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JEM 222 Student Site Structure...  from Bob Stepno 
 
...with a checklist of steps for uploading linked pages 
 

NOTE: This document  is a compilat ion of  t hings explained in class and answer s I ' ve 
sent  t o st udent s by e-mail. Ther e is some r epet it ion bet ween sect ions so t hat  I  can 
r ef er  you t o a specif ic sect ion wit hout  making you page back and f or t h.  

 
The instructions describe the steps for uploading documents, creating directories and 
renaming things on the UT Web server using the UT-OIT "Web Management" page.  
 
Completing the same tasks may be much easier using a point-and-click file-transfer program 
like Fugu of SSH File Transfer, if you have one available. Before transferring files, you may 
have to create your folders (directories) on the server using Unix or the Web Management 
page, because some file transfer programs, including early versions of Fugu, cannot copy 
whole folders, just the documents they contain. 
 

An impor t ant  dif f er ence when using f ile-t r ansf er  pr ogr ams: They show your  "home 
Web dir ect or y," your  "~myname" space, as a dir ect or y named "public_ht ml." That ' s 
because it ' s t he public par t  of  your  Unix space. (You can make t he r est  of  your  Unix  
ser ver  space  pr ivat e - - f or  inst ance, as a place t o st or e document s or  pict ur es f r om 
ot her  cour ses, including document s you don' t  have per mission t o "publish.") For  t his 
cour se, ALWAYS put  your  f older s and f inished pages inside "public_ht ml" Ð 
ot her wise t hey simply aren' t  on t he Web! But  r emember : Anyt hing you put  in t hat  
f older  is "published" t o t he ent ir e wor ld. Make it  good! 

 
By the third week of class, you should have accomplished section I, part of section II, most 
of section III, and all of part VI (at least once). 
 

I. How to: Keep a local copy of your site. 
II. How to: Get to know your UT Web server space. 

III. Plan your site contents. (III.6 describes the theory behind page links; see 
V.3 for the actual steps and codes.) 

IV. Preview a complete model of the site. 
V. Navigation: Adding a menu to your site. (See link codes in V.3) 

VI. Publish your pages: Create folders, rename old documents, upload new 
documents 

VII. Use more complicated links 
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I. Keep a local copy of your site  
 
  (Started at the first or second class) 
 
1. Make a folder on your lab Mac or home computer called "mywebsites" or something like it. 
Inside that folder, make one named "jem222" (use that exact name, using lowercase 
letters). The jem222 folder is your "local" copy of your personal website for this course.  
 
Backup advice: Every now and then, copy the latest version of the whole JEM222 folder to 
your Flash drive for safekeeping. Obsessive extra-safety suggestion: Backup the JEM222 
folder every Thursday before you leave class. Date the backup copy. Keep as many backup 
copies as you have room for, and only delete the ones that are more than two weeks old. 
 
2. Inside the jem222 folder, make two more folders, named "stories" and "weblog." (Outside 
the jem222 folder, on both the lab Mac and the server, you can have a personal home page 
and one or more "work in progress" folders for Word documents, raw Photoshop photos, 
etc.)  
 
Reminder: Use all lowercase letters for file names and directory names. Don't include any 
spaces or punctuation, except the hyphen or underscore character and the period before 
"html" in document names. Directory (folder) names should not have ".html" at the end. 
Folders are containers, not pages. Pages are written in HTML, so they have that extension 
on their names. 
 
 
 
II. Tour the UT Web Server 
 
1.  Go to the "Manage your Website" link at 

 http://accounts.utk.edu 
 
2. Login with your usual user name and password. 
 
3. Click on the "File Mgr" button 
  
4. Notice that there are TWO "Browse" buttons, one for "C:" labeled "local files" and one 
for "A:" labeled "web site files." The names should be obvious. "Local" is always the 
computer whose keyboard you're typing on. 
 
