Building Your Indiana South District Club Web Site

The goal of this session is to point you to resources and methods you may use to create a web presence for your local Optimist Club.  

Step One

Plan a bit.  Decide what the web can do for you.  We use it mostly as a data collection and distribution medium at the district level.  Our club uses it mostly as a distribution point.  

In our most recent project, a Math Bee for the local elementary schools, we were able to take pictures of the events and announce to the crowd of kids, parents and school administrators that pictures of the event could be found on the avonoptimist.org web site.  Some of those 300 plus people that heard those announcements had forgotten to bring their camera or were unable to take pictures for some other reason and were very happy to have an alternate location where they could find pictures.  
By the way, when they go to that site they will also see where we meet, our newsletter, other pictures from other activities etc….you get the idea.

Step Two

Find your favorite pages on the web.  Why do you like them?  Do you find them easy to use?  Do you find that they usually have the information you want with a minimal amount of other stuff?  Do you find them pleasant to look at?  The time spent doing this will accomplish a couple of things for you.  It will help you focus on what you want the general look and feel to be and it will give you a good starting point.

Step Three

Find good samples. Just about any site, with some exceptions, can have its source code looked at by clicking the view then source on your browser.  One way to get started is to copy that code, name it something meaningful to you with a .htm extension, and save it to your local machine hard drive in a folder you create called C:\YourClub\Assets\.  (Create a folder on your C drive and name it after your club if this is a club page.  Create a sub folder within that new club folder and call it Assets.  Create another folder under the new club folder and call it images. )  Be careful of the case of the file names.  It makes a difference on the web!
Start your browser and then go to file/open and open the file you just created.  Depending on how the site was written, you may get a good template to start you own site from.  The book referenced below is very valuable for giving you a huge number of sample files and tutorials on how these pages are created.  I highly recommend that you spring for the bucks to get that book.

****CAUTION:  DO NOT USE FRAMES!!  Quite a few sites, mostly those put together several years ago, use something called frames.  They are a very easy way to make your web site do cool things, but are very hard to maintain and if used you will end up with a web site that is very difficult to maintain well.  You should plan to be primarily using tables to start out. 

****CAUTION:  DO NOT EVER EVER EVER PUT AN UNDER CONTRUCTION LINK OR PICTURE!!  Nothing will turn off a person using your site more quickly than an under construction link.  They will not come back and it will leave them with a bad taste for your site.  Dead links are also a no no.  Make certain that you fully test your site before you deploy it (before you copy it to your host).
Step Four

Let’s get organized.  You have some nice sample pages picked out and saved.  You now have a pretty good idea of what the web will do for you and what you want to do with it.  Now is the time to make sure you stay organized and are able to find things in the future.  Right now it is very easy.  By the time you are done your site you may have hundreds of different files, it will become difficult if you jumble them all together.  
Any pictures…without exception, should be put in your images folder.  If you have groups of pictures associated with different projects, create a folder for each one of them.  If you decide to create slide shows for each project (ref www.avonoptimist.org) it will be easiest to maintain if grouped in this manner.
Your HTM code should go in your Assets folder.  You should only have one or two files on your club root folder.  One of those will be your home page and will be named index.htm.
Step Five

Making it public. Install your wiseftp30 software.  This is the software you will use to move files back and forth to your web site host.  Even if you use a web development package such as Dreamweaver or front page that have a way to connect directly to your host site to publish your site’s pages, you will still need this software installed.  
The only way to not need this is if you already have a pure FTP package such as Reflections, or are very good with your browser.   See Attachment A for instructions on how to load and use WiseFTP.

Step Six

Making it Pretty. Work on your page on your local drive.  Open it and test it using your browser pointing to the local folder you are working in.  Make certain all your links work and that you know the files that you need to move to the host site to make you pages work on the web.  See Attachment B for a discussion of your development tools.  When you are very happy with the way it works and the way the pictures look transfer the file to the host site.  You will access it using the following address:

http://www.optimistindiana.org/TheNameOfTheFolderOnTheHostSiteYouSavedYourFileTo/TheNameOfYourFile.htm
Summary

Web sites can be quite fun, and are not anywhere near as hard as they may appear.  If you get in a jam please feel free to shoot me an email, I am happy to help.  I also strongly recommend that you get the New Perspectives book I mentioned below.  It is a very good book and will practically lead you by the hand on what all the htm code means.  The particular book assumes you know where the on switch is for your computer, but takes very little else for granted!
This HTML stuff is a bit funny in that it is much easier to learn and become accomplished at than just about other computer related task I have encountered.  The code may look complex when you first see it, but it really just boils down to the following for every single web page out there.

