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SECTION I – DEVELOPMENT & APPROVAL PROCESS

In order to have departmental Web pages linked to the SRJC Collegewide Information System (CWIS), the following steps are required:

1. Obtain permission to develop departmental Web pages from your department chair.

2.  Name the individuals who will develop and continue to monitor and update department pages (your department’s identified Webperson). 

3.  Develop your department’s pages. Be sure to:

A.
Include all required elements (listed on the attached sheet)

B. Follow SRJC’s “Official Usage for Departmental Web Pages” (attached)

4.  Submit the following material to your department chair for approval   

     and signature:

A. 
A  printed copy of the department’s proposed pages

B.
A disk with your HTML files

C.
The “Department Web Page Tracking Sheet”

5.  Once your department chair has approved and signed off on department pages,

      he/she: 

A.  
Submits the pages, disk, and tracking sheet to the supervising dean for approval and signature

B.
Notifies department Webperson noted (named on the tracking sheet) of approval and forwarding

6.  Once the supervising dean has approved and signed, he/she:

A.
Submits the pages, disk, and tracking sheet to the Public Relations Office for approval and signature

B.  
Notifies the department Web contact person of approval and forwarding

7.  After approval the Public Relations Office will:

A.
Send the disk to the college Webmaster

B.
Notify the department Web contact person of the approval and forwarding

8.  The College Webmaster will:

A.
Set up a directory for your department on the college Web server

B.
Upload your pages

C.
Notify the department Webperson that your department’s pages are now available on the CWIS

D.
Inform the department Webperson what the URL for the department’s pages will be and what the directory path is for future uploads to the department’s CWIS directory

9.  Updates and corrections to department pages do not need to go through the


approval process (except when official logo elements may be added), but should follow the same style and usage guidelines.


When you need to update any pages, make corrections and upload the files to your department’s CWIS directory on the college Web server. 


(instructions for uploading follow).


If you need assistance, contact college Webmaster at ext. 1765 or


webmaster@santarosa.edu.

SECTION II – REQUIRED ELEMENTS FOR DEPARTMENT PAGES ON THE CWIS

1.
Top-Level Pages

A. Top-level pages must include the following:

• College name

• Department (or organization or committee) name

• E-mail address (hot) of department’s Web contact person

Ideally, the name of the person who will handle questions, suggestions, and corrections about the department’s Web pages

will be noted at the bottom of all pages.

TIP: To make an address “hot” use the HTML tags:

<a href=”mailto:YourEmailAddress”>Your Name</a>   or
<ADDRESS>

<A HREF=”mailto:YourEmail Address”>Your Name <br>

YourEmailAddress</a>

</ADDRESS>

• Link to the CWIS home page

             http://www.santarosa.edu  or../

    • Date page was last updated

 
This should be at the bottom of all pages so viewers know if information is current.

TIP: To have the date of modification inserted automatically, make the file    extension .shtml instead of .html and include the following text where you want the page’s date to appear.

            Last Modified: <em><!--#echo var=”LAST_MODIFIED”--></em>

B.
The following must either appear on the top-level page or must be linked 


 from the top-level page:    
• About the _________Department/Organization/Committee, etc.

 
   A brief description of what your department/committee does

• Department Contact Information


Include the following information for all SRJC campuses, centers, and sites where your department has a presence, e.g., Santa Rosa campus, Petaluma campus, Public Safety Training Center, etc.:


- Location of department office(s)




TIP:  To lilnk to the campus map page, use the URL:


http://www/santarosa.edu/map/   or   ../map   for Santa Rosa


http://www.santarosa.edu/Petaluma/map.html for Petaluma


- Department’s office hours of service


- Department telephone number(s) 




Include (707) area code before all phone numbers


- Department’s contact person (department chair, secretary or…)

..Name




..Title




..Phone number



 
..Email address


- U.S. Postal Service mailing address for the department

2. Second-Level Pages


A.  Required elements for additional pages



• College name



• Department (or committee) name



• Page title carried over from link of top level page



• Return link to department’s top level page



• Return link to CWIS home page


B.  Recommended for additional pages



• E-mail address (hot) of Web contact person



• Date the page was last updated



• Link to CWIS home page

3.  Other Elements Recommended For Departmental Pages 


• Frequently Asked Questions


Questions often asked by students, staff, or the public


• Faculty and Staff
Names, phone numbers, e-mail addresses, office locations, office locations, office hours, courses, optional background information (degrees, interests, research activities, etc.), links to faculty home pages


• Curriculum
Information about your department’s major or focus, certificate programs, links to the CWIS Schedule of Classes for information about department courses; course outlines/syllabi/web pages, etc.


