
Guide to using the xxx@hcs website
I. Introduction

This is meant to be an overview of how to update all website and manage the technology resources available to xxx@hcs.harvard.edu. (Replace “xxx” with the name of your program’s hcs username). Please make sure that this guide is e-mailed to the next point person responsible for technology of the group. Harvard Computing Society (HCS) has given us an account with them. The advantages to this are that they maintain a lot of the technical aspects and we only have to worry about the content side of things. If you do have any questions about that stuff, they are really helpful and can be contacted at acctserv@hcs.harvard.edu. 

II. Getting Started: Software 

You need two programs to be able to interact with the hcs account. An FTP application and a Telnet application. An FTP application allows you to upload and download files to the hcs account. A Telnet application allows you to “talk” to the account. Both programs can be downloaded from the FAS computing website (http://downloads.fas.harvard.edu/download). Secure FX and SecureCRT are the popular programs for PC. Terminal and Fugu work on Macs.

III. Getting Started: Accessing the Account

In order to do anything, you need to log into SecureCRT (or Terminal for Macs). There is no permanent password for the HCS account – you MUST login from your own personal FAS account. The previous administrators of the account need to give you permission to access it. (See “What to do if the outgoing directors graduated and didn’t transition you” and “Account Access”) 

Open SecureCRT, and it should look something like this: 
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Click on “fas.harvard.edu.” If there isn’t one, you’ll have to set it up. Click on the button with the thunderbolt and under “hostname”, type “fas.harvard.edu”. Make sure “Save session” is clicked so it saves this option for you. It should look like this: 
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Click on “Connect”. You will be prompted for FAS username and password. If successful,  you should have something similar to this: 

You have 21 unread messages, 6 read messages.

fas% 

At the fas% prompt, type the following statement and press enter. It SHOULD NOT ask you for a password. If it does, then you do not have access and will have to get in another way (See “What to do if the outgoing directors graduated and didn’t transition you”)

ssh xxx@hcs.harvard.edu 

You should get something that says something like this: 

You have new mail.

xxx@hera:~$

Congratulations! You have logged in! 

IV. E-mail. 

a. Checking E-mail
Log into the hcs account. At the xxx@hera prompt, type: 

pine

Follow the directions on the screen for how to use pine. Pine is an old school e-mail client that everyone at Harvard used to use… It has many advantages but they are being quickly overshadowed by Gmail. Pine is useful for its simplicity and ease of use. With that said…

b. Forwarding HCS e-mail to another e-mail client or username

Log into the hcs account. At the xxx@hera prompt, type: 

pico .procmailrc 

“Pico” means edit. You are actually editing a file that has the instructions on what the computer should do every time it receives an e-mail. This file actually handles mail forwarding AND spam catching. The file should look something like this (but don’t be intimidated!)

;# Don't forward bounces of forwards.  Mail loops are bad.

:0:

* ^Subject: Undelivered Mail Returned to Sender

* B ?? http://www.spamhaus.org/query/bl\

      |angelico.razon@gmail.com

/dev/null

# Catch some spam.

:0fw

* < 256000

| spamassassin

:0:

* ^X-Spam-Status: Yes

mail/spam

# Forward copies of mail.

:0c

! angelico.razon@gmail.com, az.amelia@gmail.com
# Deliver to the inbox, too (just by getting to the end.)

You’ll need to edit the red, bold part (it won’t look that way in the file so watch out for it!). Simply put a comma between each e-mail that you want it to be forwarded it. WARNING: DO NOT LEAVE A COMMA AFTER THE LAST E-MAIL – IT WILL CAUSE A REALLY BAD LOOP AND WILL FLOOD YOUR INBOX. You can have e-mail forwarded to a program Gmail account, personal Gmail accounts, or personal FAS accounts.  Make your edits and type Ctrl+X to accept the changes (follow the directions at the bottom of the screen). 
V. Account Access
Log into the hcs account. At the hera prompt, type:

access
Follow the directions to add or remove people from the account. This is NOT e-mail forwarding, simply a way to give people login privileges so they can do the fancy behind the scenes technology stuff.  
VI. Website

This section is written assuming that I (Angelico Razon, Kirkland ’08) wrote the main parts of your website. I tried setting it up so that it would be easy for people to edit without necessarily having a lot of experience with this kind of thing, at least, until someone was willing to do a major overhaul of the account. 

