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[bookmark: _Toc228164138][bookmark: _Toc230767234]How to Access the CMS
[bookmark: _Toc228164139]Step 1
Go to your website and click the lock icon at the top right OR go to http://s013.panelboxmanager.com/~unfpa04/cms.

[bookmark: _Toc228164140]Step 2
Enter the username and password provided to you by the HQ Web/Multimedia Team.

IMPORTANT NOTE: Your login credentials may differ from those you use to access e-mail or the UNFPA Intranet.
 (
CMS User Guide | How to Access the CMS
2009
)
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[bookmark: _Toc228164141][bookmark: _Toc230767235]Multi-lingual support
Please specify your desired language at the time of setup by the HQ Web Team administrator. The CMS currently supports sites built in English, French, Spanish and Portuguese. You may change the language any time, but it must be performed by the administrator. We may also request your assistance in providing translations for some site elements as the system continues to expand.
It is important to note that your website may be built in ONE of the supported languages only. However, although your web site’s architecture (section headings, menu items, navigation, etc.) may only be in a single language, it is still possible to enter content in two languages on the same page. For example, if your site is in English, you may still include some paragraphs in French within the body of the page. 
Please contact the Web/Multimedia Team if you need any clarification. In general, we do not recommend that you use the CMS if your intention is to maintain a fully multi-lingual site.

 (
CMS User Guide | Multi-lingual Support
2009
)

[bookmark: _Toc228164142][bookmark: _Toc230767236]Pre-defined content sections
[bookmark: _Toc230767237]An overview of what’s available
At first, your web site is an empty slate. You must log-in to see all the available sections in which you may add content. Step-by-step instructions are provided in this manual for each of the following: 
	Map and Country Office contact information box
Overview of UNFPA’s work in the country
News
Statistics
Country Programme documents
UNDAFs
Local Partners

	Major Donors / Funders
Related Resources
Current Vacancies
Events
Publications
Documents
Highlights – (promotional space for graphic banners/links)




 (
CMS User Guide | Pre-defined content sections
2009
)

[bookmark: _Toc228164143][bookmark: _Toc230767238]Map & office contact information box
Please be sure to keep your office contact information (address, telephone numbers, working hours and e-mail address) up-to-date at all times. The map may be changed by the HQ administrator.
[bookmark: _Toc228164144]Step 1
Click the Configuration button in the top menu.

 (
CMS User Guide | Pre-defined content sections
2009
)
[bookmark: _Toc228164145]
Step 2
Update the form as necessary.  The available fields are described below:
Title: The title is used in the main navigational bar in the first position. It links to the homepage of your site. The title is also displayed at the top of the web browser window and on the browser tab.

E-mail: Enter the e-mail address of the webmaster.
Regional Portal: Enter the URL of the corresponding regional web site for your country. ex. http://www.unfpa.org/africa
How many news on homepage?: Allows you to set how many news headlines will be displayed on your homepage. 
Mailing Address: The mailing address for the Country Office
Street Address: The street address of the Country Office
Office E-mail: A general e-mail address which site visitors may use to get in touch with your office
Office Hours: Open and closing times of your office.

[bookmark: _Toc228164146][bookmark: _Toc230767239]Overview of UNFPA's work in the country
[bookmark: _Toc228164147]Ever Country Office website should contain a clear, concise, one-page overview of the country's particular challenges and how UNFPA’s response.
The first paragraph of the Overview is displayed on your homepage at the very top. A ‘more’ link takes the site visitor to the full-page overview.
Step 1
Log-in to your homepage and click the EDIT button underneath the site Title.

