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I t odu tio  

Mi osoft Pu lishe   is a po e ful tool that a  help ou eate p ofessio al looki g fl e s, 
o hu es, a d othe  fo s of p i t pu li atio s, ut a  also e used to eate asi  e sites. The 

follo i g guide ill help to get ou sta ted ith eati g a si ple e site i  Pu lishe   a d upload 
ou  e site to K“U’s stude t e , o  ksu e  se e .  

 

Lea i g O je ti es 

Afte  o pleti g the i st u tio s i  this ooklet, ou ill e a le to: 
 C eate a asi  e page ith a spe ifi  la out 
 I se t a ious o je ts i to ou  e page 

 C eate h pe li ks a d a igatio  a s 

 Do load a d i stall the “e u e File T a sfe  Clie t 

 Use the “e u e File T a sfe  Clie t to upload a d do load ha ges to ou  e site 
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C eati g a We  Page 

Whe  fi st ope i g Pu lishe  , ou ill e p ese ted ith a list of te plates a d optio s to sta t 
ith a la k page. This guide ill eate a usto  page f o  a la k te plate: 

 

. U de  the File Ta , Ne  se tio , li k Bla k .   . 
 

 

Figu e  – Bla k .    

. Pu lisher ill ope  ith a la k page. O  the Ri o , li k the Page Desig  ta . 

. Cli k Size  
 

 

Figu e  – Page Desig : Size 
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. F o  the d op-do , li k Page Setup… 

 

 

Figu e  - Page Setup 

. The Page Setup i do  ill appea . E te  the follo i g: 
a. La out T pe: “ele t We  page f o  the d op-do  see Figu e . 

. Page: E te   fo  the Width, a d  fo  the Height see Figu e . 
. Cli k OK he  fi ished see Figu e .  

 

 

Figu e  –Setup Page fo  We  Page 

You  usto  e  page ill e ead  a d ou a  egi  setti g up the la out fo  ou  e site.  
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Setti g up the La out of ou  We site 

Afte  setti g up ou  page fo  the e  site, ou ill eed to set up the o e all look a d feel fo  ou  
e site e.g. a la out page . Whe  eati g ou  e page, it is a good idea to ha e a u ifo  look 

th oughout the site. This se tio  ill de o st ate ho  to eate a a igatio  a , heade , a d foote  
fo  ou  e site, a d lea e spa e fo  o te t o  ou  e  site.  
 

Note: To ake pla i g o je ts o  ou  page easie , ake su e the ule  is e a led. The ule  a  e 
e a led  li ki g the he k o  e t to ule s u de  the Vie  ta .  
 

 

Figu e  - E a le Rule s 

. O  the Ri o , li k the I se t ta  see Figu e . 

. Cli k Shapes see Figu e . 
 

 

Figu e  - I se t Ta : Shapes 

. F o  the Shapes d op-do , sele t the s ua e shape f o  u de  Basi  Shapes.  
 

 

Figu e  - Basi  Shapes: S ua e  
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. You  u so  ill tu  i to a osshai . Left- li k a d d ag ou  ouse to d a  a e ta gle alo g the 
left side of the page. This e ta gle ill se e as the a igatio  a  fo  the e  page.  

 

 

Figu e  - D a  a S ua e 

. Repeat steps - , d a i g a e ta gle a oss the top ua te  of ou  page to se e as the e  page 
heade , the  a thi  e ta gle a oss the otto  of the page to use as the foote . Use Figu e  as a 
efe e e.  

 

 

Figu e  – Heade , Na igatio  Ba , a d Foote  
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. To add te t to ou  heade , si pl  li k i side the heade  o  a d t pe ou  te t.  

. “ele t the te t a d i ease the fo t size u de  the Ho e ta  see Figu e  fo  efe e e .  
 

 

Figu e  - Fo t Size 

. With the te t still sele ted, u de  the Te t Bo  Tools – For at ta , li k the e te  alig e t u de  
the Alig e t tools g oupi g.  

 

 

Figu e  - Te t Bo  Tools: Fo at – Alig e t 

. Repeat steps -  to add te t to the foote  o  o  ou  page.  
Note: The te t fo  the foote  should e s all e.g. fo t size  – .  
 

 

Figu e  - We site ith Heade  a d Foote  
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Addi g a Te t Bo  to ou  Na igatio  Ba  

To i p o e positio i g of the a igatio  li ks o e uploaded to the e , a te t o  ill eed to e 
added to the i side of the e isti g a igatio  a  shape.  
 

