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Introduction

Purpose of this guide
This guide is intended for web developers who intend to create websites on their own servers using the University standard templates.
This guide incorporates a style and technical guide into one framework. Web authors who will create the sites once they are developed should refer to the UniSA Web Authoring Guide.

How to use this guide

Following is a summary of what each section contains

· Web policy at UniSA outlines policies for authoring in the new web environment, and will provide a framework for web development

· Web style guide outlines some principles of good website design and details the design of the templates within the new corporate environment, which are based upon these principles
· Web technical guide details the steps necessary to create the corporate web look and feel

· Training and support provides contact details for training for web developers and links to relevant documentation for web authors in the transition to the new environment
Background

The University of South Australia aims to have a corporate website that is 

· client focused and provides easy access to relevant, accurate and well presented information

· consistent with the University’s corporate identity and positioning

· current and relevant in its provision of information

· efficient in providing pathways to existing e-business functionality (online enrolment, UniSAnet)

· underpinned by clear guidelines for ongoing design, content management and future development of the corporate web

In accordance with the above aims, the Corporate Web Redevelopment Project defines its objectives as

· to deliver a website that will have

· improved architecture 

· streamlined content

· increased functionality

· improved accessibility

· to provide clear design guidelines for maintenance as well as future and ongoing development. Specifically, to have in place

· a comprehensive Style Guide (including style sheets and templates)

· recommended information architecture (navigation) for individual sites

· redefined structures for maintenance of corporate pages

New standard templates and tools

To ensure that a corporate look and feel is maintained, templates have been created with already established font and heading styles, and banner designs. There is still some scope for individual units, services and schools to create an individual look within this framework. The templates and accompanying tools aim to make the development of websites a relatively seamless process which web authors can readily adapt for their purposes.

The University of South Australia is committed to ensuring access for people with disabilities and is developing strategies to ensure its online environment is accessible. These strategies are built into the template design, and will enhance accessibility for all users, not just those with a disability. For more information see accessibility.

New process for developing sites

See the Web development flow chart (Appendix 1) for the process of developing a site that is not on the corporate server.

Web policy at UniSA

Corporate web identity

The corporate web refers to any pages within three clicks of the UniSA home page. These pages will all have common features – the corporate banner containing the heading ‘University of South Australia’ and the logo, the main links or ‘pillars’ directly underneath this banner, left hand navigation, and images to the right of the page. All of these features (and more) are in the template structure. You can design your own templates to create an individual look while still keeping the corporate image.

Advertising and sponsorship

Where collaborative ventures or sponsorships require more than one logo to be represented on the web, the UniSA logo must be equal in size and prominence to the presentation of the external organisation’s logo. 
Purpose of the UniSA website 

The University website has three main purposes: administration, promotion and teaching. It is worth identifying the purpose of your site and who its main users will be prior to designing or redesigning the site. You may find that your site has more than one purpose

· As an administrative tool the web provides access to University statistics, corporate policies, procedures, codes, statutes, bylaws and a University Directory

· As a promotional tool the web provides a means of presenting information to the wider community, in particular prospective students, employers and industry partners. Material ranges from general (promotional) information about the University, its Divisions and administrative units to details about Schools, research activities, programs and entry requirements

· As a teaching tool the web is being used to develop online teaching and learning through the UniSAnet facility

The five pillars About UniSA, Study at UniSA, Research, Business & community and Resources for staff cover these main purposes. Your site may be linked to in more than one place if it covers several of these categories.

Corporate Web Management Guidelines

Content management is the process of managing web content: its currency, authority, quality, corporate identity, editorial standard, reliability, copyright and legal issues, access restrictions, interaction and usability.

The Web Management Guidelines (PDF 579 kb - download Adobe Acrobat) 

compiled by MDU and Information Strategy and Technology Services (ISTS), aims ‘to provide a common understanding of and commitment to the processes by which major changes are made to the University corporate web presence, both on corporate and non-corporate servers. It will clarify the shared responsibilities of various areas in the maintenance of the University’s web resource.’ 