[bookmark: _Toc228164148]

Step 2
Fill out the form. The available fields are described below:
Title: Enter a page title. In this case, you  may wish to enter "Overview" or "Programme Overview".
Image Home: Click Browse to select and upload an image to be displayed alongside the introductory paragraph on your homepage. Note: There is a filesize limit of 4 MB. If your image is larger, use an image editing program to reduce it. 
Image Subtitle: Entering a subtitle for your photo is a good idea because it puts the image in context for your site visitors. Keep it short and to the point.
Image Credits: Make sure you give credit to the photographer. Even if you took the photo yourself, it may help someone in the future if they are looking for the original source photo.
Date: Every page has a date. This will help you in deciding what needs updating whenever you review the pages of your web site. The default entry is today's date, but you can change the date if you wish.
Intro text: The intro text is the text that goes on the homepage. The "read more" link will be created automatically for you.
Full text: 
Meta Keywords: Metadata (meta data, or sometimes metainformation) is "data about data". Keywords entered here will not be visible anywhere on the page by site visitors, but search engines may use the information to determine relevancy, for example, when returning search results.
Meta Description: The same concept applies to this field. Enter a sentence or two describing the contents of the page. It will not be seen on the page itself, but it will be visible in search results to help the site visitor decide if the page matches what they are looking for.
[bookmark: _Toc228164149]

Step 3
Once you have submitted the form, you will be returned to the homepage. Notice how the intro text has appeared at the top of the page, along with the photo. Click on "read more."

[bookmark: _Toc228164150]Step 4
Click the logout link to see your page as visitors will see it. (Notice how the first paragraph's font is a different size and color. This style is applied automatically.) 

[bookmark: _Toc228164151][bookmark: _Toc230767240]Country Programme documents
[bookmark: _Toc228164152]Step 1
Under Country Programmes, click the ADD button.

[bookmark: _Toc228164153]

Step 2
Fill out the form. The available fields are explained below:
Title: Enter the title of the document. For example, for the fourth Country Programme for Colombia, you would endter DP/FPA/COL/4. 
Description: A description is optional.
Start, End: Enter the start and end years of the Country Programme. For example, 2003 - 2007.
Upload document fields (PDF in English, Doc in English, PDF in French, etc.): Upload documents by clicking the BROWSE button and selecting the appropriate file from your computer. You must upload at least one version of the document, but the rest are optional.

[bookmark: _Toc228162308][bookmark: _Toc228164154]Step 3
When you are finished filling out the form, click SEND. Your documents will be uploaded and the form will become blank again, so you may upload additional country programmes if you would like. Otherwise, click on your homepage to see the results. 
You should see your new document. If you have made a mistake, you can click the EDIT or DELETE button next to it.


[bookmark: _Toc228164155][bookmark: _Toc230767241]Related Resources
This section can be used to feature useful links to resources on other websites.
[bookmark: _Toc228164156]Step 1
Under Related Resources, click the ADD button.

[bookmark: _Toc228164157]

Step 2
Fill out the form. Be sure to enter the full URL for the resource, including the http://. For example, to create a link to the World Bank's Colombia profile, enter http://www.worldbank.org/colombia in the Link field.
When you finish, click the SEND button. The link will be submitted and the form will be cleared so that you can enter additional resources, if you desire. 

When you have finished entering links, click the UNFPA logo to return to the homepage and view your changes. If necessary, correct any mistakes by clicking on EDIT or DELETE.


[bookmark: _Toc228164159][bookmark: _Toc230767242]Events
[bookmark: _Toc228164160]Step 1
Under Events, click the ADD button.

[bookmark: _Toc228164161]Step 2
Fill out the form. When you are finished, click the SEND button. The event will be submitted and the form will be cleared so that you may enter additional events if you desire.

[bookmark: _Toc228164162]Step 3
When you're finished entering events, click the UNFPA logo to return to the homepage and check your work. If you  have made a mistake, click the EDIT or DELETE button next to the event.

The event page should look like this:


[bookmark: _Toc228164163][bookmark: _Toc230767243]Publications
[bookmark: _Toc228164164]Under Publications, there are two options. You may either choose to add your own publication or select a publication published on the UNFPA Global website.
Step 1
In this example, we will demonstrate how to add a publication that is not already available on the UNFPA Global site. 
To get started, click the ADD button under Latest Publications.

