First you need to decide with your team where your local (working) copy of the website will sit. We have all of our websites on a server everyone can access if changes need to be made when we are out. I suggest placing your working copy on a public server as well. 

If you plan to use Dreamweaver  to FTP your pages to your production area, you will need to create a ‘New Site’ in Dreamweaver. To create a new site, Open Dreamweaver, then select ‘New Site’ from the top bar menu option. 

This screen will pop-up:
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For this example, I am going to use our About Virgina.gov website. So I will fill in the 2 boxes as seen below. 
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Once you click next this box will pop up. Select NO. Then click next. 
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Where you place your ‘back up’ or ‘local’ files will affect your answer to this screen. For the About Virginia.gov example, the local files I’ll need are on our network’s W(demo) drive. 

[image: image4.png]How do you want to work wth your ies during development?

© itlocal copies on my machine, then upload to server when ready (recommended)
© it drectly on server using local network

| Where are your fles on the network?
| W:\demo\virginiagov| [=]





That completes setting up the site in Dreamweaver. Click done. 
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Next you will need to create access to the ‘Remote’ or Production area of your site. Go back up to the top menu bar and click on Site once again. Then click on ‘Manage Sites.’ A box should come up with a listing of the site you have just created a local area for. Select your site from the list. For this example I will select About Virginia.gov and click on Edit. 
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This box will come up again, this time select the Advanced tab. 
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Under Category, select ‘Remote Info.‘
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Under the Access dropdown, select FTP.
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This is where you will need your User name and Password that was provided to you. Once you get your sign on info, fill out your information like I have here below. 
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Once you have both your local and remote sites created within your ‘Site’ in Dreamweaver you can see both of them listed in the Files box on the right side of your Dreamweaver screen. You’ll see where I have circled the name of the site and drop down in the image below. Under the Local drop down you will also find the Remote View option as well. You will see that both areas look almost identical. 
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Now that you have your site connection configured in Dreamweaver, you can make changes to pages within your site. For the following examples I am going to use a few pages created for specifically for webmaster training. 
You should see your pages listed out in the bottom right box in Dreamweaver. For this example, I am going to double click to select the home page, index.shtml, from my local site. 
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Once you double click on it, it should pop up in the main Dreamweaver window, as seen below.

You can edit text as you would using Word. I have circled the PROPERTIES box below. Here you can find the buttons needed for bold, italic, bulleted list and text indent. Select the text as you would in Word and use the buttons as needed. 
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Make sure you save after you have made any changes to your webpage. Once the changes have been saved, you can get ready to upload them to the Remote/Production area. 

First make sure you are connected. When you are connected it should look like what I have circled in the red below. 
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Once you are,  simply select the page you made updates to then press up or the Put File(s) button to upload it live. Then your change has been made! 
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