. F o  the I sert ta , li k D a  Te t Bo .  
 

 

Figu e  - I se t Te t Bo  

. Withi  the Na igatio  Bar, d a  a e ta gle he e the a igatio  li ks ill e added.  
 

 

Figu e  - Add Te t Bo  to Na igatio  Ba  

  



  Page  of  

. Cli k i side the a igatio  ar te t o  a d t pe the pages ou ish to eate o  ou  e site, 
sepa ati g ea h li e ith a spa e e.g. Ho e, A out Me, Po tfolio, Ho ies, e t  see Figu e .  

. “ele t the te t ithi  ou  a igatio  ar te t o  a d i ease the fo t size e.g. pt , a d ake 
it old see Figu e .  

 

 

Figu e  - Add Te t to Na igatio  Ba  

. With the a igatio  ar te t o  still sele ted, li k the W ap Te t tool f o  u de  the Ho e ta .  
 

 

Figu e  - W ap Te t Tool 
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. F o  the d op-do  e u, sele t No e fo  te t appi g this is to help ith pla e e t o e ou 
pu lish ou  e site . 

 

 

Figu e  - No Te t W appi g 

 

Cha gi g the Ba kg ou d of ou  Co te t A ea 

B  default, the o te t a ea of ou  page he e ou ill e addi g te t a d pi tu es ele a t to ou  
e page  ill e hite. The follo i g ill sho  ou ho  to ha ge ou  a kg ou d: 
. F o  the Page Desig  ta , li k Ba kg ou d.  

 

 

Figu e  - Page Desig : Ba kg ou d 

. A d op-do  ill appea  ith additio al a kg ou d olo s. Cli k a a kg ou d olo  to appl  it to 
the o te t area of ou  page. 

 

 

Figu e  - Appl  Ba kg ou d 

You  te plate fo  ou  e site is ead . I  the e t step, e ill eed to op  this la out page  to 
eate pages fo  the est of ou  e site e.g. A out Me, Po tfolio, a d Ho ies pages .  
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Dupli ati g ou  La out Page 

Afte  ou ha e eated the la out of ou  e site see the se tio  o  Setti g up the La out of our 
We site , ou a  dupli ate this la out page to eate additio al pages fo  ou  e site. The follo i g 

ill e plai  ho  to dupli ate ou  la out page: 
 

. O  the Page Na igatio  Pa e to the ight of ou  o kspa e, ight- li k the thu ail of ou  
e isti g La out Page see Figu e .  

. A e u ill appea  ith additio al optio s. Cli k I se t Dupli ate Page see Figu e .  
 

 

Figu e  - I se t Dupli ate Page 

. A dupli ate ill e ade of the sele ted page. Repeat steps -  u til ou ha e all the pages eeded 
fo  ou  e site.  

 

 

Figu e  - Dupli ate Pages Added 
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. O e fi ished, li k th ough ea h page ha gi g the heade  title to efle t the a tual page e.g. 
A out Me page should sa  – A out Me – a d so o . 

 

 

Figu e  - Cha ge Heade  fo  Ea h Page 

 

La eli g Na igatio  Li ks 

La eli g ou  a igatio  li ks ithi  Pu lishe  ill ake it easie  fo  ou to ide tif  hi h pages ou 
a e li ki g to. The follo i g ill e plai  ho  to la el pages fo  pe so al a igatio : 
 

. “ta ti g f o  ou  Ho e page page  i  Pu lishe , sele t the ho e te t i  ou  a igatio  ar 
te t o  see Figu e . 

. Cli k the I se t ta  see Figu e .  

. Cli k H pe li k see Figu e .  
 

 

Figu e  - Sele t Te t a d Cli k H pe li k  
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. The I sert H perli k i do  ill ope . Cli k Pla e i  This Do u e t to the left see Figu e .  

. Pla es i  the do u e t ill e displa ed, a d Page 1. Page Title ill e highlighted. Befo e eati g 
the li k, it is e o e ded to ha ge the Page Titles to efle t thei  a tual page a es e.g. Ho e, 
A out Me, et .  see Figu e .  

. Cli k Cha ge Title see Figu e . 
 

 

Figu e  - Cha gi g Page Title 

. The E ter Te t i do  ill ope . I  the Page Title field, e te  the a e of the page e.g. Ho e, 
A out Me, Po tfolio, Ho ies, et . see Figu e .  