[bookmark: _Toc228164165]

Step 2
Fill out the form. When you're finished, click the SEND button. The publication will be submitted and the form will be cleared so that you may enter another publication if you desire. 
When entering the publication title, be sure to capitalize the first letter of each major word. Do not use all-CAPS.
If you need assistance creating an image of your publication cover, please contact the Web Team.




[bookmark: _Toc228164166]Step 3
When finished uploading, click the UNFPA logo to return to the homepage and check your work. If you have made a mistake you can click the EDIT or DELETE buttons next to the publication title.

[bookmark: _Toc228164167]Step 4
Click on the publication title to view its complete page. The published page looks like this:

[bookmark: _Toc228164168][bookmark: _Toc230767244]Publications from the UNFPA Global site
[bookmark: _Toc228164169]Step 1
Under Publications, click the ADD FROM UNFPA.ORG button.

[bookmark: _Toc228164170]Step 2
Select from the drop-down list of the latest 15 publications added to the UNFPA.org. Click SEND.

[bookmark: _Toc228164171]

Step 3
You may now select another publication from the list or click the UNFPA logo to return to the homepage and check your work. If you made a mistake, click the DELETE button next to the publication title.

Otherwise, click the publication title to view its detail page. It will look something like this:

[bookmark: _Toc230767245]Documents
Please refer to the instructions for the Publications section. The process is almost exactly the same.

Note: The Documents section is not automatically included when a new site is created in CMS. Contact the Web Team if you would like this section added to your site.
[bookmark: _Toc228164173][bookmark: _Toc230767246]News
Step 1
Under News, there are two options. In this example, we will add a news article that is not already available on the UNFPA Global site. To get started, click the ADD button.

[bookmark: _Toc228164175]Step 2
Enter a Title and Date for the news article. 

Step 3
Enter some introductory text about the news article. Often you can just use the first paragraph of the article, but it may need some editing. Try to keep the introduction short, about 2-3 sentences maximum. 
It is important to note that the text you enter here will not be displayed on the news article page itself.  It will be used in the News section of your site so visitors will see the article headline, the intro text, followed by a link to read the full article.

Step 4
Enter the full text of the news article. You'll see that when you attempt to paste into the Text Editor, a pop-up window will appear. This is to prevent any formatting from Word being pasted along with your text. In order to maintain consistency in style, it is important that you paste plain text, and format it afterwards in the Text Editor.
Again, please note that the intro text you entered in the previous step will not appear in the article itself, so the first paragraph may be repeated here. In this example, we also have a sub-headline "Sala de Audencias..." that we will format in the next step.

Step 5
Highlight the sub-headline. Then select Heading 2 from the drop-down Paragraph menu.

The sub-headline should appear bold and bigger.

[bookmark: _Toc228164179]

Step 6
Next let's insert a photo. First, position the cursor in front of the paragraph next to which you would like the image to appear. Then, click on the image icon.

A pop-up window appears. To upload a new photo, click the Image URL icon.

Another pop-up appears. Click the BROWSE button to select a file from your local computer.

Select the file and click the UPLOAD button. While the image file uploads you may see a message asking you to wait.
[bookmark: _Toc228164180]Step 7
Enter the metadata for your news article.

[bookmark: _Toc228164181]Step 8
Upload a small image to be displayed alongside the intro text on your site's News page.



[bookmark: _Toc228164182][bookmark: _Toc230767247]Statistics
[bookmark: _Toc228164183]Step 1
Under Statistics, click the EDIT button.

[bookmark: _Toc228164184]Step 2
Enter a URL.

[bookmark: _Toc228164185]Step 3
On the homepage, you should see your new link. Click EDIT if you need to make a change.

[bookmark: _Toc228164186]
[bookmark: _Toc230767248]Current Vacancies
[bookmark: _Toc228164187]Step 1
Under Current Vacancies, click the ADD button.

[bookmark: _Toc228164188]Step 2
Fill out the form. When you're finished, click the SEND button.
Title: The title of the vacant position.
Link: An optional field where you may enter a link to a vacancy announcement on another web site.
Date: The closing date for the vacancy announcement.
File: An optional field where you may upload a Word or PDF document.

