
Computing Services   WEB SITE MANAGEMENT 
COMPUTER EDUCATION     

1 

Web Site Management 
 
Objectives 
 

Using Dreamweaver’s Files panel, manage your web site files. 
 

1. Describe the function of the Files panel. 
2. Explain the difference between the terms web site, local and remote. 
3. Set up a connection to a remote site. 
4. Copy files from a local to a remote site. 
5. List the steps for generating Link and HTML reports. 
6. Define the term orphaned file. 
7. List six attributes you can check in an HTML report. 
 

 
Introduction 
 
In Dreamweaver, the Files panel displays the file and folder structure of your web 
site. You can use this feature to manage and transfer files to and from a remote 
server. By maintaining your files within the Files panel, you are assured that your 
link information stays correct. 
 
In this lesson, we will use the Files panel to connect to a remote site, check links, 
create HTML reports and manage our web files.  
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Terms to know 
 
Web site – A set of related web pages, on a server, that are viewed using a web 
browser. 
 
Remote site – A collection of files on the server that make up a web site, from your 
point of view rather than a visitor’s. 
  
Local site - A collection of files on your local disk that correspond to the files in the 
remote site.  
 
The Files panel 
 
The Files panel enables you to manage your files and folders, locally and remotely.  
The default settings place your local files in the right pane of the Files panel. When 
you connect to the remote site, the remote files appear in the left pane. 
 
 

 
Dreamweaver Files panel 
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Files panel toolbar 

 
The following are options in the Files panel: 
 

Connect/Disconnect: Connects to or disconnects from the remote site. By 
default, Dreamweaver disconnects the remote site if it has been idle for more 
than 30 minutes. Use Edit > Preferences to change the time limit. 
 
Refresh: Refreshes the local and remote directory lists. 
 
Get File(s): Copies the selected files from the remote site to your local site, 
overwriting any existing local copies. The files remain available on the remote 
site for other team members to check out. 

 
Note: If Enable File Check-in and Check-out is turned off in the Site Definition dialog 
box, getting a file transfers a copy of the file with both Read and Write privileges. 
 

Put File(s): Copies the selected files from the local site to the remote site 
without changing the file’s checked-in or checked-out status. 
 
Check Out File(s): Transfers a copy of the file from the remote server to 
your local site, overwriting any existing copies. The file is marked as “checked 
out” on the server. The Check Out feature makes collaborating on a website 
easier. You can check in and check out files on the remote server; others can 
then tell when you’re working on a file and know not to edit that file at the 
same time. This option is not available if file check-in and check-out is turned 
off for this site. 
 
Check In File(s): Transfers a copy of the local file to the remote server and 
makes the file available for editing by others. The local file becomes read-
only. This option is not available if file check-in and checkout is turned off for 
this site. 
 
Expand/Collapse: Expands the Files panel to display two panes.  The pane 
on the right shows your local files.  The pane on the left shows the files on the 
remote site. 

 
 
Notes 
 
___________________________________________________________  
 
___________________________________________________________  
 
___________________________________________________________  
 

Connect to remote host Refresh  
Get File(s) 
 
Put File(s) 
 
Expand/Collapse 
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Renaming files and folders in the File panel 
 
When you change the name of one of your files, make the change within the 
Files panel.  Dreamweaver will update all pages that link to the file.  If you change 
the file name outside of Dreamweaver, there is no way to track your changes.  
 

1. In the Local Folder pane of the Files panel, select the file to change. The file 
name will be highlighted. 

 
2. Click the file name. A rectangle appears around the name, indicating it is 

editable. 
 

3. Change the file name and press Enter.  The Update Files dialog box opens, 
listing all the files affected by this name change.  

 
4. Select Update to update the files with the new file name. The site files list 

now displays the new name. 
 
Note: Dreamweaver opens each file in the list, makes the change, and then closes 
the file. If a file in the list is currently open, Dreamweaver makes the change but 
does not save or close the file. 
 

Moving files and folders in the Files panel 
 
Using the Files panel to move a file or folder ensures that all the link information 
remains correct and unbroken. 

 
1. Drag the file or folder icon to its new location. The Update Files dialog box 

opens, asking if affected files should be updated. 
 
