. 
 

 

Figuƌe ϱϲ - IŶseƌt Taď > HǇpeƌliŶk 

ϯ. The Edit HǇperliŶk ǁiŶdoǁ ǁill appeaƌ. TǇpe the addƌess of the ǁeď site that Ǉou ǁaŶt to liŶk to iŶ 
the Addƌess ďoǆ ;e.g. http://ǁǁǁ.ŵǇoldǁeďsite.ĐoŵͿ. 

 

 

Figuƌe ϱϳ - EŶteƌ Addƌess 

ϰ. CliĐk the OK ďuttoŶ. The piĐtuƌe ǁill ďeĐoŵe a hotspot aŶd ǁill ƌediƌeĐt to the hǇpeƌliŶk ǁheŶ 
ĐliĐked.  

 

DeletiŶg EŶtiƌe Pages 

The folloǁiŶg eǆplaiŶs hoǁ to delete pages: 
 

ϭ. IŶ the Page NaǀigatioŶ ǁiŶdoǁ, ƌight-ĐliĐk the page Ǉou ǁould like to delete. 
 

 

Figuƌe ϱϴ - SeleĐt a Page fƌoŵ the NaǀigatioŶ WiŶdoǁ 
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Ϯ. A dialogue ŵeŶu ǁill appeaƌ. CliĐk Delete to delete the page. 
 

 

Figuƌe ϱϵ - CliĐk Delete 

Note: You ĐaŶ also delete the page ďǇ seleĐtiŶg the page aŶd ĐliĐkiŶg oŶ Delete fƌoŵ the Page DesigŶ 
taď.  
 

 

Figuƌe ϲϬ - Page DesigŶ > Delete 

 

RuŶŶiŶg the DesigŶ CheĐkeƌ 

The DesigŶ CheĐker ƌeǀieǁs Ǉouƌ puďliĐatioŶ foƌ a ǀaƌietǇ of desigŶ aŶd laǇout pƌoďleŵs, ideŶtifǇiŶg 
these aƌeas, aŶd pƌoǀides optioŶs to fiǆ theŵ. To ƌuŶ the DesigŶ CheĐker:  
 

ϭ. CliĐk the File taď.  
 

 

Figuƌe ϲϭ - CliĐk File Taď 
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Ϯ. Fƌoŵ the IŶfo paŶel, ĐliĐk RuŶ DesigŶ CheĐkeƌ.  
 

 

Figuƌe ϲϮ - RuŶ DesigŶ CheĐkeƌ 

ϯ. The DesigŶ CheĐker ǁill opeŶ oŶ the ƌight-side of Ǉouƌ sĐƌeeŶ aŶd ďegiŶ ĐheĐkiŶg Ǉouƌ puďliĐatioŶ 
foƌ iteŵs to fiǆ.  

 

 

Figuƌe ϲϯ - DesigŶ CheĐkeƌ Results 
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ϰ. CliĐk the ĐheĐkďoǆ Ŷeǆt to RuŶ ǁeď site ĐheĐk.  
 

 

Figuƌe ϲϰ - RuŶ Weď Site CheĐks 

ϱ. The DesigŶ CheĐker ǁill ƌuŶ ǁeď site ĐheĐks. As iteŵs aƌe disĐoǀeƌed, theǇ ǁill appeaƌ uŶdeƌ SeleĐt 
aŶ iteŵ to fiǆ ǁith iŶfoƌŵatioŶ oŶ ǁhat the eƌƌoƌ is.  