[bookmark: _Toc228164189]Step 3
Return to the homepage to check your work. As you can see below, if you entered a link, the date of the announcement will be clickable. If you uploaded a document, it will appear to the right of the title.


[bookmark: _Toc228164190][bookmark: _Toc230767249]Highlights (graphic banners with links)
[bookmark: _Toc228164191]Step 1
Banners can be used to highlight special features, including pages on the UNFPA.org Global site. Start by clicking the ADD button under the Banners section in the right column.

[bookmark: _Toc228164192]Step 2
Fill out the form. When you're finished, click the SEND button.
Title: The title is for reference only and will not be displayed anywhere on the site.
Link: Enter the complete URL to which you would like the banner to link.
Image: Upload the banner image. It should be 188 pixels wide by about 140 pixels high.
Order: If you have more than one banner image, you can arrange the order here.

[bookmark: _Toc228164193]Step 3
Click back to the homepage to check your work.


[bookmark: _Toc228164194][bookmark: _Toc230767250]Photo Galleries
The right photographs can instantly communicate UNFPA's work, values, goals and mission, while giving a global organization a human face. The CMS allows you to create multiple photo galleries on your website, complete with captions and maps to depict where the photos were taken. Before getting started, please take into account the following guidelines.
[bookmark: _Toc228164195][bookmark: _Toc228164196]Follow the UNFPA Styleguide for photo selection criteria
http://www.unfpa.org/styleguide/photography/selection.htm
 
[bookmark: _Toc228164197]Use captions
"A picture is worth a thousand words." Nevertheless, always include a caption alongside each photo; not only are captions informative, they also personalize the people we serve. Make sure to identify persons who figure prominently in the photo. 

[bookmark: _Toc228164198]Crop wisely
Many photos are taken with distracting background images or from such a great distance, that the viewer's eye wanders aimlessly around the photo. It's important to consider what you want the focus of each photo to be and then crop it accordingly.

Credit the photographer
Make sure you have permission from the photographer or from his/her agency to use the photo on your website. Include the credit in the photo caption text. If the photo was taken by a staff member, you may choose whether or not to include his/her name. (Example) Photo: UNFPA/Philippines or Photo: William Ryan/UNFPA.
Step 1

For best results, you must prepare your images before uploading them to CMS. If you do not have access to Photoshop, you may wish to try Pixlr, which is a free on-line photo-editing service: www.pixlr.com/. Here are the recommended settings:

Resolution: 72 dpi. Width: 365 pixels. Height: 230 pixels.
Step 2

On the Photo Gallery page, click ‘Add.’  (Note: If your Photo Gallery is empty, you will only see the Photo Gallery link when logged-in to the CMS.)

Step 2

Fill out the form to create a new empty gallery. 

The ‘Website’ field is optional. It may be useful if you wish to link to the photographer’s own website, or another site that contains more information about the photos on display.

Use the ‘Main’ field to set this gallery to display at the top of the Photo Gallery page.

Be sure to set ‘Published’ to ‘yes’; otherwise it will be hidden from the public.

Use the ‘Photo Gallery Text’ to describe the collection of photos as a whole. You will be able to include individual photo captions in the next steps.



Step 3

Now you may begin uploading images.

Use the ‘Image Caption’ to describe the photo in 1-2 sentences.
Use the ‘Image Text’ to credit the photographer.
Use the map to search for the photo location. Zoom as needed and then click ‘Save position.’

[image: ]


Step 4

You may continue uploading more photos to the gallery, or create a new gallery. See the final result below.


[bookmark: _Toc228164199][bookmark: _Toc230767251]Creating your own content areas
[bookmark: _Toc230767252]Create a new page
In this example you will learn how to create a new page called "Areas of Work" and link to it from the top menu bar (after Development Frameworks).
 

[bookmark: _Toc228164201]Step 1
To get started, log-in and click the New Page button.