. Cli k OK see Figu e . 
 

 

Figu e  - Cha ge Page Title 
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. You ill e etu ed to the I sert H perli k i do . “ele t the e t page f o  the Pla e i  this 
Do u e t list a d epeat steps -  u til all pages ha e ee  e a ed.  

 

 

Figu e  - All Pages Re a ed 

. O e fi ished, ou a  lose the i do   li ki g a el, o  skip to step  i  the I serti g 
Na igatio  Li ks se tio . 

 

I se ti g Na igatio  Li ks 

I  o de  fo  use s to e a le to a igate th oughout ou  e site, ou ill eed to li k all e isti g 
pages togethe  th ough the a igatio  a . The follo i g ill sho  ou ho  to eate li ks et ee  
e isti g pages ithi  ou  e site: 
 

. “ta ti g f o  ou  Ho e page page  i  Pu lishe , sele t the ho e te t i  ou  a igatio  ar 
te t o  see Figu e  

. Cli k the I se t ta  see Figu e .  

. Cli k H pe li k see Figu e .  
 

 

Figu e  - Sele t Te t a d Cli k H pe li k  
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. The I sert H perli k i do  ill ope . Cli k Pla e i  This Do u e t to the left see Figu e .  

. Pla es i  the do u e t ill e displa ed. “ele t the page that o espo ds to the p ope  li k o  
the Na igatio  ar e.g. Fo  Ho e o  the a igatio  a , sele t Page 1. Ho e  see Figu e . 

. Cli k OK see Figu e . 
 

Note: Make su e the p ope  lo atio  is sele ted efo e li ki g OK. “ele ti g the o g lo atio  a  
se d isito s to the o g page a d ause o fusio . 
 

 

Figu e  - Cha gi g Page Title 

. The sele ted te t ill o  e h pe li ked to the o espo di g page i  ou  e site.  

. Repeat steps -  fo  all li ks i  ou  a igatio  ar a oss all pages of ou  e site i  o de  to 
p ope l  li k all pages e.g. Li k a igatio  a  o  ou  ho e, a out e, po tfolio, a d ho ies 
pages . 

 

 

Figu e  - H pe li ks Added to All Pages 

. O e fi ished, ou’ll e a le to sta t addi g o te t to ou  e site.   
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Addi g Co te t to ou  We site 

O e ou ha e o pleted the la out fo  ou  e site, a d ha e li ked all ou  pages togethe , ou a  
egi  addi g o te t to the pages i  ou  e site. The follo i g se tio s ill sho  ou ho  to add 

a d odif  diffe e t t pes of o te t. 
 

Addi g Te t to ou  We site 

Te t o es ill e used i  o de  to a age the spa i g a d pla e e t of te t ithi  ou  e site. The 
follo i g e plai s ho  to edit te t ithi  ou  e site: 
 

. I  the Ri o , li k the I se t ta  see Figu e .  

. Cli k D a  Te t Bo  see Figu e . 
 

 

Figu e  - D a  Te t Bo  

. You  u so  ill ha ge to a osshai . Left- li k a d d ag the u so  to d a  a te t o .  
 

 

Figu e  - D a i g a Te t Bo  

. Release the left ouse utto  to eate ou  te t o . The te t o  ill appea .  

. With the te t o  still sele ted, o  the Dra i g Tools: For at ta  li k W ap Te t. 
 

 

Figu e  - W ap Te t 
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. F o  the d op-do , li k No e.  
 

 

Figu e  - No Te t W appi g 

Note: Re o i g te t ap ill help ith pla e e t of ou  o te t o e it is pu lished o li e. 
 

. You a  egi  t pi g ou  te t i side the te t o . Fo at te t  usi g the tools a aila le u de  
the Te t Bo  Tools: For at ta . 

 

 

Figu e  - Fo atti g Tools 

. Whe  fi ished addi g a d fo atti g ou  te t, epeat steps -  to add additio al te t o es to 
ou  e  pages.  

