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The process of migrating a site from one host to another varies based on 
system set ups and requirements.  We have attempted to provide a few 
different options, but this is not a comprehensive resource.  It is important to 
plan the migration carefully so that the risk for errors is minimized, and note 
that transferring a domain name can take up to 48 hours. 

 
Locate the website f i les 
There are several ways to acquire the files.  
If you are the designer/developer of the site, 
you may already have them on your local 
hard drive.  If not, obtain a copy of the files 
from the web designer. 
 
Most web host management systems, such 
as cPanel, provide an automated function to 
copy entire accounts from one server to 
another. This tool can be very useful 
because it also moves additional files such 
as statistics and MySQL databases. You can 
also use a website download tool to 
download the entire website from the old 
server, such as httptrack, but this will only 
retrieve publicly-accessible files, not scripts 
or databases. 

 
Install  the website on the new host 
Before transferring the domain name, install 
the website files on the new server. Testing 
the site thoroughly to make sure your site is 
fully functional will make for a smoother 
transition for end-users. 
 
To set up the site on the new server: 

1. Set up the new server to be the host 
for the domain. 

2. Upload the files to the new server, or 
copy them directly from the old 
server. 

3. Make any changes and update 
settings to the new site as required. 
For example, you may need to set 
chmod permissions, enable 
password protection, check CGI/PHP 
versions, etc. 

4. Setup any related services such as 
email. Note that any email aliases 
and accounts will need to be 
transferred as well. 

 
Test the new website 
Browse the new website and ensure all the 
pages and links are working properly. Since 
the domain has not been transferred yet, 
visiting the URL may be challenging. Here 
are two ways to do this: 
 

1. In many Linux server configurations 
you will be able to browse to the site 
using a URL such as http://new-
server.com/~username/. If the site 
uses standard HTML pages and 
avoids root-relative links, this should 
be sufficient for testing.  

2. The preferred method is to set the 
DNS (Domain Name Server) config 
file on your desktop computer to 
point to the new server. The domain 
will behave as if it's already been 
transferred, and is a more reliable. 

3. When you are confident that all files 
are working on the new server, move 
to the next step. 

 
Shut down the old website 
If you have any interactive or database-
driven content, for example a forum, 
chatroom, or shopping cart, then you may 
have an issue with redundant data 
collection.  Remember that once you initiate 
the domain transfer (in the next step), there 
will be a delay of up to 48 hours during 
which end users will see either version of 
the website. Some users will see the site on 
the old server and some will see it on the 
new server, which creates the potential for 



Moving A Website 
- 2 - 

 
new data being added to databases on both 
servers simultaneously. 
 
To prevent this from happening, disable any 
affected features on the site before you 
transfer the domain. For example, most 
forum software has an option to prevent any 
new posts being submitted. You might like to 
post a message on the old site saying 
something like "We are currently moving 
servers. Please visit again in a few hours 
and reload this page if necessary". 
 
Once the old databases have been made 
read-only, consider transferring them to the 
new server to ensure you have the most 
current version possible. On the new server 
you would need to enable anything you have 
disabled. 
 
Initiate the domain transfer. This can 
happen quite quickly, however some ISPs 
may be slower to adopt the change. Wait at 
least 48 hours before deleting the old site. 
 
If you changed your local DNS settings for 
testing, remove the test setting. 
 
Finally, once the domain transfer is 
complete, test everything again on the new 
server.  
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Taking down an old site 
Below are step by step instructions on how 
to take down an old website.  If your district 
or group does not have experience with this, 
consider hiring a professional to help with 
this to ensure so your website is taken down 
correctly and files don’t get lost. 
 
Prior to cancellation:  
 

1. Download full website files from 
server (ie. public_html, root, www.) 

2. For security purposes, delete all files 
from server. 

3. Call web hosting company to cancel 
renewal. 
Suggestion: request confirmation 
email or document ticket or 
reference number for officially 
terminating/ending renewal from 
billing department to avoid demand 
for payment or company requests for 
renewal for next billing cycle. Web 
hosting companies usually require 
30-days’ notice to officially cancel a 
renewal.  

 
Call  your sponsor 
This can be a time consuming, frustrating 
and stressful process. Keep you sponsor's 
telephone number close by and plan your 
next meeting. Good Luck!! 
 