[bookmark: _Toc228164202]Step 2
Click the Add button.
[image: https://unfpa.fogbugz.com/default.asp?pg=pgDownload&pgType=pgWikiAttachment&ixAttachment=277&sFileName=newpage3.gif]
[bookmark: _Toc228164203]Step 3
Fill out the form to create your new page. In this example, we are entering 3 paragraphs, the first of which is about Reproductive Health. Click the ADD button when you're finished. A "success" message will be displayed. 
[image: https://unfpa.fogbugz.com/default.asp?pg=pgDownload&pgType=pgWikiAttachment&ixAttachment=276&sFileName=newpage4.jpg]
 (
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[bookmark: _Toc230767253]Add your new page to the top menu
Step 1 
Next, scroll down and copy the URL of your new page. Then, scroll back up and click the Add Menu button at the top of the page.  In this example, the URL is:
http://s013.panelboxmanager.com/~unfpa04/colombia/2008/09/25/109/areas_of_work/
[image: https://unfpa.fogbugz.com/default.asp?pg=pgDownload&pgType=pgWikiAttachment&ixAttachment=153&sFileName=newpage5.gif]
[bookmark: _Toc228164205]Step 2
Enter the title of the new menu button. Then paste your new page's URL into the Link field. In this example, "Areas of Work" will be added to the very end of the navigation bar (in the 5th position), but you may change the order by selecting a different position from the drop-down list. When you're finished, click the SEND button. A success message will be displayed.
[image: https://unfpa.fogbugz.com/default.asp?pg=pgDownload&pgType=pgWikiAttachment&ixAttachment=278&sFileName=newpage6.gif]
[bookmark: _Toc228164206]Step 3
Click the UNFPA logo to return to your homepage. You should now see your new menu button. Click on it to view your new page.
[image: https://unfpa.fogbugz.com/default.asp?pg=pgDownload&pgType=pgWikiAttachment&ixAttachment=155&sFileName=newpage7.gif]

[bookmark: _Toc230767254]Create a sub-menu page
[bookmark: _Toc228164208]In this example you will create a new sub-page called "Reproductive Health", and link to it from the "Areas of Work" page that was created in the previous section of this manual.
Step 1
First, to create the page for Reproductive Health, repeat steps 1 through 3 from the previous example, “Creating a new page”. 
[image: https://unfpa.fogbugz.com/default.asp?pg=pgDownload&pgType=pgWikiAttachment&ixAttachment=274&sFileName=rh.jpg]
After you've fillled out the new page form and clicked SEND, you'll see the success message. 
Then scroll down to copy the URL of your new "Reproductive Health" page.
[image: https://unfpa.fogbugz.com/default.asp?pg=pgDownload&pgType=pgWikiAttachment&ixAttachment=275&sFileName=url.jpg]
[bookmark: _Toc228164209]Step 2
Now, return to your Areas of Work page and click the Edit button.
[image: https://unfpa.fogbugz.com/default.asp?pg=pgDownload&pgType=pgWikiAttachment&ixAttachment=156&sFileName=newpage8.gif]
[bookmark: _Toc228164210]Step 3
In the text editor, type the words "read more" immediately after the paragraph on reproductive health. Then highlight the words, and click the link icon.

[bookmark: _Toc228164211]Step 4
Paste the URL of the Reproductive Health page and click Insert.

[bookmark: _Toc228164212]Step 5
Click Update and then log-out to check your link from Areas of Work to Reproductive Health.


[bookmark: _Toc230767255]Videos
You should only post videos that are the property of UNFPA or where you have the permission of the Licensor. Videos may be uploaded either to YouTube or to UNFPA’s proprietary online video channel, video.unfpa.org.
[bookmark: _Toc230767256]YouTube
UNFPA has a YouTube account. The address is www.youtube.com/user/unfpa. Please contact Kimberly Gruber at gruber@unfpa.org regarding uploading to this account. Once your video has been uploaded, you may add it to your website by following these steps:
Step 1
Go to YouTube and find the video that you would like to have on the page.  
Step 2
On the right side of the screen, you will find a box with a field labeled ‘Embed.’ 
Clicking the blue button to the right of this field will allow you to customize the player attributes. Make sure the smallest window size is selected.