 

 

Figuƌe ϲϱ - Iteŵs to ďe fiǆed 

ϲ. To fiǆ aŶ iteŵ, ĐliĐk the iteŵ fƌoŵ the list aŶd Ǉou ǁill ďe ƌediƌeĐted to the iteŵ. Fƌoŵ heƌe, Ǉou 
ĐaŶ ŵake ĐhaŶges as Ŷeeded.  
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SaǀiŶg Ǉouƌ Woƌk 

The folloǁiŶg eǆplaiŶs hoǁ to saǀe Ǉouƌ Puďlisheƌ pƌojeĐt as a puďlisheƌ file so Ǉou ĐaŶ ĐoŶtiŶue ǁoƌk 
oŶ Ǉouƌ ǁeďsite at a lateƌ tiŵe. It is ƌeĐoŵŵeŶded Ǉou saǀe Ǉouƌ ǁoƌk ǁhile Ǉou aƌe deǀelopiŶg Ǉouƌ 
ǁeďsite, aŶd also ǁheŶ Ǉou aƌe fiŶished, so Ǉou ĐaŶ ĐoŶtiŶue to update aŶd ŵake ĐhaŶges to Ǉouƌ 
ǁeďsite as Ŷeeded.  
 

ϭ. Fƌoŵ the File taď, ĐliĐk Saǀe as. 
 

 

Figuƌe ϲϲ - File > Saǀe as 

Ϯ. “eleĐt Coŵputeƌ, aŶd ĐliĐk Bƌoǁse.  
 

 

Figuƌe ϲϳ - SeleĐt LoĐatioŶ to Saǀe Ǉouƌ File 
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ϯ. The Saǀe As ǁiŶdoǁ ǁill appeaƌ. “eleĐt a loĐatioŶ oŶ Ǉouƌ Đoŵputeƌ ǁheƌe Ǉou ǁaŶt to saǀe Ǉouƌ 
ǁeď site files ;see Figuƌe ϲϴͿ. 

ϰ. IŶ the File Naŵe field, eŶteƌ a Ŷaŵe foƌ Ǉouƌ Puďlisheƌ file ;see Figuƌe ϲϴͿ. 
ϱ. IŶ the Saǀe as tǇpe field,  ŵake suƌe Puďlisheƌ Files is seleĐted ;see Figuƌe ϲϴͿ. 
ϲ. CliĐk the Saǀe ďuttoŶ ;see Figuƌe ϲϴͿ. 
 

 

Figuƌe ϲϴ - SaǀiŶg Ǉouƌ Weďpage as a Puďlisheƌ File 

ϳ. Youƌ Puďlisheƌ pƌojeĐt ǁill ďe saǀed as a puďlisheƌ file. You ĐaŶ aĐĐess this file ǁheŶ Ǉou ǁish to 
ĐoŶtiŶue ǁoƌkiŶg oŶ Ǉouƌ ǁeďsite, oƌ ǁheŶ Ǉou ǁaŶt to update Ǉouƌ ǁeďsite’s ĐoŶteŶt.  

 

Note: If Ǉou aƌe fiŶished ǁith Ǉouƌ ǁeďsite, aŶd aƌe ƌeadǇ to upload, theŶ Ǉou ǁill Ŷeed to saǀe Ǉouƌ 
pƌojeĐt as aŶ HTML file. “ee the seĐtioŶ oŶ SaǀiŶg Ǉour Weď Site for Upload foƌ ŵoƌe iŶfoƌŵatioŶ. 
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SaǀiŶg Ǉouƌ Weď Site foƌ Upload 

The folloǁiŶg eǆplaiŶs hoǁ to saǀe Ǉouƌ Puďlisheƌ pƌojeĐt as a Weď Page, Filtered file so that it ĐaŶ ďe 
pƌopeƌlǇ uploaded to eitheƌ Ǉouƌ studeŶtǁeď.keŶŶesaǁ.edu oƌ ksuǁeď.keŶŶesaǁ.edu aĐĐouŶt. 
 

ϭ. Fƌoŵ the File taď, ĐliĐk Saǀe as. 
 

 

Figuƌe ϲϵ - File > Saǀe as 

Ϯ. “eleĐt Coŵputeƌ, aŶd ĐliĐk Bƌoǁse.  
 

 

Figuƌe ϳϬ - SeleĐt LoĐatioŶ to Saǀe Ǉouƌ File 
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ϯ. The Saǀe As ǁiŶdoǁ ǁill appeaƌ. “eleĐt a loĐatioŶ oŶ Ǉouƌ Đoŵputeƌ ǁheƌe Ǉou ǁaŶt to saǀe Ǉouƌ 
ǁeď site files ;see Figuƌe ϳϭͿ. 