 

Li ki g Te t Bo es 

If ou  te t o  is too s all to displa  the i se ted te t, it ill displa  red si i g ha dles a ou d the 
o de  of the te t o . This is to i di ate that additio al te t is a aila le i  the te t o , ut a ’t e 

displa ed. B  li ki g t o te t o es togethe , ou a  ha e the te t spill o e  i to the se o d te t o  
so it a  e displa ed:  
 

 

Figu e  - Additio al Te t that a 't e Sho  

. Add a se o d te t o  to ou  e  page if ou do ’t al ead  ha e o e see the se tio  o  Addi g 
Te t to ou  We site fo  o e i fo atio .  



  Page  of  

. O  the te t o  that has ou  te t, li k the ellipsis i o . 
 

 

Figu e  - Cli k Ellipsis 

. The ouse u so  ill ha ge to a pit he  spilli g lette s. Ho e  the pit her i o  o e  the te t o  
ou ish to li k a d left- li k the te t o . 

 

 

Figu e  - Li ki g Te t Bo es 

. The te t o es ill e li ked to ea h othe  a d the additio al te t ill spill o e  i to the e  te t 
o . To ap additio al o es, epeat steps - .  

 

Editi g a d I se ti g I ages 

You a  add g aphi s to ou  e  page eithe  as a  e isti g pi tu e f o  ou  o pute , o  f o  a 
pi tu e fou d o li e. The follo i g ill e plai  ho  to add pi tu es to ou  e  page: 
 

Addi g a  I age f o  ou  Co pute  

The follo i g e plai s ho  to add a  i age to ou  e  page f o  ou  o pute :  
 

. I  the Ri o , li k the I se t ta  see Figu e .  

. Cli k Pi tu es see Figu e . 
 

 

Figu e  - I se t Pi tu es 
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. The I sert Pi ture i do  ill ope . “ele t a pi tu e f o  ou  o pute  a d li k I se t. 
 

 

Figu e  – Sele ti g a Pi tu e 

. The pi tu e ill e i se ted i to ou  e  page. To edit the pi tu e fu the  e.g. esize, ha ge 
ight ess/ o t ast, e olo , add effe ts  see the se tio  o  Editi g Graphi s fo  o e i fo atio . 

 

. Afte  i se ti g the i age, e su e to e o e te t appi g f o  ou  i age see Re o e Te t 
Wrappi g fro  I ages . 

 

Addi g a  I age f o  a  O li e Sou e 

The follo i g e plai s ho  to add a  o li e i age to ou  e  page: 
 

. I  the Ri o , li k the I se t ta  see Figu e .  

. Cli k O li e Pi tu es see Figu e . 
 

 

Figu e  - I se t O li e Pi tu es 

. The I sert Pi tures i do  ill ope . Ne t to Bi g I age Sear h, t pe i  a ke o d fo  the pi tu e 
ou a t to fi d i  the Sear h o  “ee Figu e .  

 

 

Figu e  - Sea h fo  Pi tu es O li e 
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. P ess E te  o  ou  ke oa d to u  the sea h.  

. F o  the esulti g hoi es, dou le- li k the i age that ou a t to add to ou  e  page.  
 

 

Figu e  - O li e I age Sea h Results 

Note: You a  also add ultiple i ages to ou  e  page  li ki g the  o e to sele t, the  li k 
I se t o e ou a e ead  to add to ou  e  page.  
 

. The pi tu e ill e i se ted i to ou  e  page. To edit the pi tu e fu the  e.g. esize, ha ge 
ight ess/ o t ast, e olo , add effe ts  see the se tio  o  Editi g Graphi s fo  o e i fo atio .  

. Afte  i se ti g the i age, e su e to e o e te t appi g f o  ou  i age see Re o e Te t 
Wrappi g fro  I ages . 

 

Re o e Te t W appi g f o  I ages 

Re o i g the te t appi g f o  i ages is si ila  to p e ious ethods. This se tio  ill e plai  ho  
to e o e te t appi g f o  i ages: 
 

. With the i age sele ted, o  the Pi ture Tools: For at ta  li k W ap Te t. 
 

 

Figu e  - W ap Te t  
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. F o  the d op-do , li k No e. Re o i g te t ap ill help ith pla e e t of ou  o te t 
o e it is pu lished o li e. 

 

 

Figu e  - No Te t W appi g 

 

Editi g G aphi s 

The follo i g ill e plai  ho  to edit pi tu es ithi  ou  e  page: 
 

. To esize a pi tu e, li k the pi tu e to sele t it pi tu es a e auto ati all  sele ted i ediatel  
afte  i se ti g the pi tu e . 