A. Minor Edits

If you just want to fix some text on the website, this is the easiest fastest way of doing it. Uploading pictures or updating documents requires a major edit (see below). First, you need to know the name of the page that you need to edit. To figure this out, visit the page you want to edit. Check the url for the page. For example, in the page address after “/index.php?page=members”, the name of the page is “members”. To edit that page, you would type at the hera prompt: 

pico web/members
You’ll be brought to the file and can edit it. To accept changes, type Ctrl+X and follow directions. Other useful commands for the website are: 

pico web/index.php (to change the layout)

pico web/calendar

pico web/about

B. Major Edits

Doing major edits such as uploading graphics and pdfs or adding applications requires using Secure FX (see Getting Started: Software). First log into hcs account from your fas account. In order to log into the FTP application, you need to set up a temporary password. To do this, type the following at the hera prompt: 

sftppasswd

Pick an easy password to remember – like “pbha.” It’s okay if it’s easy to guess. The password gets reset everyday at 4 am. You’ll be asked to type it twice to confirm. If you mess up, that’s okay – just try again.  

When it says password was updated successfully, open the Secure FX application (Fugu on Macs). It should look something like this: 
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 You may or may not have “hcs.harvard.edu” pre-installed on your version. If you do, just click on it and type in the username (“xxx”) and password (the one you JUST picked). If you don’t click on the thunderbolt icon and type “hcs.harvard.edu” under “hostname”. Make sure “SFTP” is selected under protocol. Username and password will be asked. If successful, your window should look something like this: 
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All the web page files will be under the “web” folder. You can download files, edit them on your computer, and upload them back onto the space to replace them. You can do this by dragging and dropping the icons and editing the files in notepad or frontpage. TIP: In some versions, if you drop the file back into the web folder, the new file will replace the HIGHLIGHTED file, NOT the file with its same file. Be very careful that no file is selected if you drop something in the folder. This only applies to some versions of the program. 

All pdf documents are located under the “documents” subfolder. You can upload, download, and delete files. You can provide links either in webpages or e-mails so people can see them. To find out what the link to the file is, right click the file you want a link for, then click “Copy URL”. You can then paste the address wherever you want. 

Simply putting a file in this folder will not make it accessible to the public. You must adjust the security options. To do this, right click on the file(s) that you want to make public and then click “Properties”. Under “attributes”, set the value to “755”. 
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You might find other files in some of these other folders.  Feel free to explore. Some of those files are from even before my time and I don’t know what all of them are. 

TROUBLESHOOTING

The outgoing leaders graduated and didn’t transition me! 
Shame on them. Call them and yell or cry. E-mail me (angelico.razon@post.harvard.edu) so I can yell at them, too. Then, e-mail acctserv@hcs.harvard.edu and explain that you are the current leadership or technology coordinator and was never added to the account’s access and your outgoing people didn’t add you. Now you know how it feels that you didn’t get added – make sure to add your current co-directors and add the new co-directors when it’s time for YOU to leave. 
It’s asking me the file type when I download or upload the file– what do I do? 

Select “non-text”.
I still don’t get it

E-mail me at angelico.razon@post.harvard.edu. Don’t worry – I don’t bite. 

SOME COMMON FORMATTING HTML CODES

<b> </b> - bold 

<i> </i> - italicize

<u> </u>  - underline 

<center> </center> - center alignment

<br />  - equivalent to hitting the enter/return key

<p> starts a new paragraph 

<img src=filename.jpg height=### > - embeds an image into the paragraph text

<a href=”http://website.com”>Link Name</a> - hyperlink 

<h1> </h1> - big  header (makes it a larger font and bold) 
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