WEBSITE GUIDELINES
This list of guidelines is not intended to be all inclusive.  Additional items, as we come across them, may be added, and if that happens, a new version will be emailed to all website users.  If you come across an issue that isn’t covered here, please send it to the PIO for clarification and inclusion in this document if appropriate.  If in doubt about any process or issue, contact the PIO for confirmation or explanation.
A note on what we call things:
· Employees who work on the website are “users.”  Anyone who visits the website is a “site visitor.”
· When referring to the external website that site visitors visit, use “website” or “live site.” When referring to the internal dashboard where content is updated and managed, use “CMS” or “back end.”
· When you edit pages on the CMS (which stands for content management system) and hit “save,” this does not make your changes live.  It merely saves your changes on the CMS. They must also be “published” to be seen by site visitors. 
· Employee “users” who can make changes to and publish any page on the website are called “super users.”  Currently that includes the PIO, the MIS Director, Recreation Superintendent Kyle Henke, Parks/Recreation Director Murray Pounds, Recreation Admin Sherry St. Onge, and Electric Admin Patti Wilkis. 
To avoid confusion, it is important to use the right words.  For example, when you contact the PIO or another super user for help, they need to know if you are on the live site or the CMS. 
Also of note:  The preferred browser for the CMS is Chrome.  Please talk to MIS if you don’t already have Chrome on your desktop, and request that it be installed.  To access the CMS, open Chrome, and type www.kirkwoodmo.org/admin in the URL line.  After you have done this once, it should remember it, so that when you start to type kirkwood….., you will get a drop-down list of options. Look for the kirkwoodmo.org/admin URL and select it. 
Re-Directs:  If you are logged into the CMS and also have the live site open in another tab, re-directs will not work.  Suggestion:  Open the live site in a separate browser (Firefox, IE, etc.). 

GENERAL GUIDELINES:
If you are a relatively new user, your permissions may be set to enter, edit, and save copy but not to “publish” it.  The website can be overwhelming, even if you have a background in technology. Therefore, it’s a sort of “best practice” to have someone else review your new or updated content.  Content that is not reviewed could have typos, unclear sentence structure, missing information, grammar or punctuation issues, or broken links.  The PIO routinely has others proofread newsletters, press releases, and other content.  Mistakes can happen to anyone. 
· For new users, the PIO will review and publish all content additions and updates.  Directions: Make your changes, hit “save,” and send an email to the PIO to review and publish. 
· For users who can publish, it is still a good idea to have someone else review your content changes, if possible.  Even minor changes such as a different phone number or a new external link can be entered incorrectly. 
· All new links should be tested after the page has been published.  Make sure the link opens and that it goes where you want it to go (to a page or to a document).  Broken links are a serious issue. 

WHAT IS CONTENT? 
· Copy
· Photos
· Graphics
· Forms
· Tables
· Documents (PDFs, Word, etc.)

CONTENT GUIDELINES
· Know who else is in your content group.  Keep content up-to-date.  Set a schedule in your department or content group for regular content review.
· Make sure content is simple, useful, and accessible.
· Keep mobile users in mind:  Content at the top of the page should include the information website users are most likely there to find. 
· Contact information for your department should be at the top of the page. 
· Be consistent.  For example, if you have a printed document such as a brochure, make sure your website content does not contradict what’s in your brochure.
· Create clear, easy-to-follow, step-by-step instructions for processes and forms.  Use numbered or bulleted lists for these when necessary. 
· When explaining a process, provide the purpose of that process if appropriate. 
· Don’t over-write or over-explain. If in doubt, have someone in another department test your instructions to see if anything is missing.
· Don’t use legal language or internal jargon, such as “pursuant to city ordinance.”  Instead, use language everyone will understand, such as “by ordinance” or “required by law.”

STYLE GUIDELINES
· Please refer to and use the City’s Style Manual for all website content. A copy of the Manual is posted on the Employee Intranet under PIO.  Generally, we follow AP Style, but there are a few exceptions, including:
· Use “We” when referring to the City and “you” when referring to site visitors.
· Capitalize “City” whenever referring to the City of Kirkwood.
· For a series of three or more, always use a comma before the final item. This is called the “Oxford” comma, and for detailed lists, it will help to eliminate confusion. 
· Use the styles in the edit navigation line when entering or updating content, such as “Normal” for body copy and headline sizes for headlines. 
· Use the active voice whenever possible.  For example, instead of “Identification is required,” use “You must show photo identification.”
· Shorten language when possible. For example, use “about” rather than “in relation to” and “later” rather than “at a later time.”

DESIGN GUIDELINES
· If website visitors say they can’t find something, talk to the PIO about creating an additional redirect to your page.  An example of this currently is the redirect under “Services” for “Utilities” and “Electric,” which takes the site visitor to KirkwoodElectric.org.
· If your page has a lot of information on it, use “jumps” at the top to get to other information. The PIO can help with this. 
· Before creating a new page, please talk to the PIO.  Our strategy for the website is to reduce the total number of pages or at least keep the number to a minimum.  There may be another way to add your new information without adding additional pages. 

MISCELLANEOUS
The phone number to call if the website is down is:  800-314-0147, option 1
[bookmark: _GoBack]Hero photos should be resized to:  1920 x 620 pixels (current website).