5. Just to get oriented, click on the A:____ Browse button. 
  
-- Now the top of the screen should say "Index of http://web.utk.edu/~yourloginname"; this 
same space is identified as your "public_html" folder when you look at it through file-
transfer programs like Fugu. 
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-- The left column, headed "select," shows "document" and "folder" icons, including an "open 
folder" next to the words "THIS DIRECTORY" in the "Filename" column. 
 
-- The second column gives the names of all the documents and folders in your main 
(public_html) directory.  
 
---- Folder names have a folder icon, and are followed by a "/" (the Unix symbol for a folder 
-- which Unix calls a "directory").  
 
---- Web page document names should end with ".html" or ".htm." (I recommend using 
".html" for all of them to avoid confusion.) 
 
7. You can make and upload as many documents and folders as you want within disk space the 
university gives you, which is 40 megabytes; probably several times more than you will need 
unless store your entire MP3 library or video clips. If so, I think the university will sell you 
more space. 
 
 
 
III. Your Site Contents & Link Codes 
 
For this class, you need three directories (folders) in that "~myname" directory of yours. 
You may have put them there already. They are the same as the ones on your local computer 
in section I of this document:  
 

o A "jem222" folder to contain all the "public" work you do in this course.  
 

o Inside it, two folders named "stories" and "weblog." 
 
1. Online, the folders will have these addresses: 
 
http://web.utk.edu/~myname/jem222 
http://web.utk.edu/~myname/jem222/stories 
http://web.utk.edu/~myname/jem222/weblog 
 
The "/" characters separate folder and document names. 
 
2. In the "jem222" folder you will have a brief "course home page" to tell visitors where 
they are, why the site exists, and what they can find there. It should link to pages related 
to this course, including a separate page (in the same folder) listing the journalism sites you 
read. The course home page's name will be "default.html"  
 
3. In "stories" you will have the stories you write for this class, along with any pictures that 
go in them and a default.html page with linked story headlines and summaries.  
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4. In "weblog" you will have a series of weblog pages, along with a default.html page with a 
list of blog entries and general topics. 
 
5. Any folder can hold many Web pages. But every folder should have a main Web page, 
which we call it's "default" page, and name "default.html." (Some sources may tell you to call 
it "index.html"; at UT, we use "default.html") Notice that your website will have at least 
three different pages with the same name! That can be confusing. Be *very* careful not to 
accidentally replace the wrong default.html file. (That accident happens often; it's part of 
the reason for having a good backup system.) 
 
6.Don't use a full ("explicit") Internet URL 
(href="http://web.utk.edu/~myname/news_sites.html") to link your pages together. Use 
just the file and folder names (href="weblog/blog1.html" would link to your first blog item 
from the jem222 default page; href="blog1.html" would link to it from the default page in 
the weblog folder). These are called "relative" links. By using them, you can move your 
jem222 folder to any computer and the links between documents will still work. (See V.3) 
 
7. Do use explicit links to external sites:  

<a href="http://www.cnn.com">CNN home page</a>  
That code could go on any Web page on the Internet, and clicking "CNN home page" would 
always take visitors to CNN. 
 
 
 
IV. Model Site Structure: The whole thing 
 
Here's the folder structure of a site for a fictional student named A. Ochs, or "aochs":  
 

http://web.utk.edu/~aochs/jem222 
http://web.utk.edu/~aochs/jem222/stories 
http://web.utk.edu/~aochs/jem222/weblog 
http://web.utk.edu/~aochs/work_in_progress 

 
As mentioned above, the "work_in_progress" folder isn't necessary, but you could have one 
to keep your notes and unfinished projects in.  (You also can "LOCK" it so that other people 
-- and Google -- can't see inside. That's what the "HIDE" button on the Website 
Management page does.) 
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Now for the pages in those folders: 
 
A. A Personal Page 
 

 http://web.utk.edu/~aochs/default.html 
 
This one is not  in the jem222 folder because it's not really part of the class. It's Ochs's 
UT "Personal Home Page" and can be anything he wants, including a "go away" sign, or a link 
to his myspace.com site, or his resume.  
 

