1. Open the  pixfhs / bygraduationyear.html   file.  The title is “BY GRADUATION YEAR”.
2. Add the number of lines to the bottom after counting the number of graduates from the typed roster.  Save the bygraduationyear.html file. Leave the file open.
a. Type in the names of graduates in the bygraduationyear.html file.  The first typed name is bold and is in either red or blue font.  Save bygraduationyear.html file.

b. Open the captionbygraduationyear.html file, and revise the “posting status” portion of the header.   Save the file.  Copy and paste the entire header into bygraduationyear.html file.  (The first table row is already OK).  Save the bygraduationyear.html file.

c. Save a back-up to the bygraduationyear.html file as
bygraduationyearbak.html.
3. Save the bygraduationyearbak.html file as bycumulativeyears.html file.  Leave the file open and continue to the next step.

4. Change the TITLE, not the name, of bycumulativeyears.html, to “ALL YEARS COMBINED”.  Leave the file open.
5. Open the captionbycumulativeyears.html file.  Update “As of ____, ____” and 19xx – 19xx inclusive and Save.  Then:

(1) Copy and paste the text rows to the top of the open bycumulativeyears.html file;

(2) Copy and paste the first table row, i.e., Year, LAST, First, into the first table row of bycumulativeyears.html file.

Close the captionbycumulativeyears.html file. 

6. Sort the bycumulativeyears.html file. Use “COMMANDS, SORT TABLE.”  Sort first by Column 2 (LAST NAME), Alphabetically, Ascending; then second, by Column 3 (FIRST NAME), Alphabetically, Ascending.  Save the bycumulativeyears.html file.
7. Save a back-up to the bycumulativeyears.html file as bycumulativeyearsbak.html.  YOU ARE FINISHED WITH THE HTML FILES.  (Paragraph 8 beginning on next page is the Ipswitch file transfer portion.)
8. Using Ipswitch, transfer two files from the folder “pixfhs”:
a. “by cumulative years.html”, and,


b. “by graduationyear.html”.


9.  Check your work from www.ojlubke.com


10. You are finished.
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