. “izi g ha dles ill appea  alo g the o e s a d sides of the i age sho  i  Figu e  as ed 
o es . Cli k a d d ag o e of these sizi g ha dles to esize ou  i age.  

. You a  otate a  i age  d aggi g the i ula  ha dle a o e the i age sho  i  Figu e  ith 
a g ee  i le . 

 

 

Figu e  - Resizi g a  I age 

Note: Hold do  the shift ke  as ou a e esizi g a  i age to o st ai  p opo tio s. 
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. The Pi ture Tools: For at ta  also o tai s additio al tools fo  adjusti g the follo i g: 
a. Co e tio s: o tai s setti gs fo  adjusti g the ight ess of the pi tu e see Figu e . 

. Re olo : o tai s setti gs fo  ha gi g the o e all olo  of the pi tu e see Figu e . 
. Pi tu e St les: o tai s p esets that add o de s, shado i g, a d a ious othe  effe ts to ou  

pi tu e see Figu e . 
d. Pi tu e Bo de /Pi tu e Effe ts/Captio s: optio s fo  alte i g the st le a d thi k ess of o de s, 

addi g diffe e t pi tu e effe ts like shado s, e els, a d D effe ts, a d addi g aptio  tiles to 
a pi tu e see Figu e .  

e. C op: allo s fo  utti g out po tio s of a  i age that ou do ot ish to sho  see Figu e . 
 

 

Figu e  - Pi tu e Tools: Fo at Optio s 

 

I se ti g a Ta le 

Ta les a e f e ue tl  used i  e  pages fo  the pu pose of la out a d alig e t. A ta le gi es ou a 
g oup of ells i to hi h ou a  t pe te t a d i se t i ages. O e ou ha e i se ted ou  ta le, ou 
a  a ess the fo atti g optio s to fu the  odif  the ta le.  

 

. F o  the I sert ta , li k Ta le.  
 

 

Figu e  - Cli k o  Ta le 
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. A d opdo  ill appea . “ele t the u e  of o s a d olu s that ou ould like i  ou  ta le. 
You a  do this  d aggi g ou  ouse e ti all  a d ho izo tall  do  the o es, o  ou a  do 
this f o  the I sert Ta le o . 

 

 

Figu e  - I se ti g Ta les 

. Cli k ou  sele tio  to o fi . The ta le ill appea  i  ou  orkspa e page.  
 

 

Figu e  - Ta le has ee  i se ted i to Page 

Note: The Ta le Tools Co te tual Ta  ill appea  o  the e u a  he  ou  ta le is sele ted a d 
p o ides additio al fo atti g optio s fo  ou  ta le.  
 

 

Figu e  - Ta le Tools Co te tual Ta s 
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. Mo e a d adjust ou  ta le  usi g the fou -poi t a o  hi h is isi le he  ou ouse o e  the 
o de  of ou  ta le. 

 

 

Figu e  - Mo i g ou  Ta le 

. You a  o  li k i  the ells of the ta le a d eithe  t pe te t o  i se t pi tu es. 
 

 

Figu e  - Editi g Co te ts of ou  Ta le 

 

I se ti g a H pe li k 

The follo i g e plai s ho  to i se t a h pe li k: 
 

. “ele t the te t that ou a t to use fo  the li k.  

. F o  the I sert ta , li k H pe li k. 
 

 

Figu e  - I se t Ta  > H pe li k 
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. The I sert H perli k i do  ill appea . T pe the add ess of the e  site that ou a t to li k to 
i  the Add ess o  e.g., http:// .ke esa .edu . 

 

 

Figu e  - E te  Add ess 

. Cli k the OK utto . A  e te al h pe li k a li k to a othe  e site  ill e eated.  
 

C eati g a Hotspot 

A hotspot is a pi tu e o  a ea of ou  e site that hides a h pe li k. Whe  isito s li k the hotspot, it 
ill edi e t the  to the add ess spe ified i  ou  h pe li k. The follo i g e plai s ho  to eate a 

hotspot: 
 

. “ele t the Pi tu e that ou a t to use fo  the li k.  
 

 

Figu e  - Sele t a Pi tu e fo  ou  Hotspot 

  

http://www.kennesaw.edu/
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. F o  the I sert ta , li k H pe li k. 
 

 

Figu e  - I se t Ta  > H pe li k 

. The Edit H perli k i do  ill appea . T pe the add ess of the e  site that ou a t to li k to i  
the Add ess o  e.g. http:// . old e site. o . 

