GD241 Web Page Design
Web Sites Project Guidelines, 5-Page and 10-Page
Professor Fisher
Design & Content Style Guidelines
1. Insert tables to create a layout for your site or use CSS2 to define the site layout.
2. Use headings (for page titles) and sub-headings (for paragraphs). Page headings can be longer and more specific to the page content than the link name. Sub-headings should summarize the main idea in the paragraph.

3. Use the <H> tag to define headings and sub-headings in your style sheet (search engines give more weight to these when indexing sites). 

4. Capitalize all key words in headings and sub-headings. For example: City Fire District Employment Opportunities, not: City Fire District employment opportunities.

5. Keep paragraphs short—in general, no more than three sentences per paragraph.

6. Use bullets for lists of information.

7. Be direct and clear in your language. Personalize text whenever possible. For example: Contact Becky Smith at bsmith@cityfire.org.  We will be glad to answer your questions. Not: Contact the City Fire District PR Director for more information. 

8. Put the most important content above the fold (the area of the screen visible without having to scroll down the page).
9. Use bold for headings, sub-headings and to indicate publications (books, etc.).
10. Do not underline text for emphasis. Underlines are reserved for links.
11. Do not italicize blocks of text. Italicized text is difficult to read on the screen.

12. Do not use ALL CAPS for page content. Using all caps is considered shouting online.

13. Do not use colored text for emphasis. Text (except for links) needs to be black for legibility and printing purposes. 

14. Use bold sparingly on a page to add emphasis. Only bold key words—not the entire paragraph.

15. Left align all text including headings and sub-headings.
16. Have the font size and style for the page content and page titles consistent throughout the site.

17. Check the spelling and grammar for all text on your site. 
Graphics & Animation Guidelines

1. Use graphics related to the page content and have the images optimized for the Web (72dpi). 
2. Add a border of "1" to images on the site when placed within page content.
3. Use ALT tags for all graphics (including buttons) on the site. ALT tags should have relevant keyword text such as “Your Best Travel Company trip to the Parthenon” rather than “The Parthenon in Athens.”
4. Limit the use of animation on your site. Have it loop two or three times and then stop.

5. If you use sound, have a way for the user to turn it off, if desired.
6. Make the logo in the header a link to the home page of the site.

SEO/Usability Guidelines
1. Adding in-page links between pages is important for Search Engine Optimization (SEO). 
2. Make all e-mail links on the site functional.

3. A site map is a highly useful feature for SEO focused clients.
4. Use keywords and logical names for pages.  Don’t use abtus1.htm, use aboutus.htm
5. Limit the use of all Flash sites and splash pages. These are difficult for search engines to index. Instead, use Flash animations within the site as visual elements and for navigation, if desired by your audience.
6. Add persistent navigation links at the bottom of all pages in the footer. Make the text a smaller font size (same size as copyright information) than the body copy.

File Guidelines

1. Don’t use upper case for file names.
2. Eliminate spaces in filenames or use an underline between words.
3. Have documents, files, links to external sites and larger versions of graphics open in a new window (_blank). Indicate if the link is to a pdf, jpg, doc, etc. in parenthesis next to the link. 
4. Avoid using “Click here” and instead make the link descriptive. For example: View the list of City staff for 2006. (doc, Sep 2006).