ϰ. IŶ the File Naŵe field, Ŷaŵe the file iŶdeǆ ;The hoŵe page of a ǁeďsite is alǁaǇs Ŷaŵed ͞iŶdeǆ͟Ϳ 
;see Figuƌe ϳϭͿ. 

ϱ. IŶ the Saǀe as tǇpe field, ĐliĐk the dƌopdoǁŶ aƌƌoǁ aŶd seleĐt Weď Page, Filteƌed ;see Figuƌe ϳϭͿ. 
ϲ. CliĐk the Saǀe ďuttoŶ ;see Figuƌe ϳϭͿ. 
 

 

Figuƌe ϳϭ – SaǀiŶg Ǉouƌ Weďpage 

ϳ. Puďlisheƌ ǁill saǀe the iŶdeǆ file, aŶd ǁill also Đƌeate a foldeƌ Đalled iŶdeǆ files ǁhiĐh ĐoŶtaiŶs all 
the iŵages aŶd otheƌ pages oŶ the ǁeďsite. These tǁo files ǁill ďe ǁhat Ǉou upload foƌ Ǉouƌ 
ǁeďsite.  

 

Figuƌe ϳϮ - IŶdeǆ Foldeƌ Cƌeated 
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PuďlishiŶg the Weď Site ǁith SSH – SeĐuƌe Shell FTP ClieŶt 

The “eĐuƌe “hell FTP ĐlieŶt is used to tƌaŶsfeƌ files fƌoŵ oŶe Đoŵputeƌ to aŶotheƌ iŶ a seĐuƌe ŵaŶŶeƌ. 
This is espeĐiallǇ useful ǁheŶ ĐƌeatiŶg oƌ updatiŶg Ǉouƌ ǁeď pages. The ŵaiŶ ƌeasoŶ that it is Ŷeeded is 
ďeĐause ĐƌeatiŶg aŶd editiŶg of ǁeď pages. This is usuallǇ Ŷot doŶe oŶ the ǁeď seƌǀeƌ ďut oŶ a desktop 
oƌ ǁoƌkstatioŶ Đoŵputeƌ. WheŶ a ǁeď page is Đƌeated oƌ edited oŶ the loĐal ǁoƌkstatioŶ, theŶ the files 
Ŷeed to ďe tƌaŶsfeƌƌed to the ǁeď seƌǀeƌ.  
 

Note: The “eĐuƌe File TƌaŶsfeƌ ClieŶt should ďe iŶstalled oŶ all laď Đoŵputeƌs oŶ Đaŵpus.  
 

To aĐĐess the SeĐuƌe File TƌaŶsfeƌ ClieŶt oŶ-Đaŵpus  
 FaĐultǇ/Staff: “taƌt ďǇ ĐliĐkiŶg oŶ Ǉouƌ Start ďuttoŶ, theŶ All Prograŵs, theŶ SSH SeĐure Shell, aŶd 

ĐliĐk SeĐuƌe File TƌaŶsfeƌ ClieŶt ;“ee Figuƌe ϳϯͿ.  
 StudeŶt: If Ǉou at a studeŶt laď Đoŵputeƌ, ĐliĐk the Start ďuttoŶ, theŶ Prograŵs, theŶ SSH SeĐure 

Shell, aŶd theŶ SeĐuƌe File TƌaŶsfeƌ ClieŶt ;“ee Figuƌe ϳϯͿ.  
 

 

Figuƌe ϳϯ - SSH SeĐuƌe Shell > SeĐuƌe File TƌaŶsfeƌ ClieŶt 

 

To DoǁŶload the SeĐuƌe File TƌaŶsfeƌ ClieŶt to a PeƌsoŶal Coŵputeƌ  
ϭ. OpeŶ a ǁeď ďƌoǁseƌ aŶd go to http://uits.keŶŶesaǁ.edu/doǁŶloads. 
Ϯ. The KSU Softǁare DoǁŶloads page ǁill opeŶ. EŶteƌ Ǉouƌ NetID aŶd ĐƌedeŶtials aŶd ĐliĐk logiŶ.  
ϯ. CliĐk MǇ Aǀailaďle DoǁŶloads. 
 