 

 

Figu e  - E te  Add ess 

. Cli k the OK utto . The pi tu e ill e o e a hotspot a d ill edi e t to the h pe li k he  
li ked.  

 

Deleti g E ti e Pages 

The follo i g e plai s ho  to delete pages: 
 

. I  the Page Na igatio  i do , ight- li k the page ou ould like to delete. 
 

 

Figu e  - Sele t a Page f o  the Na igatio  Wi do  
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. A dialogue e u ill appea . Cli k Delete to delete the page. 
 

 

Figu e  - Cli k Delete 

Note: You a  also delete the page  sele ti g the page a d li ki g o  Delete f o  the Page Desig  
ta .  
 

 

Figu e  - Page Desig  > Delete 

 

Ru i g the Desig  Che ke  

The Desig  Che ker e ie s ou  pu li atio  fo  a a iet  of desig  a d la out p o le s, ide tif i g 
these a eas, a d p o ides optio s to fi  the . To u  the Desig  Che ker:  
 

. Cli k the File ta .  
 

 

Figu e  - Cli k File Ta  
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. F o  the I fo pa el, li k Ru  Desig  Che ke .  
 

 

Figu e  - Ru  Desig  Che ke  

. The Desig  Che ker ill ope  o  the ight-side of ou  s ee  a d egi  he ki g ou  pu li atio  
fo  ite s to fi .  

 

 

Figu e  - Desig  Che ke  Results 
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. Cli k the he k o  e t to Ru  e  site he k.  
 

 

Figu e  - Ru  We  Site Che ks 

. The Desig  Che ker ill u  e  site he ks. As ite s a e dis o e ed, the  ill appea  u de  Sele t 
a  ite  to fi  ith i fo atio  o  hat the e o  is.  

 

 

Figu e  - Ite s to e fi ed 

. To fi  a  ite , li k the ite  f o  the list a d ou ill e edi e ted to the ite . F o  he e, ou 
a  ake ha ges as eeded.  
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Sa i g ou  Wo k 

The follo i g e plai s ho  to sa e ou  Pu lishe  p oje t as a pu lishe  file so ou a  o ti ue o k 
o  ou  e site at a late  ti e. It is e o e ded ou sa e ou  o k hile ou a e de elopi g ou  

e site, a d also he  ou a e fi ished, so ou a  o ti ue to update a d ake ha ges to ou  
e site as eeded.  

 

. F o  the File ta , li k Sa e as. 
 

 

Figu e  - File > Sa e as 

. “ele t Co pute , a d li k B o se.  
 

 

Figu e  - Sele t Lo atio  to Sa e ou  File 
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. The Sa e As i do  ill appea . “ele t a lo atio  o  ou  o pute  he e ou a t to sa e ou  
e  site files see Figu e . 

. I  the File Na e field, e te  a a e fo  ou  Pu lishe  file see Figu e . 

. I  the Sa e as t pe field,  ake su e Pu lishe  Files is sele ted see Figu e . 

. Cli k the Sa e utto  see Figu e . 
 

 

Figu e  - Sa i g ou  We page as a Pu lishe  File 

. You  Pu lishe  p oje t ill e sa ed as a pu lishe  file. You a  a ess this file he  ou ish to 
o ti ue o ki g o  ou  e site, o  he  ou a t to update ou  e site’s o te t.  

 

Note: If ou a e fi ished ith ou  e site, a d a e ead  to upload, the  ou ill eed to sa e ou  
p oje t as a  HTML file. “ee the se tio  o  Sa i g our We  Site for Upload fo  o e i fo atio . 
  



  Page  of  

Sa i g ou  We  Site fo  Upload 

The follo i g e plai s ho  to sa e ou  Pu lishe  p oje t as a We  Page, Filtered file so that it a  e 
p ope l  uploaded to eithe  ou  stude t e .ke esa .edu o  ksu e .ke esa .edu a ou t. 
 

. F o  the File ta , li k Sa e as. 
 

 

Figu e  - File > Sa e as 

. “ele t Co pute , a d li k B o se.  
 

 

Figu e  - Sele t Lo atio  to Sa e ou  File 
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. The Sa e As i do  ill appea . “ele t a lo atio  o  ou  o pute  he e ou a t to sa e ou  
e  site files see Figu e . 

. I  the File Na e field, a e the file i de  The ho e page of a e site is al a s a ed i de  
see Figu e . 

