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Introduction 
Welcome to Allstream Small Business.  We wrote this document to help our customers get the 
most out of their telecommunications services.  While we do have excellent people available to 
provide technical support, we have designed our system to enable our customers to control their 
own systems easily and effectively. 
 

Web Hosting 

Logging into the Web Hosting Administration Site 
To access the Allstream Small Business web hosting administration portal to manage your 
website go to the Allstream Small Business website and click on the My Accounts link to log into 
your administration portal. http://www.allstream.com/smallbusiness/ 
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Click on the Login  link in the Web Hosting section. 
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Enter your username and password. Enter your domain name in the username field and your 
default password which was provided by Allstream Small Business. Click Login  to proceed. 
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Copying Files to Allstream Small Business Web Serve rs 
Copying files to a web server is, arguably, the most fundamental task of managing a website.  
Files contain the data and define the format of your website. 

The following are the steps required to copy a file to your website. 

If you are not already logged into the Allstream Small Business website administration portal, log 
on now (see Logging into the Web Hosting Administration Site on page 3). 

 

After logging into the website administration portal, click on the Web site Management  tab and 
choose File Manager  tab. 
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Typically, you will transfer the files into the “public” directory.  By default, when you first enter the 
File Manager, it will be in the root directory, so you need to change directories.   

Click on the <DIR> public  item in the Source Dir  list.   

 

Click the ChDir  button to change directories to the selected directory. 
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You can copy a file to the website; by finding the file and uploading it.  At the bottom of the File 
Manager panel, click the Browse  button. 

 

A “Choose File” dialog will pop up.  Find the directory that contains the file you want to upload, 
select the file(s) you want to upload and click the Open button. 
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Clicking the Open button does not upload the file .  It puts the full file specification (drive letter, 
path, file name, and file extension) in the text box to the left of the Browse button.   

To upload the file to the web server, click on the Upload  button. 
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Once the file(s) are uploaded, the file name with “successfully uploaded” will appear in the 
message box.   

The file will also be listed in the Source Dir list box. 
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Transferring an Existing Website to Allstream Small  Business 
Webservers 

Background 
Domain names serve two very useful purposes.  First, they are much easier to remember than 
network addresses (e.g. www.google.ca vs. 72.14.205.99).  Second, domain names are virtual 
while network addresses are real and, more important, are tied to the host.  That means that if 
you move your website from one hosting company to another, your network address will change 
but your domain name can move with your website. 

Now, keep in mind that you cannot get data (i.e. a web page) from a virtual location – you need to 
go to a real network address.  How does your browser take a virtual address (i.e. www.google.ca) 
and get to a real server on the network? 

When you hit “Enter” after typing www.google.ca into the address bar on your browser, the 
browser sends a message to a domain name server (essentially a database on the network) 
asking for the real network address associated with www.google.ca.  The domain name server 
looks up www.google.ca in its database, gets the real network address, and sends it back to your 
browser, which then sends a request to that address for a web page (all of which typically takes 
less than one second and all occurs without your intervention). 

The number of domain name servers is vast and they are arranged, more or less, in a 
hierarchical manner.  Updates to the database are sent initially to the top level servers and 
propagate from the top level servers down the hierarchy to the servers at lower levels.  Changes 
are pulled by the lower level servers.  So periodically a server will send a message to its superior 
asking for updates to the database.   

Because updates are pulled, and because there are so many servers, you cannot know for 
certain when an update has made it to every server.  Best estimates currently are that updates 
should be complete with 72 hours, although some experts estimate 120 hours are required. 

Two Approaches 
There are two ways in which you can transfer an existing website from one Host to another; the 
straightforward approach and the parallel approach. The primary difference between the 
approaches is that the straightforward approach guarantees that the web site will be completely 
off-line for a short while (and up to 3 days for some users) while the parallel approach aims to 
minimize (and possibly eliminate) the outage.  For businesses that can afford website down-time, 
the straightforward approach is the better choice.  For a business who cannot afford downtime, 
the parallel approach is a better option. 

Straightforward Approach  
The key steps to the straightforward approach are: 

1. Make a copy of your existing website. 

The copy must contain all of the following information: 

1. All files used to produce the website 

2. Any databases used to produce the website 

3. Any graphics (pictures, drawings, etc) contained within the web site 
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4. Any configuration information relating to the website. 

