
TAG Online Web Editor

The TAG Online Web Editor is a web-based interface that allows you to add, modify, and 
control the pages of your website directly over the web.  Files may be uploaded, edited, 
copied, and deleted. This service is free of charge to our hosting clients. 

Getting Started

 To access the Web Editor, enter your domain name and ad /TAGeditor.cgi to the end. 
For example: http://www.yourwebsite.com/TAGeditor.cgi

 A box will appear on your screen asking for your username and password.  Enter this 
information, then you will be logged into the Web Editor.

Copying Web Pages:

Copying is useful in making back up copies and in creating new web pages.

To copy a page:

1. Select the file you want to copy and click "Copy".  (The top of the screen will say: 
"Copy of file /filename.shtml to...") 

2. Enter the name of the file you'd like to copy it to in the text field on the bottom of the 
screen below the list of files that says "Either select or enter a path" underneath it.  

a. If you are making a copy of the file, we suggest using the file name + ".copy" + 
file extension; for example, if the file is "about.shtml," the copy of that file would 
be "about.copy.shtml".  If you are making a back up copy of this file, we suggest 
using the file name + ".bak" + file extension; for example, the copy of the file 
would be "about.bak.shtml ".  

3. Click "Copy" again and your new copied file will appear in the list of files.  The top of 
the screen will say: "Successful Copy of /about.shtml to /about.copy.shtml"

Editing Web Pages:
1. Select the page you want to edit.  The page will either be in the main directory, which 

is notated with a "/" or in a subdirectory, that has a name followed by a "/".  To locate a 
page within a subdirectory, select the desired subdirectory and click the button "Open". 

2. Once you've located the page you want to edit, you'll want to make a copy of the file to 
work in, so the changes you are making don't appear on the live site until you are 
ready.  See the section " Copying Web Pages" above to do this.
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3. Select the copied file and click "Edit."  This will open up a page with the HTML 
formatting.  Scroll down the page to find the section you want to edit, or do a "find" by 
pressing either the Ctrl+f key (if using PC) or Option/apple+f key (if using MAC), then 
enter some words from the section you are looking for.

4. Make any text or formatting changes you wish.  To view the changes you've made, 
click "Save and View," to save the changes without viewing them, click "Save Edit" and 
to save the changes and continue working in the document, click "Save and Continue."

5. When you are satisfied with your modified web page and want to make it live, first 
make a back up copy of the current live page.  See the section " Copying Web Pages" 
to do this.

6. Make your edited page live.  To do this, you will copy the edited page into the live 
page.  Select the edited page ("about.copy.shtml "), click "Copy," then select the live 
page ("about.shtml") and click "Copy" again.  

To Upload Files:

1. Go to the directory where you want to upload your file.  Enter the name of the file you 
would like to upload in the text field on the bottom of the screen below the list of files 
that says "Either select or enter a path" underneath it.  The file name MUST have a file 
extension, such as .pdf, .gif, .jpg, .html, .tif, etc.  (If there is an existing file that you 
previously uploaded that you would like to upload new content to, you can also select 
this file, instead of entering a new file name.)

2. Click "Upload" to select the file you would like to upload.  This will bring you to a new 
screen that allows you to browse through your local system and select a file, which will 
appear in a text field that says "Select File to be sent from the local system:". 

3. Click "Send File," which will upload the file to your website.

Creating Directories:
Type in the name of the directory you want to create in the text field and click “Make Dir”. 
This will create a new directory.

To Remove Files:
Select the file you wish to remove and click "Remove."  This will permanently
delete the file.

*TAG Online does keep back ups of the information on your website (we make back up 
copies twice a day), so if you've accidentally, permanently removed a file, we can restore 
your web pages back to their original state.  Please let us know the approximate time of the 
change and the exact file name to restore.

Note: Files are case sensitive and must not have any spaces.
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Glossary of HTML tags:

<b>BOLD</b>
<i>italic</i>
<u>underline</u>
<br />  - line break
<br /><br /> - paragraph space
<p>paragraph</p>
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