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A. Articles	
  for	
  Feature	
  Story,	
  News,	
  Internal	
  Event	
  &	
  Op	
  Updates	
  

A.1	
  Article	
  with	
  Intro	
  Paragraph	
  /	
  No	
  Byline	
  

Article	
  is	
  written	
  with	
  a	
  title,	
  intro	
  paragraph,	
  body	
  headings	
  and	
  call	
  to	
  action.	
  No	
  byline.	
  It	
  
has	
  an	
  active	
  link	
  formatting	
  
	
  
	
  

	
  
	
  
	
  
	
  
	
  
	
  

5.0	
  Text	
  Editor:	
  
Paste	
  into	
  Text	
  
Editor/Notepad	
  
(.rtf)	
  from	
  any	
  
source	
  first.	
  
Then	
  use	
  the	
  
text	
  editor	
  
within	
  T4	
  
(clipboard	
  with	
  
T)	
  Otherwise	
  
fonts,	
  spacing	
  
will	
  have	
  errors.	
  
Note,	
  sentence	
  
smaller	
  font	
  
than	
  body	
  font.	
  

6.0	
  Call	
  to	
  
Action:	
  H4.	
  No	
  
extra	
  line	
  
spacing	
  after,	
  
but	
  two	
  lines	
  
below	
  final	
  
paragraph.	
  
NEVER	
  BOLD.	
  

4.0	
  Links:	
  Embed	
  the	
  hyperlink	
  under	
  link	
  title,	
  ensure	
  it	
  opens	
  in	
  
new	
  window.	
  Do	
  not	
  write	
  out	
  link	
  but	
  name	
  them	
  so	
  they	
  are	
  
easy	
  to	
  scan	
  &	
  informative,	
  even	
  if	
  read	
  outside	
  of	
  the	
  context	
  of	
  
the	
  page.	
  Don’t	
  make	
  links	
  a	
  ‘verb	
  phrase’	
  or	
  deal	
  with	
  the	
  
mechanics	
  of	
  the	
  site	
  (eg.	
  
http://selkirk.ca/somecrazysection/lostpeople/andveryugly.	
  	
  
	
  
Contact	
  Info:	
  add	
  people’s	
  title	
  first,	
  then	
  their	
  name.	
  Link	
  their	
  
names	
  to	
  the	
  external	
  directory	
  on	
  Selkirk.ca	
  which	
  is	
  a	
  more	
  
robust	
  	
  directory	
  with	
  	
  resources	
  to	
  update	
  it.	
  This	
  strategy	
  may	
  
not	
  be	
  true	
  with	
  MySelkirk	
  2.0.	
  
	
  	
  

3.0	
  Headings/Titles:	
  H3.	
  
No	
  extra	
  line	
  spacing	
  
after.	
  NEVER	
  BOLD.	
  
	
  

2.0	
  Intro	
  Paragraph:	
  
Bold.	
  No	
  extra	
  line	
  
spacing	
  after.	
  Use	
  
especially	
  if	
  no	
  byline.	
  	
  	
  
	
  
Must	
  be	
  summary	
  of	
  
page	
  or	
  catchy	
  intro.	
  
Should	
  NOT	
  have	
  
contact	
  info	
  or	
  links	
  in	
  
it.	
  
	
  

1.0	
  Title:	
  Ensure	
  has	
  caps	
  
in	
  all	
  consonants.	
  No	
  
longer	
  than	
  1	
  line.	
  NEVER	
  
ALL	
  CAPS.	
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A.2	
  Article	
  with	
  Byline	
  

Article’s	
  written	
  with	
  a	
  title,	
  byline,	
  intro	
  paragraph,	
  body	
  headings	
  and	
  call	
  to	
  action.	
  Follow	
  
rules	
  1.0	
  –	
  6.0	
  as	
  well,	
  as	
  7.0	
  Byline	
  below.	
  If	
  no	
  intro	
  paragraph,	
  omit	
  rule	
  2.0.	
  Best	
  to	
  include	
  
an	
  intro	
  paragraph	
  if	
  possible.	
  