TIP: Find the URL for your department’s schedule of class information

                    Start at: http://www.santarosa.edu/schedule

• Department Calendar

Deadlines; upcoming events, performances, auditions, etc.

• Other Categories Selected by the Department or Committee
Labs, museums, etc; department news; faculty accomplishments; jobs in 

the related field; student work and accomplishments; student clubs and 

activities in the department; alumni accomplishments; Internet resources in 

related field/area, etc.

SECTION III – OFFICIAL SRJC STYLE AND USAGE

The Collegewide Information System is a SRJC publication like other printed materials and brochures are. Remember that everything you present on your department Web pages and the appearance of the pages represent Santa Rosa Junior College to our many constituencies. Be very attentive to consistently presenting your department and SRJC as you develop your department’s Web pages.

College Name

In fall 1995, SRJC decided to use the terms “SRJC” and “Santa Rosa Junior College” to refer to all college programs and services wherever offered.

Locations/Sites

If you are discussing SRJC locations and sites be specific:


• SRJC Santa Rosa campus is located at 1501 Mendocino Avenue, Santa


   Rosa, CA 95401


• SRJC’s Petaluma campus is located at 680 Sonoma Mountain Parkway,


   Petaluma, CA 94954

If you have offices/services/programs at several locations, be sure to list all locations.


• The SRJC Center at Coddingtown is located in Room 711, Coddingtown


   Mall, Santa Rosa, CA 95401


• The SRJC Public Safety Training Center is located at 5743 Skyland Blvd.


   Windsor, CA 95492

Phone Numbers

People outside of the (707) area code will read our information on the Internet, so be sure to use the entire phone number, (707) 527-4266, rather than campus phone extensions.

Tone

Please write your information in an inviting, informative, succinct style.  We recommend that you use the second person, “You may attend…” rather than “students may attend…”

Jargon and Acronyms

Avoid both, but if you must use an acronym, be sure to clearly explain what you mean.

Questions

If you are unsure how to refer to a college program or facility or you have other questions about official usage on the CWIS, please contact the Public Relations Office at (707) 527-4266 or via e-mail at sbagbymatthews@santarosa.edu.

SECTION IV – WEB DESIGN

Have a Plan
When beginning your Web page, have a clear plan outlined about your audience and what messages you want them to read. Make an outline, just as if you were preparing a written paper or report, adding notes about how different site parts should link to each other. Only when your overall strategy is clear should you begin constructing the pages.

Simplicity/Clarity
The clearer and simpler your Web pages are, the easier it will be for users to understand information and follow any instructions. A clean, inviting site will also make your editing much easier.

Structure
Develop no more than three levels in your total set of Web pages. Viewers shouldn’t have to click more than three times to reach any of your information.

Page Length
On your home or top level page, keep essential information and menu choices on the first screen (not page). For example, don’t use a huge graphic that takes up the entire first screen (unless it is an image map). Viewers shouldn’t have to scroll down the page before they get to the most important information.


Include no more than five to seven topics per page. Pages that are too long will take a long time to load, particularly via a modem connection, and viewers often do not read to the end.

Images
Keep in mind that not everyone who views your Web pages use fast, new computers. Pages with large images or many images will take time to load on older equipment and on any equipment via a modem connection. Save your viewers this frustration by optimizing your images. If you use graphics that contain essential information (image maps, buttons, etc.), be sure to provide a text alternative for people using non-graphical Web browsers, such as Lynx. 

Links
Don’t make links from the words “Click here.” Instead, make your links from words related to the content of the link, e.g., “The Webology Department provides many instructional seminars to help learn…”  rather than “Click here to see some of the Webology Department’s instructional seminars.”

Where Am I?
Remember that other Web sites will make links to your department’s pages and they might not link to your top level page. If viewers land on page 2 or 3, you want them to know whose pages they’re looking at. Include the name of the college and your department somewhere on all your Web pages.

