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Extended Departmental Web Pages Application 


	Department
	
	Site Folder Name
	

	Supervisor
	
	Agree to Terms* Y/N
	

	Requestor 
	
	Date Requested
	

	Ext & Email
	
	Date Completed
	


	Request Details

	Please describe in short, the general purpose of your intended web site

	Purpose:- 



	Trainees for Omni Update Content Management System

	** Names of 2 Editors and 1 Approver for your site (no more than three users per site due to licensing limitations).  Approver should be a Chair or above.

	1.  

	2.  

	3.  


	CHECKLIST

	Please ensure complete checklist before submitting the form                     Y/N

	1. I have read and understood the extended department web guidelines
	

	2. I have read and understood the left navigation policy
	

	3. I have completed the left nav proposal form on page 5
	

	4. I have signed up the relevant users for Omni Training
	


Please type   webhelp.daytonastate.edu   into your browser to reach our faculty & department web page help guides and training sign up instructions.

**Omni update is a comprehensive and detailed content management system.  Please try to nominate the most tech savvy users available.  
Once you have completed this form please email it to helpdesk@daytonastate.edu 

*Extended Academic Department Web Site Terms


1. All sites must adhere to the Universal Web Site Accessibility Policy which include:-


· At the bottom of your index/home page page, you must specify a name and email address of a contact person responsible for your site.  See below for an example of how this should look:-

“The Math Department Website is Maintained by Joe Smith, email jsmith@daytonastate.edu”      


· ALT Tags for Images
· Correctly Sized & Optimized Images

· Appropriate Use of Tables (table use should be very limited)

· Text Version For Graphically Intensive Web Pages and Videos 

· No Abbreviated Dates (e.g. February 4, 2008)

· Appropriate Use of Backgrounds
· No Scrolling Marquees or Animated GIFs
· No Embedded Videos from External Hosting Sites

· Correct naming convention of Daytona State, no abbreviations, i.e. DS.

· No pages marked “Under Construction” or “Coming Soon”

3.  * File & Folder Naming Conventions

All new web pages/sites/folders should be given short file names.  They should contain no  spaces, commas, symbols (except underscore _ ) or upper case letters.  It is important to remember that your site folder name, will become the URL of your entire website, e.g. www.daytonastate.edu/science  so it should be short and to the point.  This means if your department changes name frequently, your URL will not be affected.

3.  General Navigation Policies (Left Nav)


· No more than 7 categories per page. No more than 7 links per category. 

· All categories must be in alphabetical order. 

· All links within a category must be in alphabetical order. 

· No duplication of links with different wording. 

· No internal links within content areas. 

· Whenever possible, any and all downloadable documents should be placed on a single page called "Forms", with a link added to the left-hand navigation.

· IT will be responsible for updating the left navs in all sites.  

Before a site can go live, IT must be provided with a proposed navigation for the site using the criteria set out above.  Please specify what category and sub category names you want to show in your left nav, and then also the names of the files/pages those categories will link to.  See below for example:-

Baseball Site Mock Left Nav

Camps (main category)
- Junior Baseball Camp (sub category) – junior.html
- Summer Baseball Camp – summer.html
Coaches
- List of Coaches – coaches.html
- Training for Coaches – training.html
Directions to Fields
-Daytona Location – daytona.html
-Deland Location – deland.html
Players
- About our Players – about.html
- Enrollment Forms – enrollment.html
- Player Profiles – player.htm,
- Roster – roster.html


4.
Left Navigation Proposal Form

Links cannot be made to pages or documents that do not exist, so before you submit your left nav proposal please ensure that:-

· The pages are created (or documents uploaded) 
· They have content on them 
· You complete the form on the next page detailing how you want your left nav to appear and what pages each category will link to.

Once we have your left nav design and the pages are created we will create and publish your left nav.  Additions can always be made at a later date if you wish to add more content as time goes on by using the same form so please keep a copy of your left nav form for your records.
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