
Read Me 

1.  When you want to edit the includes, go here: 

/yoursite/includes/index.html 

Select the include you wish to edit. 

2. Remember to use a page title tag in this format:    

specific page: section: department: UNCW 

3. Remember to use correct keywords and description for each page.  

In Contribute go to Format in the top menu, select Keywords and Description. 

4. Remember to enter descriptive ALT text for each image or graphic.  

5. Remember that all your file names should be lower case and contain no hyphens, underscores, spaces 

or special characters. 

6. Remember that all HTML file names will have the extension:  .html 

7. Remember to optimize your images: 

 All images should be cropped, resized and resampled in a photo editing computer program so 

that they are the exact size that they will be displayed. 

 All images should be "saved for the web," in the smallest possible file size, but so that they still 

look good.  

 Normally, all images should be saved at 72 dpi resolution. 

8. Check all links to make sure they work. Don't link to files on your current site. They will disappear. 

9. Convert all PowerPoint presentations to PDF 

10. All images go in the images folder. 

11. All documents go in the documents folder. 

12. Check to make sure your image is not already in the images folder before uploading a copy. Make 

sure there is only one copy of each image. 

13. Remember to use headings in order. H1 is your page headline, H2 is the next one to use, followed by 

H3, H4, H5, H6. Do not add styling to these headings. You can use section headers, but use them in a 

logical manner, as well. 

14. If a link goes to an external website, let your readers know, for example, (external link) or a 



statement that "These are external links" 

15. If a link is to a PDF document, put this after the link: (PDF) 

16. Never use "Click here to see more information about this program." Just say "More information 

about this program" and make IT the link! 

Ask me if you have questions. Phone: 2-2899 or email: allenl@uncw.edu 

Happy converting! 

Lynn Allen, Web Support Technician, ITSD 