The guidelines refer to the maintenance of information within the first few clicks of the web from the University home page down to the level of division, school or major sub site. The headings within the guidelines are

· University wide management

· Unit and Divisional responsibilities

· Author responsibilities

· Changes to corporate information architecture 

‘Author responsibilities’ provides a brief outline of the support available in the preparation of administration and information web content via MDU and ISTS. A Web Authors Group coordinated by MDU will meet regularly to discuss and resolve web issues.

Specifically, MDU staff have responsibility for and are able to provide advice to users on use of approved templates and access to relevant imagery and content resources (in conjunction with this Guide and the UniSA Web Authoring Guide).

Legislation 

Web authors need to be aware of legislation and/or policy relating to the web. This legislation falls into the two categories listed below. 

Legislation already covered in the footer to the templates

· Privacy. All pages will have a privacy link in the footer. See Australia’s New Privacy Legislation
· Copyright. All web pages require a copyright notice on each page. The authoring templates automatically provide this in the footer. Further copyright information is available. The copyright officer can answer any specific queries

· Liability. Authors of web documents need to be aware that the electronic environment does not absolve the user of liability for accuracy of information. Documents loaded onto the University of South Australia's website should be approved according to the normal channels of verifying and authorising information. The University will not maintain links to documents it regards as inaccurate or misleading. Authors are reminded that this is publication to the world, not a vehicle for private communication. See the disclaimer of liability 

· CRICOS number. CRICOS stands for Commonwealth Register of Institutions and Courses for Overseas Students. Only where the provider to be registered has been found to comply with all the requirements for registration under the relevant State legislation, and with the requirements of the National Code, may the provider be registered on CRICOS

Legislation you need to be aware of when you develop your web pages
· Defamation, offensive material etc. See Code of ethical conduct
Accessibility

The University has committed itself to ensuring that its online materials and sites reach the first level of compliance with the guidelines for accessibility of the World Wide Web Consortium (W3C) as soon as possible. Consequently all templates are compliant with Priority 1 guidelines based on W3C Web Accessibility standards. Refer to the following for further information
· Web Accessibility Initiative (W3C)

· Web accessibility for people with disabilities (UniSA)

· Web Style Guide: Accessibility (Florida State University)

Bobby is the web-based tool used by the University to check for webpage accessibility.

Web style guide

This section outlines the elements of good website design and the specific design elements of the new corporate templates.

Good website design

A well designed website is one that is accessible and usable. The new templates have been designed to incorporate these elements. The specific design elements of the templates follow guidelines and standards set out in this section.

Search standards for your site

A website is not much use, no matter how well it is designed, if no one can find it on the web. Search engines such as Google look for metadata to formulate a list of search responses. You may also want to introduce a Search facility into your site. This can be negotiated with MDU through the web enquiries form at http://www.unisa.edu.au/footer/contact/webenquiries.asp.

Metadata standards 

Metadata means ‘data about data’ and includes data associated with either an information system or an information object for purposes of description, administration, legal requirements, technical functionality, use and usage, and preservation. The most important metadata fields (headings) are 

· title

· keywords

· description 

These three ‘metatags’ are standard to many search services and engines. Search engine crawlers often place a high priority on these metatags and their metadata values.

Putting data into Title, Keyword and Description fields will ensure users get optimum access to your site, especially if they are remote from the University. For details on how to give your site files appropriate metatags go to Using metadata.

The use of metadata is included in W3C's accessibility recommendations because metadata makes documents easier to find and use. Metadata enhances accessibility, whilst also enhancing usability for everyone. 