	
  
	
  
	
  
	
  
	
  
	
  
	
  
	
  
	
  
	
  
	
  
	
  

7.0	
  Byline:	
  No	
  caps	
  within	
  
line	
  unless	
  required	
  for	
  
names.	
  Not	
  end	
  with	
  
punctuation.	
  Not	
  to	
  go	
  
more	
  than	
  1	
  line.	
  Must	
  add	
  
extra	
  line	
  after	
  to	
  space	
  
away	
  from	
  next	
  paragraph.	
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A.3	
  Article	
  with	
  Inset	
  Picture	
  

Article’s	
  with	
  pictures	
  inset	
  should	
  still	
  follow	
  rules	
  1.0	
  –	
  7.0,	
  as	
  well	
  as	
  9.0	
  Inset	
  Pictures.	
  	
  
	
  
	
  
	
  
	
  

9.0	
  Inset	
  Pictures:	
  
Picture	
  should	
  be	
  
500	
  px	
  x	
  300	
  –	
  500	
  
px	
  high.	
  Less	
  than	
  
500	
  kb.	
  It	
  should	
  not	
  
go	
  directly	
  under	
  or	
  
above	
  an	
  H3.	
  It	
  
should	
  not	
  be	
  less	
  
than	
  300	
  px	
  high	
  
(banner)	
  as	
  these	
  are	
  
only	
  used	
  at	
  top	
  of	
  
general	
  pages	
  with	
  
feature	
  links.	
  Photo	
  
cut	
  lines	
  (if	
  req’d)	
  
should	
  be	
  formatted	
  
with	
  Address.	
  

	
  



MySelkirk	
  1.0	
  Content	
  Styleguide	
  	
  	
  	
  	
  	
  	
  	
  	
  	
  	
  	
  	
  	
  	
  	
  	
  	
  	
  	
  	
  	
  	
  	
  	
  	
  	
  	
  	
  	
  	
  	
  	
  	
  March	
  2013	
   5	
  

A.4	
  Article	
  with	
  Thumbnail	
  (Feature	
  Story	
  &	
  News	
  only)	
  

Article’s	
  with	
  pictures	
  inset	
  should	
  still	
  follow	
  rules	
  1.0	
  –	
  9.0	
  where	
  it	
  applies.	
  For	
  News	
  	
  &	
  
Feature	
  Articles,	
  a	
  thumbnail	
  is	
  required	
  (100	
  px	
  x	
  100	
  px,	
  no	
  greater	
  than	
  50kb).	
  
	
  
	
  
	
  

9.0	
  Intro:	
  Length	
  of	
  intro	
  
will	
  affect	
  formatting	
  on	
  
article	
  listing	
  page	
  (left).	
  
Approximately	
  50	
  words	
  or	
  
5	
  lines	
  on	
  left	
  formats	
  best.	
  
	
  	
  
-­‐	
  Career	
  Fair	
  is	
  a	
  good	
  
example.	
  	
  
	
  
-­‐	
  Kast	
  Spirit	
  Awards	
  is	
  an	
  
example	
  of	
  where	
  another	
  
sentence	
  in	
  intro	
  would	
  
space	
  better.	
  

	
  

10.0	
  Thumbnail:	
  Size	
  is	
  
important	
  for	
  formatting.	
  
Square	
  photos	
  (100	
  px	
  x	
  
100	
  px)	
  otherwise	
  text	
  will	
  
wrap	
  underneath.	
  50	
  kb	
  is	
  
largest	
  T4	
  will	
  accept.	
  It	
  
should	
  visually	
  coincide	
  
with	
  any	
  pictures	
  used	
  in	
  
articles	
  (feature/banner	
  or	
  
inset)	
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A.4	
  Article	
  with	
  Thumbnail	
  (Continued)	
  
Compare	
  visual	
  appearance	
  of	
  Top	
  Of	
  Mind	
  page	
  of	
  articles	
  versus	
  the	
  News	
  and	
  Updates	
  page	
  on	
  left	
  
hand	
  side.	
  The	
  lack	
  of	
  consistency	
  of	
  thumbnails,	
  length	
  of	
  titles	
  and	
  length	
  of	
  intros	
  leaves	
  the	
  News	
  
and	
  Updates	
  page	
  looking	
  messy	
  and	
  disengaging.	
  