Browsers
Keep in mind that not all users will view your pages using Netscape. Test your pages with other browsers as well, at least with Internet Explorer.

Grammar and
Your department Web pages must incorporate correct 

Spelling
grammar and spelling. If you compose your pages with word processing software, please use your spell checker before submitting the pages. If possible, have another person check content and grammatical errors. Spell check at times gives incorrect spelling and usage, but it’s a helpful tool. PR will conduct a final edit of all text.

Official Usage
Web pages that are linked to the SRJC campuswide information system should use the official SRJC terminology for references to college buildings, offices, centers, addresses, phone numbers, etc. See the SRJC Public Relation Office’s Official Usage for Departmental Web Pages for detail.

Last Updated
Information on your pages should be current and accurate. Include the date each page was last updated so your viewers will not wonder how current the information is.

Who to Contact
Include the name and e-mail address of a department contact person at the bottom of every page for viewers to report difficulties or errors on the page.

Copyright Issues
You may not simply download materials from the Web or scan items you find in a book or magazine and use them in your own Web pages. To read more about copyright issues, see sites listed at:  http://www.santarosa.edu/library/Refs/copyright.shtml.

Under
If you have pages that are not ready for viewing, don’t link them

Construction 
until they are complete. It’s a discourtesy to users to make them click on links that lead to pages without information.

Test It!
Test every link on your Web pages before introducing pages available to your public.

Backup
Before you do any editing or tinkering with your Web page(s), make a backup copy of each page in case you accidentally destroy the originals.

For further discussion of good HTML style, see the excellent Sun Microsystems Guide to Web Style (http://www.sun.com/styleguide/) or numerous style guides listed on Yahoo (www.yahoo.com Select Computers & Internet-->WWW-->Page Creation-->Design and Layout).

SECTION V – FEDERAL WEB CODE SECTION 508C

Federal Code Section 508 © offers many provisions that apply to material on SRJC’s Web site http://www.access-board.gov/sec508/508standards.htm. SRJC does fall under this law, including section 1194.22 outlined below. 

For most of SRJC departments, the main issues to look out for are a, c-f, k, n and o, but if any of the other rules apply they also must be followed.

1194.22 Web-based Intranet and Internet information and applications:


1.  
A text equivalent for every non-text element will be provided (e.g., via “alt”, “longdesc”, or in element content).


2.  
Equivalent alternatives for any multimedia presentation shall be synchronized with presentation.


3.
Web pages shall be designed so that all information conveyed with color is also available without color, for example from context or markup.


4.
Documents shall be organized so they are readable without requiring an associated style sheet.


5.
Redundant text links shall be provided for each active region of a server-side image map.


6.
Client-side image maps shall be provided instead of server-side image maps except where the regions cannot be defined with an available geometric shape.


7.
Row and column headers shall be identified for data tables.


8.
Markup shall be used to associate data cells and header cells for data tables that have two or more logical levels of row or column headers.


9.
Frames shall be titled with text that facilitates frame identification and navigation.


10.
Pages shall be designed to avoid causing the screen to flicker with a frequency greater than 2 Hz and lower than 55 Hz.


11.
A text-only page, with equivalent information or functionality, shall be provided to make a Web site comply with the provisions of this part, when compliance cannot be accomplished in any other way. The content of the text-only page shall be updated whenever the primary page changes.


12.
When pages utilize scripting languages to display content, or to create interface elements, the information provided by the script shall be identified with functional text that can be read by assistive technology.

13.
When a Web page requires that an applet, plug-in or other application be present on the client system to interpret page content, the page must provide a link to a plug-in or applet that complies with ?1194.21(a) through (l).

14.
When electronic forms are designed to be completed online, the form shall allow people using assistive technology to access the information, field elements, and functionality required for completion and submission of the form, including all directions and cues.

15.
A method shall be provided that permits users to skip repetitive navigation links.

16.

When a timed response is required, the user shall be alerted and given sufficient time to indicate more time is required.

A fairly detailed guide with explanations of how to comply with federal codes, what the rules mean and why those rules exist at:


http://www.access-board.gov/sec508/guide/1194.22.htm

A number of additional tools are also available at:



http://www.w3org/WAI/ER/existingtools.html

Be sure to either check for Section 508 compliance. If they only offer WAI WCAG (Web Accessibility Initiative, Web Contect Accessibility Guidelines) checking, you must check for level 1 compliance and then manually check for compliance with rules (l), (m), (n), (o) and (p). Both Bobby and LIFT and support section 508 checks.