Advice: Your  per sonal pages should not  have anyt hing t hat  you don' t  want  t he ent ir e 
univer se t o know about  you, including f ut ur e employer s, f ut ur e spouses, cr eepy 
st alker s and people you owe money t o. Many online wr it er s avoid put t ing t heir  
per sonal e-mail addr ess online in "mailt o:" links, because it  invit es spam. (I nst ead, 
some r esor t  t o t hings like "r st epno (at ) ut k.edu" in an at t empt  t o t r ick t he spam 
r obot s.) 
 
Warning: DELETI NG A PAGE WON' T ALWAYS MAKE I T GO AWAY. While it  was 
online, anyone could have made a copy, and t her e are places t r ying t o ar chive t he 
ent ir e Web. Ser iously consider  what  you put  up t her e. This goes f or  your  cour se 
pages, t oo. You are now a "publisher ," even if  t he posit ion doesn' t  pay ver y well. Be 
r esponsible. Edit  caref ully. Don' t  accident ally plagiar ize or  libel anyone!  
 
When t he semest er  is over , go back and decide whet her  any of  your  wor k isn' t  up t o 
your  own per sonal st andar d. I f  it  is, t ake it  down so f ut ur e employer s won' t  st umble 
on it . Similar ly, if  you do post  your  r esume, keep it  up t o dat e  

 
 
B. Course Site 
  
1. http://web.utk.edu/~aochs/jem222/default.html 
 
--- This one is his "course site home page."  
 
2. http://web.utk.edu/~aochs/jem222/news_sites.html 
--- This is his list of frequently-visited news sites. 
 
3. http://web.utk.edu/~aochs/jem222/stories/default.html 
--- This one will be a list of the stories he writes for this class 
or imports from other classes. (More about that later.)  
 
4. Here are the first two stories on that list: 
  
http://web.utk.edu/~aochs/jem222/stories/comingevent.html 
http://web.utk.edu/~aochs/jem222/stories/facebk1.html 
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5. The weblog:  
 
http://web.utk.edu/~aochs/jem222/weblog/default.html 
-- That one is list of his weblog entries. (It could be a simple link list to the pages below, or 
a place to experiment with page design.) 
 
These next three are weblog entries, listed by date.   
(You could do one page for each day, one page for  
each week, or one page for each month. The  
pages probably will follow the same design, so they won't  
be as much work as they look here.) 
 
http://web.utk.edu/~aochs/jem222/weblog/sept14.html 
http://web.utk.edu/~aochs/jem222/weblog/sept19.html 
http://web.utk.edu/~aochs/jem222/weblog/sept21.html 
 
 
V. Navigation = Structure + Linkage  
 
1. Menus 
All of your pages should link together in a logical way. The simplest navigation would be to 
put a menu like this on all of your pages.  
 
My Home Page | My JEM222 Page | My Stories | My Weblog 
 
We'll experiment with menus later. They can be vertical or horizontal – or a picture of an 
iPod with buttons if you want. But navigation should be consistent so that people don't get 
lost. Look at news site menus and UT site menus for comparison.  
 
2. First two pages, with explicit (external) page Links 
 
First step: Make these two pages in your Mac jem222 folder: 
 
1. "default.html" for your course-site home page. (You have that one by now.) 
 
2. "news_sites.html" with a list of places you visit.  
 

<ol> 
<li><a href="http://nytimes.com">The New York Times</a></li> 
<li><a href="http://knoxnews.com">Knoxville News Sentinel</a></li> 
</ol> 

 
(Those ol and li codes make a numbered (ordered) list of the two sites. Visitors will see the 
newspaper names in blue, underlined, the standard link setting for most browsers. It can be 
changed, but that comes later.) 
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3. Linking Between Your Own Pages ("relative" links) 
 
ONE--Somewhere on the default.html page, type <a href="news_sites.html">My News 
Sites</a> 
 
TWO--Somewhere on the news_sites.html page, type  
<a href="default.html">My Course Home Page</a> 
 
Save both pages in your Mac's jem222 folder. Test them with Firefox. When the links work, 
it's time to... 
 
