
 

Using Fetch for SFTP 
Before opening Fetch: If you are creating a new web page or if you are editing a page and have  
saved a new version, you should make sure you have the files you need to publish organized in a  
folder you can easily access. You will need to access these files as you work in Fetch.  

1. Configure SFTP 

After you have installed or upgraded Fetch 5 from the Mac server, you will need to open a connection to  
the server for publishing. The following dialog box should appear when you open Fetch, but you can also  
access it by going to File, New Connection.  

 



The first time you use Fetch you will have to enter the following information:  

Enter the Hostname: publish.holycross.edu

Enter your Username: This is your Network username

Enter your Password: This is your Network password 

Hit the “Connect” button. 

After you connect to the server, the Fetch window will be displayed. This is the window you will use to access your  
published files,  
to save files to your hard drive and to publish new files.  

See Section 8: Creating Shortcuts for additional information 

2. The Fetch Window 

http://www.holycross.edu/web/fetchftp.htm#shortcuts#shortcuts


 



Click the Path icon to navigate to the appropriate folders for your websites.  

The window title bar tells you where you are on the server (directory) – you will need to navigate to your web folders. (See 
 Section 3: Finding your web folders.)  

Use the “Get” button to download files from your web folders on the server. Use the “Put” button to upload your files to the server. 
("Publish” your files!)  

At the bottom of the window you will see the status of your connection and you will see (briefly) which file is being transferred.  

When you first use Fetch you will have to navigate to your folders. After you have used Fetch, you can set up a “shortcut” which will take 
you directly to your web files next time you connect to the server.  

3. Finding your web folders

When you receive you web account, you are assigned server space on one of four main web servers. These servers correspond to the 
following directories: 

www.holycross.edu docs-www

intranet.holycross.edu docs-intranet

college.holycross.edu docs-college

stage.holycross.edu docs-stage

Typically, when publishing college-related documents the path that you will publish to will follow one of a few basic conventions -  

1.  If you are publishing to your departmental web site: 
/web/server-name/departments/department_name/website/  
Ex. /web/docs-www/departments/physics/website/  

2.  If you are publishing to your course website:  
/web/server-name/departments/department_name/username/  
Ex. /web/docs-www/departments/physics/tsmith/ or  
/web/docs-intranet/departments/physics/tsmith/

http://www.holycross.edu/web/fetchftp.htm#folders#folders


3.  If you are publishing to your professional website -  
/web/server-name/users/group_name/username/ 
Ex. /web/docs-college/users/faculty/tsmith/  

First, you will need to use the Path icon to select the folder “/” only. 

On the left locate the folder labeled “web”. Double click on that folder to open it. Within the Web folder you need to open the appropriate 
folder for your site - “docs-www, docs-intranet or docs-college.” 

 

 
Then open the folder labeled “departments.” 

At this point you will navigate to your own department folder, for example, “biology” and then to your personal folder,usually labeled with 
your network username. If you are working on a departmental website then you will probably need to go to the “website” folder under 
your department folder. 



 



The top of the Fetch window will indicate the current working folder. Under your folder you should see html files, jpegs, gifs or any other 
items you have published to your website. 

4. Getting Files 

Once you have located your web files you will probably want to see what your files actually look like in a browser or on the web. 
You can easily download any of these files by double clicking on the file name in the Fetch window or by highlighting the file and 
then clicking “Get.”  

When you “Get files” they are downloaded directly to a location on your computer. The default location is your desktop, but you can 
specify a location in the download preferences.  

Once the files are on your desktop you can just double click the file and it will open in your default browser, usually Safari. You can then 
edit it for publishing later.  

Changing the Download Preferences  

Under the Fetch Menu, choose Preferences. Click on the Download tab. 



  
The Default download mode can remain at Automatic.  

You can choose a download folder by using the drop-down menu next to “Save Downloaded files to:”  

When you have edited your web pages, images, etc. and have saved them to a folder, you can then transfer your files to the web for 
publishing using the “Put Files” command.  

5. Putting Files on the Server (Publishing) 

In the Fetch window, you need to make sure you are in the correct directory (folder) before you transfer files. Any files you select 
for “putting” will automatically be put in the currently open folder (shown in the Fetch window title bar). 

In Fetch, click on the “Put Files” button. You will then see a dialog box, which will let you choose the files for publishing. 
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