MCC WEBSITE


TEMPLATE NOTES



Con-template — Template for content

· Formatting – To allow you to get a better feel of how your content sets up on a page, we’ve added these font styles to the current con-template online as of 5/6/03:

	Header

Subhead

· bulleted text (use regular bullet style)

Callout – intended to draw attention to a specific piece of information, or important statement


· Copying and pasting from site

· You can copy and paste text and left navigation from the site to make moving your content into the Template simpler, just  select text in the web page, then copy it to the template — make your corrections or changes from there.

· If you have pages that don’t change, please provide a list of those or a printout of the page and mark “No Change” and add you signature.

· For control over links (where they link to)

· Copy and paste URL from the top of your browser window on page you want to link to and paste it next to the linking text. Web developer will create link and remove this from the text. This takes any guesswork out for developer.

· i.e. Faculty & Staff <http://www.mcc.edu/fac_index.shtml>

· This takes any guesswork out for the Web Developer

Generic Email addresses are recommended to most areas:
(yourarea@mcc.edu versus specificname@mcc.edu)

· More than one person checks it if the main contact is out

· It will always be accurate, even with staff changes

· Of course if personal contact is the goal, this would not apply.

Contact Information Systems to create a generic email account for your area.
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