SECTION VI - GUIDE TO USING WinSCP2 TO TRANSFER WEB FILES

WinSCP2 is an easy to use and secure method of transferring files from your computer to the SRJC Web server. Unlike FTP clients, WinSCP2 encrypts your username, password, and files, so your sessions are completely secure. WinSCP2 will work from any computer on the Internet unlike FTP, which, generally, can only be accessed from our internal network.

Getting and Installing WinSCP2

1. WinSCP2 is available from the WinSCP Web site (http://winscp.vse.cz/eng/). Download and save the latest version onto your local hard drive in a convenient location (say, c:\WinSCP).

2. Open Windows Explorer, and find the file you just downloaded. Double click on this file. This will start WinSCP immediately – no installation program is necessary.

Using WinSCP2

3. When you start WinSCP2, you’ll see a window similar to this:
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Under Host name, enter floyd.santarosa.edu. Under User name, enter your UNIX username. Under Password, enter your UNIX password. (You should already have your username and password. If you’re not sure, contact the Help Desk.) Do not change any other of the settings.  Press Login.

4. The first time you connect to the Web server, you’ll see this message (or one similar to this):
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If you see this message, Press Yes. Otherwise, skip to the next step.

5. You’ll now see the main WinSCP window:
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To change to your local directory (where the HTML files are on your local computer), select Local / Go To / Open Directory … from the file menu. You’ll see this window: 

[image: image4.png]Open directory

Open drectoy

[EMy Dosumerts &

==






Press the folder icon on the right side. You’ll now see this window:
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Find the folder where your Web files are located, and press OK. 

To change to the directory where your Web files are on our Web server, Select Remote / Go To / Open Directory … from the file menu. You should see a window similar to this:
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Under Open directory:, enter the directory your files are located in. The home directory of our Web site is /home/CWIS/. You would add the location of your department’s Web files to the end of our home directory. For example, if the Web address of your pages is http://www.santarosa.edu/MyDirectory/, the directory your files are in is /home/CWIS/MyDirectory/.
 Please note that these names are case sensitive – mydirectory is different than MYDIRECTORY!

6. You can now drag and drop files freely between your local computer and the Web server. For example, if you have a file in the left window named test.html, dragging that file to the right will copy that file onto the Web server. Reverse the process to copy files from the Web server to your local computer.

Important Points to Consider
Always back up your files! Once you copy files onto our Web server, the changes are immediate and the old files are lost. In most cases, it’s impossible for us to retrieve old files!

If you leave WinSCP idle for too long, your session may time out. If this happens, just quit WinSCP and start it over again.

             VII – CWIS DEPARTMENT WEB PAGE TRACKING SHEET

Department: ______________________________________________________

1.
PERSON WHO WILL MAINTAIN AND UPDATE CONTENT OF YOUR 

      DEPARTMENT PAGES:

Approval Date: ____________     Name:  ___________________________



Signature: _________________________ 



E-mail address: ____________________


2.  SEND TO YOUR DEPARTMENT CHAIR:

Approval Date: ____________
Name: ____________________________


                                                
Signature:__________________________



3.  SEND TO YOUR SUPERVISING ADMINISTRATOR:

Approval Date: _____________
Name: ____________________________



Signature: _________________________


4.  SEND TO THE PUBLIC RELATIONS OFFICE:

Approval Date: _____________
Name: ____________________________



Signature: _________________________

     5.   SEND TO SRJ C WEBMASTER IN COMPUTING SERVICES:

Date Webmaster notified department of URL: _______________



Name: ____________________________



Signature: _________________________

VIII – Attachment

This Article, “Spinning the Web”, from NCMPR needs to be attached.  The original article for  copying is in the Web Pages Guidelines file folder.

� There is an exception to this rule if your files are located in a personal directory. A personal directory has a tilde (~) in front of it. In this case, the home directory starts with /home/WWW_pages/. So, if your Web site address is http://www.santarosa.edu/~jsmith/, your file directory is /home/WWW_pages/jsmith/.