 
VI. Publish Your Pages 
 
Using the UT Website Management page, VolSpace page, Fugu or another file-transfer 
program, upload both of those documents to your "jem222" folder. (Some file transfer 
programs may let you copy whole folders full of files, but taking them one at a time is safer, 
especially if you work on your site from more than one computer.) 
 
If you have used VolSpace for file storage in the past, its file transfer interface may be 
much easier to use than the Website Management page. They both accomplish the same 
file-copying. However, the Website Management page does other things, too. It even lets 
you edit HTML directly through your browser. 
  
UT Website Management: Making directories, Renaming, Deleting, Uploading 
 
Click the A: Browse button to make sure you already have a folder named jem222, and that 
it does not already have a "default.html" page inside.  (Remember that Unix calls folders 
"directories.") 
 
To get back to the A: B: C: management main page, click the open-folder icon named "This 
Directory." 
 
Creating directories  
IF you already had a jem222 folder, great.  
If not, type "jem222" in the A: filename space, then click "mkdir" ("make directory") 
 
Renaming a file 
IF you had a jem222 folder, but it already had an older copy of "default.html" inside, do 
this: 
In the A: space, type "jem222/default.html"  
In the B: space, type "jem222/olddefault.html" (or a date like "914default.html")  
That saves your old copy -- always a good idea. 
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Uploading to web.utk.edu with UT's Web management page 
 
1. Click on the C: "Browse" button, and navigate to the first page you want to upload, the 
"default.html" page in your jem222 folder  
 
2. In the A: space, type jem222/default.html 
 
3. Click "Upload C to A" 
 
4. Follow the same procedure with "news_sites.html" Browse C: to find it; then upload it as 
A:jem222/news_sites.html 
 
Remember to type both the folder and file names in the A: field, especially when uploading 
a default.html file. Otherwise you risk replacing a default file in a different folder, since 
every folder has a page named "default.html."  
 
Even better safeguard: Before you upload a default file, give it a temporary name based on 
its folder's name, like "j222default.html". Upload it as "jem222/j222default.html"; then 
rename the old default. Finally, change the name of the just-uploaded page to 
"default.html" 
 
The name change adds extra steps, but it's worth taking the time – especially when 
you're in a hurry... when it's late... when you're tired... when you're on deadline... 
when disaster is likely to strike any minute. 
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VII MORE COMPLICATED "relative" LINKS 
 
Remember the address that looked like this? 
http://web.utk.edu/~aochs/jem222/weblog/sept14.html 
 
After the "/~aochs" name, the address includes a "/" to represent each folder, going 
deeper into the "nested" folders. Also notice that folder names don't have periods or 
"html" at the end. Only pages do. 
 
The series of folders (top/next/bottom) is called the directory "path" leading to the pages 
in that bottom folder. 
 
You've seen how to do relative links between two documents in the same directory. Yo also 
can link deeper into the nested folders and keep your links "relative." Just use the folder 
names as part of the link address, like this: 
 
IN your jem222/default.html page, type this to link down a layer: 
<a href="weblog/sept14.html">My Sept.14 blog entries</a> 
 
What if you wanted to link back up from the sept14 page? Remember the "/" is the symbol 
to go "down" the path. The symbol to go back up one layer is two periods ".." 
 
Fr om t he sept 14. ht ml page in t he weblog f older , this code would go to the weblog 
folder's home page, because both are in the SAME folder: 
 
<a href="default.html">weblog directory home page</a> 
 
And these would go one folder higher: 
 
<a href="../default.html">My JEM222 home page</a> 
<a href="../news_sites.html">My JEM222 home page</a> 
 
While this goes two folders higher! 
 
<a href="../../default.html">My Adolph Ochs Home Page</a> 
 
Careful: That first step is "../" not "/../" 