5. Anything else that is used by your website. 

2. Create an account on Allstream Small Business web servers.  Note:  This is done by 
Allstream Small Business for you. 

3. Request a Domain name transfer to the new Host. For instructions on how to transfer your 
Domain name to Allstream Small Business, please refer to the Domain Name Registrations 
and Transfers  document found on the Allstream Small Business website at 
http://www.allstream.com/smallbusiness/help-tools/. 

4. Install the copy of the website onto the Allstream Small Business Small Business web server. 
Refer to section Copying Files to Allstream Small Business Web Serve rs  earlier in this 
document for detailed instructions on how to do so. 

5. Thoroughly test the copy of the web site on the new host. 

Note: The copy should work perfectly immediately after installation. However, if the copy of 
your website does not work, they you need to check that you have copied all of the files, 
databases, graphics, and configuration from the original website properly. If your website is 
really complex, there is more a possibility that you may have missed copying a link, file, 
graphic, etc. so it is very important that you test every link on all of the internet pages on your 
website.  

6. Terminate the account on the old Host web servers. 

Parallel Approach 
For businesses that cannot afford website downtime, transferring a website can present a 
dilemma.  If the website is running at the old host during propagation of the web site’s new host 
address to the domain name servers, as propagation proceeds, fewer and fewer web surfers will 
be able to get to the old web site.  On the other hand, if the website is moved to the new host 
prior to the propagation of the web site’s new host address, until propagation begins, no one can 
get to the site and until propagation is complete, some web surfers will be unable to get to the 
site.  Either way, some users of the website will experience an outage.   

The fundamental idea behind the parallel approach is to have exact copies of the web site 
running in “parallel” on the old host and the new host while the host address of the website is 
propagated from the old host to the new host.  Before propagation starts, the web site runs on the 
old host, as always.  The copy runs on the new host, but no domain name server directs anyone 
there.  Once propagation starts, an increasing number of domain name servers direct users to the 
new host rather than the old host.  By the end of propagation, all domain name servers are 
directing users to the new host, so no one is using the old host.   

The following diagram shows the change in work load, old server versus new server, as 
propagation progresses, using the parallel approach. 
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The key steps to the parallel approach are: 

1. Make a copy of the existing website. 

The copy must contain all of the following information: 

·  All files used to produce the website 

·  Any databases used to produce the website 

·  Any graphics (pictures, drawings, etc) contained within the web site 

·  Any configuration information relating to the website. 

2. Create an account on Allstream Small Business web servers without transferring the Domain 
name.  Note: that this step is done by Allstream Small Business for you. 

3. Install the copy of the website onto the Allstream Small Business web server. Refer to section 
Copying Files to Allstream Small Business Web Serve rs earlier in this document for 
detailed instructions on how to do so. 

Note: The original website is still operating on the old Host and that there should be no traffic 
coming to the new Host at this time. 

4. Thoroughly test the copy of the website on the Allstream Small Business web server. 

Note: The copy should work immediately after installation. If the copy of your website does 
not work, you need to check that you have copied all of the files, databases, graphics, and 
configuration from the original website properly. If your website is complex, there is more of a 
possibility that you may have missed copying a link, file, graphic, etc. As such, it is very 
important that you test every link on your website to ensure all information has been loaded 
properly.  

5. Request a Domain name transfer to the new Host. For instructions on how to transfer your 
Domain name to Allstream Small Business, please refer to the Domain Name Registrations 
and Transfers  document in the Support  section on the Allstream Small Business website. 

Note: When the transfer request is made, there are two live copies of the website in 
existence, one on the old Host and one on the new Host.  At the start of the transfer, the old 
host receives 100% of the web site traffic while the new Host receives no traffic.  The transfer 
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will take about 3 days to complete.  As the transfer progresses, the new Host will receive an 
increasing portion of the traffic.  By the end of the transfer, the new Host will receive 100% of 
the web site traffic while the old Host will receive no traffic. 

6. After the domain name transfer completes, terminate the account on the old Host. 
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Appendices  

Appendix 1 – Glossary 

Domain Name (DN) 
The term “Domain Name” has several uses.  For the purposes of this document, we will focus on 
one meaning.  A domain name is used to define hosting, be it for web sites or email or what have 
you.  An example of a domain name would be “allstream.com”.  The corresponding web site 
would be www.allstream.com. 

Top Level Domain (TLD) 
A top level domain terminates every domain name.  Top level domains consist of either one of a 
small number of unique values, such as “.com” or “.org”, or one of a list of two-character regional 
identifiers such as “.ca” or “.us”. 

Appendix 2 – Technical Support 
For further support, please call the Allstream Small Business tech support line at 1-877-663-2791 
 


