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Maintaining Files and Folders on Your Website
When editing your website text files are overwritten however images are not.  If you regularly update/change images you will occasionally have to go and delete all the old ones as they will still be the website folder.  Other maintenance tasks are described here too.

1. From File choose Publish Site and select Maintain Web Site from the submenu. The Account Details dialog appears. 

2. Enter the address of the Web server, and your Username and Password.  If they are already filled in check they are correct. (For full details see Publishing your website.) 

3. Click OK.  WebPlus looks for an Internet connection and displays the folder’s contents in the Maintain Web Site window.

4. Use standard Windows Explorer conventions to perform maintenance tasks:

· You can Ctrl-click to select multiple files or Shift-click to select a range of files.  Click the top-row Delete button or right-click an item and choose Delete. 

· Click on the column headers to change the current sort, or drag to change the column width.

· The top row of buttons lets you view up one level, create a new folder, delete a selected item, or choose the view setting (Large Icons, Small Icons, List, or Details). 

· To rename a file or folder, click its name twice and then type, or right-click it and choose Rename. 

· To move one or more selected files, drag them into the destination folder.

5. When you’re done, click the Close button to terminate the FTP connection and return to WebPlus.
Maintaining Files and Folders on Your Web Site

1. From the File menu select Publish Site and select Maintain Web Site from the submenu.  A dialogue box appears with the site details entered.  Check they are correct.  If they are not filled in complete with your details as given in Publishing your website using Serif WebPlus.  Click OK.
2. WebPlus displays the website’s contents in the Maintain Web Site window.

Each time you publish one or more pages to a local folder or to the Web a new set of image files (GIF or JPG) is generated and you will need to remove the old ones periodically.  You can Ctrl-click to select multiple files or Shift-click to select a range of files.  Click the top-row Delete button [image: image2.png]Aberdeenshire
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 or right-click an item and choose Delete.  Click the window’s Close button to terminate the connection and return to WebPlus.
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