 

Figuƌe ϳϰ - MǇ Aǀailaďle DoǁŶloads 

http://uits.kennesaw.edu/downloads
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ϰ. “Đƌoll-doǁŶ to SeĐure Shell File TraŶsfer ;SFTPͿ aŶd ĐliĐk Vieǁ Files. 
 

 

Figuƌe ϳϱ - Vieǁ Files 

ϱ. The Softǁare DoǁŶload AgreeŵeŶt ǁill appeaƌ. CliĐk AĐĐept aŶd CoŶtiŶue.  
ϲ. Neǆt to the IŶstallatioŶ File, ĐliĐk DoǁŶload File.  
 

 

Figuƌe ϳϲ - DoǁŶload File 

ϳ. “aǀe the iŶstallatioŶ file to Ǉouƌ Đoŵputeƌ.  
ϴ. OŶĐe the iŶstallatioŶ file has fiŶished doǁŶloadiŶg, douďle-ĐliĐk the iŶstall file to ƌuŶ the SeĐure 

File TraŶsfer ClieŶt iŶstalleƌ. 
ϵ. Folloǁ the diƌeĐtioŶs iŶ the iŶstalleƌ to iŶstall the “eĐuƌe File TƌaŶsfeƌ ClieŶt oŶ Ǉouƌ Đoŵputeƌ.  
 

To Use the SeĐuƌe File TƌaŶsfeƌ ClieŶt 

The folloǁiŶg eǆplaiŶs hoǁ to use the “eĐuƌe File TƌaŶsfeƌ ClieŶt: 
 

ϭ. “taƌt the SeĐuƌe File TƌaŶsfeƌ ClieŶt pƌogƌaŵ. 
 

 

Figuƌe ϳϳ - Staƌt SSH SeĐuƌe File TƌaŶsfeƌ ClieŶt 
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Ϯ. OŶĐe the pƌogƌaŵ opeŶs, ĐliĐk the QuiĐk CoŶŶeĐt ďuttoŶ oŶ the ŵaiŶ toolďaƌ.  
 

 

Figuƌe ϳϴ - QuiĐk CoŶŶeĐt 

Note: If Ǉou get a File OpeŶ Error ŵessage, igŶoƌe it aŶd ĐliĐk OK. 
 

 

Figuƌe ϳϵ - IgŶoƌe Eƌƌoƌ Message aŶd CliĐk OK 
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ϯ. The CoŶŶeĐt to Reŵote Host ǁiŶdoǁ ǁill opeŶ. EŶteƌ the folloǁiŶg iŶfoƌŵatioŶ: 
 

Foƌ studeŶts ;“ee Figuƌe ϴϬͿ: 
HostŶaŵe: studeŶtǁeď.keŶŶesaǁ.edu  
User Naŵe: eŶteƌ Ǉouƌ NetID 

Port Nuŵďer: ϮϮ 

AutheŶtiĐatioŶ Method: Leaǀe as <Pƌofile “ettiŶgs> 

 

 

Figuƌe ϴϬ - HostŶaŵe foƌ StudeŶts 

Foƌ FaĐultǇ/Staff ;“ee Figuƌe ϴϭͿ: 
HostŶaŵe: ksuǁeď.keŶŶesaǁ.edu 

User Naŵe: eŶteƌ Ǉouƌ NetID 

Port Nuŵďer: ϮϮ 

AutheŶtiĐatioŶ Method: Leaǀe as <Pƌofile “ettiŶgs> 

 

Note: If Ǉou aƌe a faĐultǇ/staff ŵeŵďeƌ usiŶg the ksuǁeď seƌǀeƌ, Ǉou should haǀe ďeeŶ giǀeŶ a 
useƌŶaŵe aŶd passǁoƌd ǁheŶ Ǉou applied foƌ Ǉouƌ aĐĐouŶt.  