Design specifications of the templates
The new UniSA corporate templates have been designed to create and ensure a consistent look and feel throughout the website in line with the University’s corporate image. It is important all sites (whether hosted on the corporate server or other servers) follow these specifications. 
As long as the files from the UniSA Web Templates CDROM are installed and unchanged as per the Quick Setup Guide for Web Administrators, the specifications will be adhered to.
Detailed information on the four types of templates are their specifications are available on http://www.unisa.edu.au/wag/design/spectemplates.asp
Banner design

Note: Each division has a colour assigned to it which is used for publications and for web banner colours. All schools and research centres/groups are required to use the same banner colour as their division.
Once you have selected the colour and graphic for your banner, MDU will provide you with the banner incorporating all the selected elements as part of your templates. A degree of flexibility for administrative units, divisions and schools to incorporate their individual identities is available through the following ways.

Colour

Eight 'web safe' colours ('web safe' means the colours will display consistently across browsers) can be used for the banner, of which

· five are assigned exclusively for divisions and schools (schools and research centres/groups are required to use the same banner colour as their division)

· three (UniSA corporate colours) can be used by any unit, school or division

Name and logo

The UniSA logo must feature in the left side of the banner. No other logo can be featured. Names of administrative units, divisions and schools feature immediately beside the UniSA logo. For school and research centre/group names, the name of the related division appears above it but in a smaller font. These are illustrated below
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Banner graphics

MDU banner graphics

As part of the standard requirement, a graphic is featured in the right side of the banner. Administrative units, divisions and schools can choose from a set of graphics created by MDU to corporate requirements.

Your area’s banner graphic
If you do not want to choose any of the above banner graphics but would like your own image to be incorporated into your banner, you can put in a request for this to be done by MDU through the web enquiries form at http://www.unisa.edu.au/footer/contact/webenquiries.asp 
The following are guidelines for the suitability of image for your banner graphic: 

· one single image

· landscape in format

· should be appropriate to the site’s information

· has to be a photograph to fit in with the style of the corporate banner graphics

· should work with the incorporation of the grid
If you are developing a website on your own server then please see the Technical Guide below for the instructions on how to create a banner graphic and where to save it.

Authoring software

The web authoring tool FrontPage is the University’s standard application. If you use other software packages such as Dreamweaver, you will not receive University support. 

Web browsers

Different browsers can have radically different capabilities and limitations. You cannot assume that a user has appropriate facilities for viewing your website to its full capacity. For full functionality, UniSA’s new corporate web environment is best viewed with the web browsers 

· Internet Explorer (IE) 5.5 or above

· Netscape 6.2 or above 

Adobe Acrobat Reader for reading PDF files is not automatically built into all browsers. Internet Explorer will already have plug-ins built in for multimedia, but with Netscape these need to be added in. The latest browsers and Adobe Acrobat can be downloaded from ISTS. 

Some websites try to support almost all existing browsers, while others try to support only the newest and most popular browsers. A middle-ground approach is to have some enhanced features for newer browsers, yet provide graceful degradation for older browsers. Check for compatibility with different browsers before using enhanced web components such as multimedia

· test your website using other browsers (an interesting exercise in itself) 

· find information on browser functionality and compatibility by doing a Google search or looking on a software company’s website

The most common web browser (by a large margin) is Microsoft Internet Explorer, followed by the open-source Mozilla browser and its derivatives, including Netscape 6.0 and later. Apple's new Safari browser is gaining popularity on Macintoshes running Mac OS X, and the Opera shareware browser has a loyal following among those who are willing to pay for the fastest browser possible, especially on older computers. The Lynx browser is the most frequently used text-only browser and has been adapted to serve the needs of the vision-impaired.

It helps to keep up to date with current trends (eg software updates), which change rapidly in the web environment. 

Web technical guide

Introduction
This section will take you through the process of creating a new site on your web server. It assumes that your web server has been set up with the necessary files in accordance with the Quick Setup Guide for Web Administrators (QuickSetupGuide.doc) located on the UniSA Web Templates CD-ROM. All the new corporate web template files are contained on this CD-ROM. Please see your web server administrator or contact MDU through the web enquiries form at http://www.unisa.edu.au/footer/contact/webenquiries.asp if you would like to request for these items.
Creating the banner

All banners for sub-sites have the administrative unit/division/school/research centre or group name on the left corner next to the UniSA logo. At the right corner is the banner graphic. 