. I  the Sa e as t pe field, li k the d opdo  a o  a d sele t We  Page, Filte ed see Figu e . 

. Cli k the Sa e utto  see Figu e . 
 

 

Figu e  – Sa i g ou  We page 

. Pu lishe  ill sa e the i de  file, a d ill also eate a folde  alled i de  files hi h o tai s all 
the i ages a d othe  pages o  the e site. These t o files ill e hat ou upload fo  ou  

e site.  

 

Figu e  - I de  Folde  C eated 
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Pu lishi g the We  Site ith SSH – Se u e Shell FTP Clie t 

The “e u e “hell FTP lie t is used to t a sfe  files f o  o e o pute  to a othe  i  a se u e a e . 
This is espe iall  useful he  eati g o  updati g ou  e  pages. The ai  easo  that it is eeded is 

e ause eati g a d editi g of e  pages. This is usuall  ot do e o  the e  se e  ut o  a desktop 
o  o kstatio  o pute . Whe  a e  page is eated o  edited o  the lo al o kstatio , the  the files 

eed to e t a sfe ed to the e  se e .  
 

Note: The “e u e File T a sfe  Clie t should e i stalled o  all la  o pute s o  a pus.  
 

To a ess the Se u e File T a sfe  Clie t o - a pus  
 Fa ult /Staff: “ta t  li ki g o  ou  Start utto , the  All Progra s, the  SSH Se ure Shell, a d 

li k Se u e File T a sfe  Clie t “ee Figu e .  
 Stude t: If ou at a stude t la  o pute , li k the Start utto , the  Progra s, the  SSH Se ure 

Shell, a d the  Se u e File T a sfe  Clie t “ee Figu e .  
 

 

Figu e  - SSH Se u e Shell > Se u e File T a sfe  Clie t 

 

To Do load the Se u e File T a sfe  Clie t to a Pe so al Co pute   
. Ope  a e  o se  a d go to http://uits.ke esa .edu/do loads. 
. The KSU Soft are Do loads page ill ope . E te  ou  NetID a d ede tials a d li k logi .  
. Cli k M  A aila le Do loads. 

 

 

Figu e  - M  A aila le Do loads 

http://uits.kennesaw.edu/downloads
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. “ oll-do  to Se ure Shell File Tra sfer SFTP  a d li k Vie  Files. 
 

 

Figu e  - Vie  Files 

. The Soft are Do load Agree e t ill appea . Cli k A ept a d Co ti ue.  

. Ne t to the I stallatio  File, li k Do load File.  
 

 

Figu e  - Do load File 

. “a e the i stallatio  file to ou  o pute .  

. O e the i stallatio  file has fi ished do loadi g, dou le- li k the i stall file to u  the Se ure 
File Tra sfer Clie t i stalle . 

. Follo  the di e tio s i  the i stalle  to i stall the “e u e File T a sfe  Clie t o  ou  o pute .  
 

To Use the Se u e File T a sfe  Clie t 

The follo i g e plai s ho  to use the “e u e File T a sfe  Clie t: 
 

. “ta t the Se u e File T a sfe  Clie t p og a . 
 

 

Figu e  - Sta t SSH Se u e File T a sfe  Clie t 
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. O e the p og a  ope s, li k the Qui k Co e t utto  o  the ai  tool a .  
 

 

Figu e  - Qui k Co e t 

Note: If ou get a File Ope  Error essage, ig o e it a d li k OK. 
 

 

Figu e  - Ig o e E o  Message a d Cli k OK 
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. The Co e t to Re ote Host i do  ill ope . E te  the follo i g i fo atio : 
 

Fo  stude ts “ee Figu e : 
Host a e: stude t e .ke esa .edu  
User Na e: e te  ou  NetID 

Port Nu er:  

Authe ti atio  Method: Lea e as <P ofile “etti gs> 

 

 

Figu e  - Host a e fo  Stude ts 

Fo  Fa ult /Staff “ee Figu e : 
Host a e: ksu e .ke esa .edu 

User Na e: e te  ou  NetID 

Port Nu er:  

Authe ti atio  Method: Lea e as <P ofile “etti gs> 

 

Note: If ou a e a fa ult /staff e e  usi g the ksu e  se e , ou should ha e ee  gi e  a 
use a e a d pass o d he  ou applied fo  ou  a ou t.  