<html>

<head>

</head>

<body>

</body>

</html>

Every one of the above elements is called a tag.  You will note that each section starts with a tag and ends with the same name tag with a slash in front of it.  You will also note that the head section and the body section are both enclosed by the html tags.  There are certain things that go in each section.  The content you see on the screen all goes in the body section.  Things such as key words the search engines use, the title that goes on the top band of your browser and other administrative control things for the page goes in the head section.  Every site you see that ends in HTM or PHP will have this structure…without fail.  The tags may have other things in them, but they will always have, at a minimum what is noted above.

Attachment A

You can access this shareware off the optimistindiana.org web site.  To do this you cut and past the following:

http://www.optimistindiana.org/wiseftp30.exe 

and put it in your browser address window and hit enter.  This will result in a file download window coming up on your screen inviting you to save the file among other options.  Go ahead and hit the save button and it will ask you where to save it.  Point it somewhere you will be able to find it easily and hit the save button.  It is about 5mb and will only take a few seconds on a cable or DSL line but could take 20 minutes or more on a dial up.

Once it is saved to your local drive close the popup window, close your browser and close any other programs you have running.  Open your computer files and select the wiseftp30.exe file you just downloaded.  When you double click on it the installation will start.  It will proceed to ask you a bunch of questions…just agree to the defaults and hit the next button until you get to the window that asks you if you want to restart your computer.  Select Yes and hit finish.  Your computer should shut down and start back up.  When it is back up and running you will see a new icon on your desktop called Wise-FTP.  When you click on this icon your software will start up.   If you look on top you will see a button called Connect.  Hit that button.  Your Site Manager window comes up.  Hit the button called New Site.  On the right side of the page you now have several options to fill out.  

On the first line, entitled “Profile name” enter the label that is meaningful to you for this site.  (IE My Optimist Club Web Site Administration).

Next to Host Name enter( ftp.optimistindian.org 

Leave the Port and Account items as they were when you opened the Site Manager window

Next to User name enter( u39465520-clubs

E-Mail me (jimscandlin@optimistindiana.org) with the name of your club and a single word is a good unique abbreviation for your club (no spaces or special characters), along with your return E-Mail and phone number.  I will set up your club and send you a password.

Next to Password you will enter( the password you received from me.

Leave the check mark next to Mask turned on

Leave the connection type as you found it saying FTP (default)

Next to Initial folder enter the single word that you wanted as the good unique abbreviation for your club.

Next to Local folder hit the button with the three dots on it and select the C drive folder that you created in step 3.  

Leave Passive blank

Leave Comments blank

Hit the Connect Button

An alert box will come up asking you to confirm.  Hit the yes button.

It should connect for you.  If it fails to do so check that your firewall is turned off.  If it still fails to connect double check that everything except the Profile Name…and I mean everything else with no exceptions, is in lower case.  You do that by clicking on the Profile Name under the FTP-Sites on the left side of the screen.  After making any corrections hit Connect again. If it still does not work shoot me an E-Mail and we can try to figure it out.

If you are able to connect now is the time to use some caution.  If you notice there is an area near the top of the screen that will have words in it.  Usually it appears with varying shades of green bars.  When you do a file transfer a bunch of text goes by up there.  When it says goodbye it is finished.  While it is transferring do not attempt to re start the transfer of the same file.  It takes time …. Just be patient.  

If you look on the left side of your screen you will see files corresponding to your local hard drive.  The right side of the screen corresponds to the host site.  The bottom of the screen reflects the names of each file as they are being processed (if you do a group of files) and the percentage of the file that has been transferred.  In the center between the left local window and the right host window is a gray area with four buttons.  DO NOT touch the highest or the lowest button (the ones that have an arrow and a folder) until you are an expert.  I am still frightened of those buttons and I have been doing this for many many years.  The two remaining arrows are the ones you will use.  The bottom arrow is the one you use to transfer you file to the host site.

Attachment B

This is where it gets a bit difficult to give you standardized instructions.  You want to use a piece of software now that will allow you to see what you are developing.  You can develop your page using any text editor and checking the results as you go with your browser, but it is a very labor intensive process.  I would not recommend Front Page because it puts out mass quantities of code that are not XHTML W3C compliant.  Right now that does not make that much of an apparent difference, but in future browsers the code will not work properly.  They refer to it as deprecated code and it is nasty stuff to clean up after the fact.

In a nut shell, Microsoft web development tools will work most of the time, but will leave you with code that is very difficult to maintain outside that particular software.  

Dreamweaver is fully compliant, and will give you excellent clean XHTML W3C compliant code that will be very easy to maintain for years to come.  

Use whatever you are comfortable with.  The software I mentioned above is often referred to as an integrated development environment (IDE).

Reference Data:

New Perspectives in HTML, XHTML, and Dynamic HTML 3rd Edition, ISBN # 0-619-26748-8

Software:

Build in Windows text editor

Microsoft Explorer

Dreamweaver 2004 or newer (Complete Studio MX package if you can find it)

PhotoShop or your favorite photo editing software

WISE FTP – Download from http://www.optimistindiana.org/wiseftp30.exe