Before the site can be set up you need to have a banner graphic ready. If you are using a banner graphic created by MDU then follow the instructions under ‘Creating a new site’. 
If you are want to create your own banner graphic, follow the instructions as follows:
How to create your own banner graphic

The banner dimensions are 482 x 68 pixels. The banner components are

1. UniSA logo and name of site

2. The University’s four squares (grid)
The opacity is 35% but if the image is darker this can be changed down to a minimum of 25%.

3. Gradient
Use the banner colour to transparent and it should be fairly gradual in keeping with the banner images used on the rest of the University’s website.

4. Banner image
If you choose to use your own banner image, the image must be a photograph only (i.e. no cartoons or line drawings) and preferable landscape in format, as specified in the Web Management Guidelines (PDF 579 kb - download Adobe Acrobat)
5. Background colour
You are allowed to use only one of the University’s corporate websafe colours:

· UniSA blue: 000099

· UniSA red: CC0000

· UniSA yellow: FF9900

· BUE: CC0000
· EASS: FF9900
· HS: 006699

· ITEE: 006633

· Whyalla: 663399

To insert your own image, use the Photoshop file called ‘template.psd’ located in the images directory at the root level of your web server (also on the CD-ROM) as a template for a new banner graphic. This has all the layers needed so that the image can be replaced with your own. As long as you use the Photoshop template and the following instructions, your banner graphic will adhere to the template design specifications.
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Saving the banner

Once you have created your own banner image, save as a jpg and place it or get your web administrator to place the file in the appropriate \commonfiles\yourwebsite_inc\images folder and reference the image in the Section_layout.css file in the \commonfiles\yourwebsite_inc folder (see ‘Creating a new site’ below).

Once you have created your own banner graphic, follow the instructions under ‘Creating a new site’ as follows:
Creating a new site (sub web)

We refer to folders here, but note that they will probably be converted to FrontPage sub webs later.

‘Library’ is used as an example, but replace ‘Library’ with whatever folder name you are creating. Library is italicised where you should substitute it with the new folder name you create in step 3 below.

Content folder

1. Open http://www.yourwebserver.unisa.edu.au in FrontPage or the root level web on your server

2. Copy template folder and paste it at the root level

3. Rename the template_copy(1) folder to the name you want for the new folder (e.g. Library)

Template_inc folder

4. Copy the template_inc folder in /commonfiles and paste it at the commonfiles folder level

5. Rename it to the new folder name with _inc at the end (e.g. Library_inc). It must have the same name as the folder you created in step 3 above with _inc at the end. 

Change the include references in the content folder

6. Expand the new folder you created in step 3 above and open /templates/left_menu.asp, fullscreen.asp and no_left_menu.asp

7. View the HTML source and change the three references in each file from template_inc to library_inc. For example: change this: 
<!-- #include virtual="/commonfiles/template_inc/Head.asp" -->  
to this: 
<!-- #include virtual="/commonfiles/library_inc/Head.asp" -->
8. Now that you have changed the template files, you need to copy left_menu.asp to the root of the new folder so there is a home page and rename it to default.asp. 

Change the include references for the template_inc folder

9. Go back to the /commonfiles/library_inc folder and expand it

10. Bodyfooter.asp and bodyfooter_full.asp do not need any changes. 

11. Open bodyheader.asp file. View the HTML and add the division/unit name if necessary. For example: change this 
<div id="section-title"></div>
to 
<div id="section-title">Division of Health Sciences</div>
a. If no division/unit name is required don’t put any text between the div tags.