2. Select Update to update the files with the new link.  The file or folder moves. 

 
 
Notes 
 
___________________________________________________________  
 
___________________________________________________________  
 
___________________________________________________________  
 
___________________________________________________________  
 
___________________________________________________________  
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Connecting to a remote site 
 
When creating web pages in Dreamweaver, you work from the local site. Once your 
development is complete, copy the pages to your remote site.  To set up a 
connection to a remote site do the following:    
 

1. Choose Site > Manage Sites. 
 

2. Select the site name from the list and choose Edit. 
 

3. In the Category list on the left, select Remote Info. 
 
4. From the Access pop-up menu, select FTP. 

 
5. Enter the following information: 

 
• Access: FTP 
• FTP Host: staging.andrew.cmu.edu 
• Host Directory: collection name 
• Login: your Andrew userid 
• Password: your Andrew password 

 

 
 

6. Click OK. 
 

7. If “The initial site cache will be created” message box appears, click OK and 
then Done. 
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Uploading files 
 
You can use Dreamweaver to find the newest files in your local site. Then, copy the 
files to the remote server. 
 

1. In the Files panel toolbar, click Connect  to connect to the remote server. 
 

2. In the Local Folder pane, select the top-level folder. 
 
3. Choose Edit > Select Newer Local (Windows) or Site > Site Map View > 

Select Newer Local (Macintosh).  Dreamweaver compares the dates of all 
local files to the corresponding file information on the remote site and selects 
only the newer local files. 

 
4. Click Put File(s) to upload only the selected files to the server.  The 

Dependent Files dialog box opens. Your choices are Yes, No, or Cancel.  
 
Note:  Yes sends the images on the selected page, along with the HTML 
page, to the server. No sends only the HTML page. If you have made changes 
only to the HTML page and the images are already on the server, there is no 
reason to re-send the images so, you would click No. If you have modified an 
image or added an image to the page, you would click Yes. 

 
5. All of the selected files in the Local Folder are copied to the remote site in the 

Files panel. This option could take a long time, depending on the size of your 
site, so be prepared to wait. If you have only made changes to a few files, 
you might find it quicker to manually select the updated files and upload 
them. 

 

 

Checking links 
 
Use the Check Links feature, to search for broken links and orphaned files.  Orphaned files 
are files that exist in the site but do not have links to other site files.  
 
Note: The only links that Dreamweaver verifies are links to documents within the site.  
Dreamweaver compiles a list of external links, but does not verify them. 
 
Tips: You can check for orphaned files when you check links across an entire site.  To save 

the entire report, click the Save Report  button in the Link Checker tab.  
 

1. In the Files panel, select Site > Check Links Sitewide. 
 

2. The Broken Links report appears in the Link Checker tab, in the Results panel. 
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Broken links report 

 
3. In the Show drop-down, select External Links or Orphaned Files to view another 

report.  
 

4. A list of files that fit the report type you selected appears. 
 

Note: If you select Orphaned Files as your report type, you can delete orphaned 
files from the Link Checker panel directly by selecting a file from the list and pressing 
the Delete key.  
 
 

Notes 
 
___________________________________________________________  

 
___________________________________________________________  

 
___________________________________________________________  

 
___________________________________________________________  

 
___________________________________________________________  
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HTML reports 
 
Using HTML reports, you can check your web site for several HTML attributes.  These 
attributes include: combinable nested font tags, accessibility, missing Alt text, redundant 
nested tags, removable empty tags, and untitled documents.  
 
Attributes defined 
 

Nested font tags - creates a report that lists all font tags that can be combined to 
clean up the code. For example, <font color="#FF0000"><font 
size="4">STOP!</font></font> is reported.  
 
Accessibility - creates a report detailing conflicts between your content and the 
Section 508 accessibility guidelines of the 1998 Rehabilitation Act. 
 
Missing Alt text - creates a report listing all the image tags that don’t have 
alternate text. 
 
Redundant nested tags - creates a report detailing nested tags that should be 
cleaned up. For example, <i> The rain <i> in</i> Spain stays mainly in the 
plain</i> is reported. 
 
Removable empty tags - creates a report detailing all empty tags that can be 
removed to clean up the HTML code. For example, you may have deleted an item or 
image in Code view, but left behind the tags that applied to that item. 
 
Untitled documents - creates a report listing all documents with default titles, 
duplicate titles, or missing title tags. 

 
 
Notes 
 
___________________________________________________________  

 
___________________________________________________________  

 
___________________________________________________________  

 
___________________________________________________________  

 
___________________________________________________________  
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Creating HTML reports 
 

1. Select Site > Reports. 
 

2. Select an HTML category. 
 
 

 
Reports window 

 
3. Click the Run button to create the report.  The report appears in the Site Report 

tab, in the Results panel. 
 

Note: To save the report, click the Save Report  button in the Site Report tab.  The 
saved XML file can be imported into a database or spreadsheet. 
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