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Introduction:  When laying out content on a webpage the following aspects should be remembered:
Readability: Using the correct fonts, colors and alignment to make the readability easy for the reader.
Symmetry:   Achieving balance with the text, graphic elements and whitespace of the webpage.
Uniformity: Keep elements uniformed to avoid unwanted distraction/confusion, and maintain corporate (department) identity for the website.   We use blue font to indicate if a piece of text is a hyperlinked (this is done automatically when a hyperlink is created).  Therefore blue font should not be used on text which are not hyperlinks.
Please note: Styling to our webpage (sites) has been set by default.   The font type, size color and other elements are set at the Cascading Style Sheet level.   The CSS code is not available through the WYSWYG editor.   Please therefore do not put in HTML code that may change (override) the display of text as set by the CSS specifications.   As the font type, size and color have been carefully chosen by our web designer.
Definition:  Cascading Style Sheets (CSS) describes how HTML elements (your page contents) are to be displayed on screen.  
Unwanted Styling HTML code.  When you are copying text from another source such as a MS Word doc. or PDF.  please run the text content through a plain text editor such as Notepad to remove any styling code, before pasting into the Drupal editor.  Please use the Drupal WYSWYG editor tools to enhance text.
Text & Fonts:
Alignment: Generally, you will always set text to left alignment.
Rationale:
Left aligned text is easier to read than centered text for paragraphs. This is because when you center your text, the starting place of each line changes. This forces your users to work harder to find where each line begins to continue reading. Without a straight left edge, there is no consistent place where users can move their eyes to when they complete each line.
However, when your paragraph text is left aligned, a straight left edge appears. Users can read each line by simply moving their eyes to the left edge each time. This makes your paragraphs faster and easier to read because the user’s eyes don’t have to work as hard to find where the line starts each time.


On webpages generally you should not combine centered text with left aligned text. For example, a centered headline should not go with a left aligned paragraph. This is because the unsymmetrical line lengths of the paragraph can give the headline the appearance that it’s slightly off-center.
You also lose the symmetrical appearance of your paragraph. Centered headlines should go with centered text. Left aligned headlines should go with left aligned text. Avoid mixing the two together so that your text doesn’t look unbalanced.
Font Colors:    Black is the default font color.  Please do not change the color of fonts.  Blue is color we use to show a hyperlink and this will be created when a hyperlink is created.   Similarly please do not underline text as underlining text is often used on webpages to highlight were a hyperlink is.  Please refrain from changing font color.   Red should not be used draw attention to important text.  Red is often used on webpages to highlight a warning or error message.  If you wish draw attention to your text content please use other elements such as, caps bold or italics.
Header Tags:
The below is meant when working directly with HTML code – not in the WYSWYG editor.
In HTML <H# ...> indicates a header, a title of a section of the document. For example, to start the section of your page.   There are six 
There are six header tags: 
· H1
· H2
· H3
· H4
· H5
· H6
Each header tag indicates the relative importance of each section it is heading: <H1 ...> is for the major sections of your document, or as the one header to the entire document. <H2 ...> is for the secondary sections of your document, etc. It's best to start with the highest level header (<H1 ...>) and work you way down.     Don't use headers just to make text look bigger. This tends to look sloppy and falsely conveys the start of a new section. 
Images:
Please do not feel the need to always place graphic content on to your webpage.    Better to have no photograph or illustration than a poor or low quality image.  Also try to obtain the best possible photographs or graphics, for your need.

Clipart.  Do not use clip art on your webpages.  Clipart is often cartoonish or of low quality and often gives amateurish appearance to the webpage.   Additionally, Clipart images can also have copy write issues attached to it.    Please refer to the web-team if you need assistance with photographs or graphics.
Image Sizing.  The below sizes pixels dimensions are recommended for photos:
Headshots at 180x220, thumbnails (newsroom images) at 83x101, top right landing page photos at 200 x 300, and main images at 400x300.   
Image Issues: When increasing an image beyond 100% of its original size, image noise  “pixelization (unwanted graininess can occur).   This often happens when increasing the size of a thumbnail.    To fix this a photo editing program like Photoshop, may require to be used.   Or even a fix may not be possible.  The web teams graphic artist can assist if required. 

The web team is readily available to provide assistance if required.  Please do not hesitate to contact us.