b. If a division and school name is required use:
<div id="section-title-divisional"><span class="smallertext">Division of Information Technology, Engineering and the Environment</span><br>Systems Engineering and Evaluation Centre</div>
University logo

c. There is a corresponding UniSA logo for each banner colouryou’re your banner colour is not UniSA blue, you must change the image source file. To do this choose the appropriate corresponding logo located in the \commonfiles\images directory on your web server.
Then edit the tag <img src=”/commonfiles/images/****.jpg” width="54" height="68"  alt="University of South Australia">
12. Open BodyHeader_full.asp and treat it the same as for bodyheader.asp

13. Open BodyHeader_no_left.asp and treat it the same as for bodyheader.asp.

14. Open Head.asp, view the HTML source and change template_inc_copy (1) to library_inc. For example: change this: 
@import url("/commonfiles/template_inc_copy(1)/section_layout.css"); 
to this:  
@import url("/commonfiles/library_inc/section_layout.css");
Change banner colour and image
15. Open Section_layout.css and change the reference to template_inc_copy(1) to library_inc

a. Change the image name in the line 
‘background-image: URL ('/commonfiles/international_inc/images/international.jpg'); 
to reflect the banner name you created or were given. 
b. If you require a different banner colour change the hexadecimal reference in the line:
‘background-color: #FF0000;’ 
The colour values are:

· UniSA blue: 000099

· UniSA red: FF0000

· UniSA yellow: FF9900

· BUE: CC0000
· EASS: FF9900
· HS: 006699

· ITEE: 006633

· Whyalla: 663399
Once the site is set up, convert it to a FrontPage web and set up appropriate author permissions. 

Menu Editor Tool
Once the permissions are set up for a website, those authors have access to use the menu editor tool for that site only. It is a web-based application and authors can access it at http://www.yourwebsite.unisa.edu.au/menueditor/editor.asp?path=\xxxx (substitute xxxx with the name of the website)
Training and support

Training for web authors

Contact MDU through the web enquiries form at http://www.unisa.edu.au/footer/contact/webenquiries.asp to arrange training in using the new templates and Menu Editor Navigation menu tool.

Support for web authors

Refer to the UniSA Web Authoring Guide for information on using the new templates and Menu Editor Navigation menu tool to construct your website.

On the New UniSA corporate web page you will find other useful documentation such as 

· Web Management Guidelines (PDF 579 kb - download Adobe Acrobat)

· Guide to changing links and redirects (Word)

Stylesheet updates

Alert style

On 3 February 2004 we added a new style called ‘alert’. This style looks just like the normal style except it is the same colour red as heading 1.

The new style was added to \commonfiles\stylesheets\text_style.css.  You can either amend this stylesheet yourself or we can send our new one to you.

.alert {

 font-size: 95%;

  color: #C00;

 margin:0 0 0 0;

 line-height:150%;

}
For details on its usage, please see the Web Authoring Guide.
Caption style

On 19 August 2004 we added a new style called ‘caption’. This style uses the verdana font as its main font and is a dark gray text. We found the smalltext style wasn’t able to be very clearly read on the web and didn’t align with the image. It includes associated link styles.

The new style was added to \commonfiles\stylesheets\text_style.css. You can either amend this stylesheet yourself or we can send our new one to you.

.caption {

  font-size: 70%;

  color: #333;

  font-family: Verdana,Arial,Helvetica,Geneva,sans-serif;

  margin:0 .5em .5em .8em;

  line-height:120%;

  clear: right;

}

.caption a:link {

color: #039;

background-color: transparent;

text-decoration: none;

font-family: verdana, Arial, Sans-Serif;;

}

.caption A:visited {

color: #039;

background-color: transparent;

text-decoration: none;

font-family: verdana, Arial, Sans-Serif;

}

.caption A:hover {

color: #039;

background-color: transparent;

text-decoration: underline;

font-family: verdana, Arial, Sans-Serif;

}

For details on its usage, please see the Web Authoring Guide.
Appendix 1
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‘The creation of a new website is the responsibility of each local area, in consultation with both the MDU and ISTS. This
flow chart has been developed to assist in the creation of new sites not hosted on the corporate server and should be
used in conjunction with the Web Development Guide.
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