 

 

Figu e  – Host a e fo  Fa ult /Staff 

. Cli k Co e t. 

. Cli k the Yes utto  o  the Host Ide tifi atio  dialogue o  if it appea s. 
 

 

Figu e  - Host Ide tifi atio  
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. You ill e asked fo  a pass o d. E te  the pass o d fo  ou  NetID o  if ou a e fa ult /staff a d 
a e usi g the ksu e  se e , e te  the pass o d fo  ou  ksu e  use a e , a d li k OK. 

 

. O e the o e tio  is ade, the p og a ’s s ee  should e split i  t o:  
a. The left side sho s the o te ts of the lo al o pute  i ludi g disks a d flash d i es   

“ee Figu e . 
. The right side sho s the o te ts of ou  spa e o  the stude t e  o  the ksu e  se e   

“ee Figu e . 
 

 

Figu e  - Co e tio  ade to Se e  

. O  the left lo al o puter  side of the s ee , a igate to the lo atio  that o tai s ou  e  files, 
o  to the lo atio  to hi h ou a t to sa e ou  e  files.  

 

 

Figu e  - Na igate to Lo al Files  
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. O  the ight ser er o te t  side of the s ee , dou le- li k the ht l folde  to ope  it o l  files i  
the ht l folde  a  e see  f o  the I te et . 

 

 

Figu e  – Dou le- li k Ht l Folde  

Note: The follo i g i o s a e useful he  a igati g ou  files: 
 

 

O  the lo al o pute  side, the ho e utto  takes ou to the d i e 
sele tio  a ea i  ou  M  Co pute  i do , he e ou a  hoose a 
disk, flash d i e, o  a folde  o  ou  ha d d i e. 
 

O  the e ote o pute  side, this utto  takes ou to ou  ho e 
di e to  i  ou  a ou t o  the se e .  

 

The UP  utto  takes ou up o e le el o  the di e to  st u tu e. 

Figu e  - Na igatio  Optio s 

. D ag a d d op the i de  file a d i de  folde  f o  ou  lo al o pute  to the se e  to upload 
ou  e site.  

 

 

Figu e  - Uploadi g Files to ou  We site 

Note: Re e e , ou  e  pages ust e i  the ht l folde  o  the se e  to e a essi le f o  the 
e . This is t ue fo  oth the stude t e  se e  a d the ksu e  se e . 
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Do load Files f o  the Se e  

The follo i g e plai s ho  to do load a file f o  the se e : 
 

. Afte  o e ti g to ou  e site usi g the Se ure File Tra sfer Clie t p og a  see To Use the 
Se ure File Tra sfer Clie t fo  o e i fo atio , d ag the file s  f o  the right side ser er  a d 
d op it o  the left side lo al . 

 

 

Figu e  - Do load Files  D aggi g 

. You a  also ight li k the file a d the  li k do load. 
 

 

Figu e  - Do load 

 



  Page  of  

Upload Files to the Se e  

The follo i g e plai s ho  to upload a file to the se e :  
 

. Afte  o e ti g to ou  e site usi g the Se ure File Tra sfer Clie t p og a  see To Use the 
Se ure File Tra sfer Clie t fo  o e i fo atio , d ag the file f o  the left side lo al , a d d op it 
o  the right side ser er .  
 

 

Figu e  - Upload Files  D aggi g 

. You a  also ight li k the file a d the  li k upload. 
 

 

Figu e  - Upload 

Note: “e di g a file f o  ou  o pute  to the se e  is alled uploadi g a d getti g a file f o  the 
se e  is alled do loadi g. 
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Loggi g out of the Se u e Shell FTP lie t  
The follo i g e plai s ho  to log out of the “e u e “hell FTP lie t: 
 

To e d the “e u e File T a sfe  Clie t sessio , li k the Dis o e t utto . 
 

 

Figu e  - Dis o e t f o  Se u e File T a sfe  Clie t 

 

Additio al Help 

Fo  additio al suppo t, please o ta t the K“U “e i e Desk: 
 

KSU Se i e Desk fo  Fa ult  & Staff 
 Pho e:  - -  

 E ail:   se i e@ke esa .edu 

 We site:  http://uits.ke esa .edu 

KSU Stude t Helpdesk 

 Pho e:  - -  

 E ail:   stude thelpdesk@ke esa .edu 

 We site:  http://uits.ke esa .edu 

 

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