 

 

Figuƌe ϴϭ – HostŶaŵe foƌ FaĐultǇ/Staff 

ϰ. CliĐk CoŶŶeĐt. 
ϱ. CliĐk the Yes ďuttoŶ oŶ the Host IdeŶtifiĐatioŶ dialogue ďoǆ if it appeaƌs. 
 

 

Figuƌe ϴϮ - Host IdeŶtifiĐatioŶ 
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ϲ. You ǁill ďe asked foƌ a passǁoƌd. EŶteƌ the passǁoƌd foƌ Ǉouƌ NetID ;oƌ if Ǉou aƌe faĐultǇ/staff aŶd 
aƌe usiŶg the ksuǁeď seƌǀeƌ, eŶteƌ the passǁoƌd foƌ Ǉouƌ ksuǁeď useƌŶaŵeͿ, aŶd ĐliĐk OK. 

 

ϳ. OŶĐe the ĐoŶŶeĐtioŶ is ŵade, the pƌogƌaŵ’s sĐƌeeŶ should ďe split iŶ tǁo:  
a. The left side shoǁs the ĐoŶteŶts of the loĐal Đoŵputeƌ ;iŶĐludiŶg disks aŶd flash dƌiǀesͿ  

;“ee Figuƌe ϴϯͿ. 
ď. The right side shoǁs the ĐoŶteŶts of Ǉouƌ spaĐe oŶ the studeŶtǁeď oƌ the ksuǁeď seƌǀeƌ  

;“ee Figuƌe ϴϯͿ. 
 

 

Figuƌe ϴϯ - CoŶŶeĐtioŶ ŵade to Seƌǀeƌ 

ϴ. OŶ the left ;loĐal ĐoŵputerͿ side of the sĐƌeeŶ, Ŷaǀigate to the loĐatioŶ that ĐoŶtaiŶs Ǉouƌ ǁeď files, 
oƌ to the loĐatioŶ to ǁhiĐh Ǉou ǁaŶt to saǀe Ǉouƌ ǁeď files.  

 

 

Figuƌe ϴϰ - Naǀigate to LoĐal Files  
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ϵ. OŶ the ƌight ;serǀer ĐoŶteŶtͿ side of the sĐƌeeŶ, douďle-ĐliĐk the htŵl foldeƌ to opeŶ it ;oŶlǇ files iŶ 
the htŵl foldeƌ ĐaŶ ďe seeŶ fƌoŵ the IŶteƌŶetͿ. 

 

 

Figuƌe ϴϱ – Douďle-ĐliĐk Htŵl Foldeƌ 

Note: The folloǁiŶg iĐoŶs aƌe useful ǁheŶ ŶaǀigatiŶg Ǉouƌ files: 
 

 

OŶ the loĐal Đoŵputeƌ side, the hoŵe ďuttoŶ takes Ǉou to the dƌiǀe 
seleĐtioŶ aƌea iŶ Ǉouƌ ͞MǇ Coŵputeƌ͟ ǁiŶdoǁ, ǁheƌe Ǉou ĐaŶ Đhoose a 
disk, flash dƌiǀe, oƌ a foldeƌ oŶ Ǉouƌ haƌd dƌiǀe. 
 

OŶ the ƌeŵote Đoŵputeƌ side, this ďuttoŶ takes Ǉou to Ǉouƌ hoŵe 
diƌeĐtoƌǇ iŶ Ǉouƌ aĐĐouŶt oŶ the seƌǀeƌ.  

 

The ͞UP͟ ďuttoŶ takes Ǉou up oŶe leǀel oŶ the diƌeĐtoƌǇ stƌuĐtuƌe. 

Figuƌe ϴϲ - NaǀigatioŶ OptioŶs 

ϭϬ. Dƌag aŶd dƌop the iŶdeǆ file aŶd iŶdeǆ foldeƌ fƌoŵ Ǉouƌ loĐal Đoŵputeƌ to the seƌǀeƌ to upload 
Ǉouƌ ǁeďsite.  

