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Changing the webmaster through SOURCE:

1.

Navigate to the SOURCE at the Ohio Union website:
http://source.ohiounion.com/studentorgs/orgs manage.asp

If the website is no longer located here, then follow a similar navigation:

Home > Activities & Organizations > Student Organizations > Organization
Registration & Management

On this page, click the Primary Leaders and Advisors log in here to access the
management pages.
This can only be accessed by the SOURCE-recognized primary leader (president).
Use your OSU username and password.

On the Student Orgs Management System page, at the bottom of the left-hand menu there
is a link for Website. Click this.

On the Website page, change the name and OSU username to the person that is supposed
to be the webmaster. The options should be as follows:

Continue Hosting Service: YES

Webmaster Name: [ enter appropriate information]

Will you be migrating from the old OSU server to the new one? YES
Requested URL.: [ enter appropriate information]

Webmaster OSU name.#: [ enter appropriate information]

Agreement: By checking this box.... YES

Click Request Hosting, and you’re done!


http://source.ohiounion.com/studentorgs/orgs_manage.asp

Uploading Pages:
1. Open the folder that has the website files

2. Type the following into your web browser: ftp://webadmin.service.ohio-state.edu

3. Use your OSU name.#@orgname and OSU password to access the server
a. Orgname should be your organization’s website name before org.ohio-state.edu

4. Using Internet Explorer, open Page > Open FTP site in Windows Explorer

5. Click and drag your modified files to the htdocs folder

Changing Pages:

1. I have done all the formatting for you, so all you need to do is edit the information
a. Incase you accidentally delete my format tags, you can always copy the file from
the website server as the previous version
b. Best way to do this is copy and paste your information over the information
already in the files

2. Open the folder that has the website files

3. Double click the file you want to edit
a. If your computer doesn’t recognize the file type, open it in Notepad

4. With the correct file open, copy and paste your information over the information that is in
the file, taking care not to delete the formatting tags

5. In case some of the tags are deleted, here are some example:
a. When adding a paragraph of text, encase the text with the <p></p> tag
I. <p> This is your paragraph of text. There is no spell check, so perhaps
type it in a word processing program first, then copy and paste. </p>

b. When adding an ordered list {1.,2.,3...}, use the <ol></ol> tags
i. <ol> < this tag begins the list
ii. <li> This is your list item. </li>
iii. </ol> < this tag closes the list

c. When adding an unordered list (that is, a list with bullets), use the <ul></ul> tags
I. <ul> < this tag begins the list
ii. <li> This is your list item. </li>
iii. </ul> < this tag closes the list

d. Want extra space between paragraphs? Copy and paste <p> &nbsp; </p>


ftp://webadmin.service.ohio-state.edu/