Highlight and copy the text in this field.


Step 3
Log-in to the CMS for your CO web site. Click ‘New Page’ and ‘Add.’
Enter the title in the ‘Title’ field and, if desired, a description in the ‘Full Text’ field.



Step 4
Click the ‘html’ button, just above the ‘Full Text’ field.






Step 5
Paste the ‘Embed Code’ in the pop-up window and click ‘Update.’  You will notice that the original screen stays the same.


Step 6
Click ‘Save.’ Copy the URL from the bottom of the page and open it in a new browser to test the video.


Figure 1. This is how the page appears in the CMS

Figure 2. This is how the page appears to the site visitor.
[bookmark: _Toc230767257]video.UNFPA.org
The procedure for embedding a video from UNFPA’s video channel is the same as it is for YouTube. Simply go to the Video Channel and find the video you wish to embed on your site. Then copy the embed code from below the video (as indicated below) and follow from Step 3 of the YouTube instructions above.

 (
CMS User Guide | Videos
2009
)

[bookmark: _Toc230767258]Using the Text Editor
[bookmark: _Toc230767259]Regular text
Most of the time, CMS users do not have to set the paragraph font face, size, spacing and color – this is automatically handled by the CMS. However, users must take care not to override the default settings. To ensure proper text formatting,

DO NOT paste directly from Microsoft Word into the CMS Text Editor. Instead, use the Paste as plain text or Paste from Word icons in the Text Editor.


A common mistake: too much/too little space between paragraphs
When copying and pasting from Word, the spacing between paragraphs often becomes messy. To ensure proper spacing, always use the Enter key. Here’s how:

Choose 2 paragraphs. Put your cursor at the beginning of the second paragraph and hit the Backspace key. If the two are now one paragraph, your spacing was correct (and you can hit the Enter key again to separate them). But if you still have white space between, keep hitting the Backspace key until they merge, then hit Enter.
For reference, the default font settings for all sites are:

Font-face: 	Verdana, Arial, Helvetica, sans-serif 	Font-size:	12px
Color: 		#575349				Line-height: 	1.50
 (
CMS User Guide | Using the Text Editor
2009
)
[bookmark: _Toc229219201]
Please take a moment to familiarize yourself with other styles used to format your content. Each of the following is explained on the following page:

Section Title
Page Title
Intro Text
Bulleted List
Headings – 1, 2, 3
 (
5
) (
5
) (
5
) (
4
) (
1
) (
2
) (
3
)
[bookmark: _Toc230767260]Section titles
Section titles are pre-defined: UNFPA in COUNTRY, Country Programmes, News, Publications, etc. 
New pages that don’t fall under one of the pre-defined content categories are automatically given the section title ‘UNFPA in COUNTRY.’ 
The font and capitalization of the section title is automatically set by the CMS.
[bookmark: _Toc230767261]Page titles
Capitalize the first letter of every major word. 
The font is set automatically.
[bookmark: _Toc230767262]Intro text
Enter as normal text in the ‘Intro Text’ field.
The font is set automatically.

[bookmark: _Toc230767263]Bulleted list
Use the ‘Bulleted List’ tool in the Editor. The bullets will appear as normal black circles in the Editor, but when you publish the page they will be displayed as orange.
[bookmark: _Toc230767264]Heading 1, Heading 2, Heading 3
Use the drop-down ‘Format’ menu in the Editor. The headings will appear as bold black text in the Editor, but when you publish the page they will be in color.
Capitalize only the first letter of the first word. 


[bookmark: _Toc230767265]Photos
Depending on the length of the page, 1 – 4 smaller photos may be included throughout the main text of a page.
 