	
  
	
  
	
  
	
  

11.0	
  Chronological	
  Ordering	
  of	
  Articles/Events	
  	
  
	
  
Order	
  of	
  events	
  is	
  listed	
  in	
  chronological	
  order	
  with	
  top	
  of	
  list	
  
being	
  the	
  event	
  that	
  will	
  occur	
  the	
  soonest.	
  	
  
	
  
*This	
  must	
  be	
  manually	
  done	
  for	
  every	
  article/event	
  entry.	
  It	
  
does	
  not	
  automatically	
  go	
  to	
  top	
  of	
  list.	
  	
  
	
  
(Note:	
  Within	
  T4,	
  ensure	
  the	
  article/event	
  is	
  between	
  the	
  ‘Start	
  
Article	
  List	
  ”	
  and	
  “End	
  Article	
  List”.	
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A5.	
  Internal	
  Event	
  Details	
  

	
  	
  
12.0	
  Date	
  Within	
  
Event	
  Heading	
  	
  
	
  
The	
  event	
  heading	
  
must	
  be	
  written	
  date:	
  
heading.	
  The	
  date	
  is	
  
written	
  with	
  month	
  
abbreviated.	
  
	
  
The	
  Fistful	
  of	
  Dollars	
  
event	
  is	
  an	
  example	
  of	
  
how	
  hard	
  it	
  is	
  to	
  tell	
  
the	
  date	
  of	
  event	
  
without	
  following	
  this	
  
process.	
  

	
  

	
  
A	
  drawback	
  of	
  this	
  
process,	
  is	
  that	
  the	
  
date	
  is	
  repeated	
  
within	
  the	
  event	
  box	
  
on	
  homepage.	
  As	
  this	
  
is	
  not	
  overly	
  obvious	
  
or	
  negative,	
  the	
  
benefit	
  of	
  doing	
  this	
  
is	
  greater.	
  

	
  
The	
  Fistful	
  of	
  Dollars	
  
event	
  revised	
  to	
  start	
  
with	
  date	
  and	
  better	
  
title	
  and	
  now	
  the	
  list	
  
of	
  events	
  is	
  easier	
  to	
  
scan.	
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B.	
  Homepage	
  Content	
  	
  

B.1	
  Header	
  Ribbon	
  
	
  

	
  

	
  

B.2	
  Footer	
  Boxes	
  
	
  

14.0	
  Announcement	
  
Ribbon	
  	
  
	
  
The	
  Announcement	
  is	
  
in	
  H3	
  &	
  explanation	
  is	
  
in	
  paragraph.	
  	
  
	
  
The	
  link	
  is	
  usually	
  
Learn	
  more	
  and	
  must	
  
go	
  to	
  a	
  Selkirk	
  College	
  
website.	
  

15.0	
  Footer	
  Boxes	
  	
  
	
  
Headings	
  should	
  be	
  
one	
  line,	
  so	
  that	
  all	
  4	
  
boxes	
  are	
  aligned	
  
consistently	
  across	
  
top.	
  	
  
	
  
The	
  text	
  should	
  be	
  
paragraph	
  and	
  have	
  a	
  
line	
  spacing	
  after	
  it	
  
and	
  the	
  last	
  line/call	
  to	
  
action.	
  
	
  
The	
  C2A	
  should	
  be	
  
written	
  as	
  ‘Learn	
  more	
  
about	
  LINK’.	
  	
  
	
  
Pictures	
  should	
  be	
  
square	
  75	
  px	
  and	
  right	
  
aligned	
  with	
  padding	
  
of	
  5.	
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C.	
  Important	
  Text	
  &	
  Feature	
  Image	
  Templates	
  

General	
  templates	
  have	
  option	
  of	
  having	
  
	
  
	
  
	
  
	
  
	
  

jbrookes
Sticky Note
Still in draft
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D.	
  Feature	
  Links,	
  How	
  Do	
  I	
  &	
  RHC	
  Boxes	
  

General	
  templates	
  have	
  option	
  of	
  having	
  
	
  
Asdkflkajsf;laksjdf	
  
	
  

jbrookes
Sticky Note
Still draft
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E.	
  Next	
  

	
  
Asdkflkajsf;laksjdf	
  
	
  
	
  