 

 

Figuƌe ϴϳ - UploadiŶg Files to Ǉouƌ Weďsite 

Note: Reŵeŵďeƌ, Ǉouƌ ǁeď pages ŵust ďe iŶ the htŵl foldeƌ oŶ the seƌǀeƌ to ďe aĐĐessiďle fƌoŵ the 
ǁeď. This is tƌue foƌ ďoth the ͞studeŶtǁeď͟ seƌǀeƌ aŶd the ͞ksuǁeď͟ seƌǀeƌ. 
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DoǁŶload Files fƌoŵ the Seƌǀeƌ 

The folloǁiŶg eǆplaiŶs hoǁ to doǁŶload a file fƌoŵ the seƌǀeƌ: 
 

ϭ. Afteƌ ĐoŶŶeĐtiŶg to Ǉouƌ ǁeďsite usiŶg the SeĐure File TraŶsfer ClieŶt pƌogƌaŵ ;see To Use the 
SeĐure File TraŶsfer ClieŶt foƌ ŵoƌe iŶfoƌŵatioŶͿ, dƌag the file;sͿ fƌoŵ the right side ;serǀerͿ aŶd 
dƌop it oŶ the left side ;loĐalͿ. 

 

 

Figuƌe ϴϴ - DoǁŶload Files ďǇ DƌaggiŶg 

Ϯ. You ĐaŶ also ƌight ĐliĐk the file aŶd theŶ ĐliĐk doǁŶload. 
 

 

Figuƌe ϴϵ - DoǁŶload 
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Upload Files to the Seƌǀeƌ 

The folloǁiŶg eǆplaiŶs hoǁ to upload a file to the seƌǀeƌ:  
 

ϭ. Afteƌ ĐoŶŶeĐtiŶg to Ǉouƌ ǁeďsite usiŶg the SeĐure File TraŶsfer ClieŶt pƌogƌaŵ ;see To Use the 
SeĐure File TraŶsfer ClieŶt foƌ ŵoƌe iŶfoƌŵatioŶͿ, dƌag the file fƌoŵ the left side ;loĐalͿ, aŶd dƌop it 
oŶ the right side ;serǀerͿ.  
 

 

Figuƌe ϵϬ - Upload Files ďǇ DƌaggiŶg 

Ϯ. You ĐaŶ also ƌight ĐliĐk the file aŶd theŶ ĐliĐk upload. 
 

 

Figuƌe ϵϭ - Upload 

Note: “eŶdiŶg a file fƌoŵ Ǉouƌ Đoŵputeƌ to the seƌǀeƌ is Đalled uploadiŶg aŶd gettiŶg a file fƌoŵ the 
seƌǀeƌ is Đalled doǁŶloadiŶg. 
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LoggiŶg out of the SeĐuƌe Shell FTP ĐlieŶt  
The folloǁiŶg eǆplaiŶs hoǁ to log out of the “eĐuƌe “hell FTP ĐlieŶt: 
 

To eŶd the “eĐuƌe File TƌaŶsfeƌ ClieŶt sessioŶ, ĐliĐk the DisĐoŶŶeĐt ďuttoŶ. 
 

 

Figuƌe ϵϮ - DisĐoŶŶeĐt fƌoŵ SeĐuƌe File TƌaŶsfeƌ ClieŶt 

 

AdditioŶal Help 

Foƌ additioŶal suppoƌt, please ĐoŶtaĐt the K“U “eƌǀiĐe Desk: 
 

KSU SeƌǀiĐe Desk foƌ FaĐultǇ & Staff 
 PhoŶe:  ϰϳϬ-ϱϳϴ-ϲϵϵϵ 

 Eŵail:   seƌǀiĐe@keŶŶesaǁ.edu 

 Weďsite:  http://uits.keŶŶesaǁ.edu 

KSU StudeŶt Helpdesk 

 PhoŶe:  ϰϳϬ-ϱϳϴ-ϯϱϱϱ 

 Eŵail:   studeŶthelpdesk@keŶŶesaǁ.edu 

 Weďsite:  http://uits.keŶŶesaǁ.edu 

 

mailto:service@kennesaw.edu
http://uits.kennesaw.edu/
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http://uits.kennesaw.edu/