Step 1
In the Text Editor, click the ‘html’ button, just above the ‘Full Text’ field. Then copy-paste the following code into the HTML Source Editor. Then click ‘Update’.
<table style="margin-right:10px;" border="0" cellspacing="0" cellpadding="0" width="200" align="left">
<tbody>
 <tr>
 (
NOTE: If you want the photo aligned to the right, simply change the ‘left’ to ‘right’ in the code above.
)   <td>insert image here </td>
</tr>
</tbody>
</table>

Step 2
Select the ‘insert image here’ placeholder text with your mouse. Then click the Insert/Edit Image tool to upload or select an existing photo.

The File Manager will open. Click the ‘Upload new file’ button at the top.

Step 3
Browse your computer for the image you wish to upload. Give the file a name with no spaces and no capital letters, then click ‘Add Upload’.

Step 4

Select the image you just uploaded and a preview will appear. Click ‘Select’ to finish the process.

[bookmark: _Long_and_short][bookmark: _Toc229219217][bookmark: _Toc230767266]Quotes
The style illustrated below may be used for quotes within the body text of a page, such as a news article.


[bookmark: _Toc225231717]How to do it:

In the CMS Editor, click the Insert Table icon and set the following:

TABLE PROPERTIES
Rows: 1			Columns: 1
Border Size: 0		Alignment: (left or right, depending)
Width: 200 pixels		Height: (leave blank)
Cellspacing: 5		Cellpadding: 10

CELL PROPERTIES
Background Color: 	#deddc8

Alternatively, you can switch to Source Code view and copy-paste the following:

<table cellspacing="5" cellpadding="10" width="200" align="left" border="0">
    <tbody>
        <tr>
            <td align="center" bgcolor="#deddc8" border="0"><strong>&quotThe quote goes here &quot;</strong> <br />
            <div align="right"><em>&mdash;Author</em></div>
            </td>
        </tr>
    </tbody>
</table>

	United Nations Population Fund | www.unfpa.org/styleguide
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[bookmark: _Toc229219227][bookmark: _Toc230767267]Page Quality Control Checklist 
Great websites entail considerable attention to detail. The CMS helps ensure consistency in layout and design but web page authors/editors still need to pay attention to how they enter, upload and format content. This checklist will help ensure your pages have a polished and professional appearance.

	
	General formatting & organization
	Yes
	No

	1
	Did you remove all Microsoft Word formatting? 
(Use the “Paste from Word” or “Paste as Text” icon in the Editor)
	 |_|
	[bookmark: Check2]|_|

	2
	Is there proper spacing between your paragraphs? 
	 |_|
	|_|

	3
	Are headings formatted and capitalized properly?
	 |_|
	|_|

	4
	Did you use headings to break up long stretches of text?
	 |_|
	|_|

	5
	If you did use several headings, did you create anchors for each and include a jump menu at the top of your page?
	 |_|
	|_|

	6
	Are documents displayed in chronological order?
	 |_|
	|_|

	
	Uploading & linking
	Yes
	No

	7
	Did you remember to rename the files with only lowercase letters and underscores or dashes instead of spaces? (ex. “humanrights_decl_eng.pdf” NOT “Human Rights Declaration.pdf”)
	 |_|
	|_|

	8
	Did you set links to documents & external sites to open in a new window?
	 |_|
	|_|

	9
	Did you avoid the use of “click here” and give a meaningful link title?
	 |_|
	|_|

	
	Photos and graphics
	Yes
	No

	10
	Did you get permission to use the photo? Did you credit the photographer?
	 |_|
	|_|

	11
	Is the image the proper resolution (72dpi), dimension (300x200 -- or 365x230 for the photo gallery) and filesize (less than 50k)?
	 |_|
	|_|

	12
	Is the image of good quality?
-properly exposed (not too dark, not too bright) 
-in focus (not blurry)
-well cropped (focuses attention on the main subject)
	 |_|
	|_|

	13
	Did you include a caption with the photo?
	 |_|
	|_|

	
	Metadata
	Yes
	No

	14
	Did you include a Description for the page (maximum 2 sentences)?
	 |_|
	|_|

	
	 Total Score:
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