SPOTS website protocol – spots.wustl.edu 
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Citrix Log In:

1. Go to http://access.wustl.edu
2. Enter your medpriv user name and password

3. Select medpriv for the domain 

4. Deselect the reconnect option

5. Click login 

6. Select the Adobe Dreamweaver link 

(You will probably need to speak to someone at the help desk in order to get access to Dreamweaver on your Citrix page.) 

Dreamweaver:

1. Select site from the top menu

2. Select manage site

3. Remote info:


access: FTP


FTP host: medsites.wustl.edu


Host directory: /home/spots/


Login: spots


Password: 


Use: secure FTP

4. You will see the site files in the right hand column

To add a new page:

1. Select File -> New 

2. Select the type of page you want to create

3. Select HTML

To edit existing pages:

1. Double click on the page you want to edit on the right side menu

2. You can type directly on the page as you would in a word document

To add graphic files, pdfs, word documents or any other files:

1. Retrieve or save the file in the SPOTS local folder “students on doctrina” – (Z:)  

2. Files in this folder will appear in your local view in Dreamweaver


To add an image:


1. Place your cursor where you want the image on the page


2. Select from the top menu: Insert -> image 


3. This will open a dialog box to select the image file 


4. Once the graphic is on the document, select the image and a dialog box will 

open at the bottom of the page. This will allow you to align, size, and set the alt tag

To create a link from text or objects to another website or document:

1. Highlight the text or object

2. To hyperlink to a website, use the box at the right bottom of the page and fill in the web address you want to link to

3. To link to a document saved on the local file, use the circle icon (just to the 

right of the link box) and drag and point to the document on the right file list

4. To link to another page on the site, use the folder icon (also to the right of the link box)

To preview in a browser – push F12

Be sure to save as HTML

To put the file to the server (make it “live”):

1. Right select the file(s)

2. Select “put” from the drop-down menu

3. A pop up asking if you want to put dependent files will appear. Select No.

4. You will need to put every file you use, including the graphic files 

If you have any questions, the help desk is available on the 6th floor of the library or by telephone at 314-362-7798. 

