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SCHOOL OF LAwW

THE LAW WEB SITE IS BASED ON TEMPLATES THAT HELP GIVE SITE MAINTAINERS A STARTING

POINT FOR DEVELOPING WEB PAGES. THIS HANDOUT WILL GO OVER THE USES OF THESE
TEMPLATES, HOW TO MODIFY THEM USING ADOBE CONTRIBUTE, HOW TO MODIFY THE

NAVIGATIONAL ITEMS ON YOUR PAGES, AND HOW TO ADD ITEMS TO THE NEWS AND/OR EVENTS

WINDOWS ON THE LANDING PAGE OF YOUR SITE.
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LAW TEMPLATES
LANDING PAGE TEMPLATE

USE THE LANDING PAGE TEMPLATE FOR MAIN LANDING PAGES OF YOUR SITE. THIS TEMPLATE
HAS THE FOLLOWING EDITABLE REGIONS:

O PAGE TITLE (NOT PICTURED): ENTER THE TITLE OF YOUR PAGE HERE IN THE FORMAT
USD: LAW: SECTION.

O MAIN CONTENT: INPUT YOUR MAIN CONTENT HERE. ON USD LAW LANDING PAGES
THIS HAS A TABULAR FORMAT COMPRISING LINKS TO BOTH SUB-PAGES WITHIN THE
SECTION, OTHER SITE LINKS, AND EXTERNAL LINKS.

O MORE INFORMATION: INPUT ANY ADDITIONAL TEXT CONTENT HERE.

erh ipsum dolor Bt amel, consectetuer adipiscing elit. Pusee tintidunt loeem ac Sam. Proin
Soacuspede vitar aid. Aligaam lacinia leovitae erat. Pellenteaque valotpat aibh eget nid. Lt
INCidunt semn quis augue mattis fauedus Nulle sagittis magns at urna. Dooec ot peediet Nandit nisi. Prois tincidunt
focbd tezipas nis ut ek, Cras dctum. Supendiaw dui turpis, aligoet in, consectetoer molestic, comvalliact, diam.
Jrabitur aidh ectos, enismod eget, lobortis at, comm ode sit amet, magna

aremn \peam dolor €2 amet, consectetuer adiplacing olit. Pusce tincidunt lorem ac Sam . Pratn rhoncus pede v itas nisl
ligaam Lacinia leovRae erat. Pellentesque volulpat aibh eget nis. Lt tincidunt sere quis augoe mattis faucibes Nalla
gittis magna at uraa, Donec bmperdat blaadit nid. Proa tincident. Morbi tem pus i ut est, Cras dictum, Suspen disse
ul turpes, aliguet ks, consoctetuer rmolestic, convallis of, Sare. Curabitur nibb lectes, cuivnod eget, Joboetis at, comm

t amiet, magsa

ocem ipeam dolor w2 amet, conwctetuer adipiacing olit. Pusce tincidunt locem ac &am. Frain rhoncus pede v itae nis

liguam Lacinia leovitae erat, Pellentesgue v lutpat nibh eget nish. Lt tincidunt sees quis augee mattis faucibes Nalls

gittis magna at uraa. Donec imperdiet blazdit nik. Pron tincident. Moebi ters pus nixd ut est. Cras dictum, Sugendioe
i Turpis, aliquet ia, consectetuer mulestic, convallis ef, Sam. Curabitur nibh lectus, ewisnod eget, Jodoetis at, comm

t amet, magaa

TO SEE THIS TEMPLATE IN USE, PLEASE VISIT THE FOLLOWING PAGES:

HTTP:/WWW.SANDIEGO.EDU/LAW/PROSPECTIVE/
HTTP:/WWW.SANDIEGO.EDU/LAW/NEWS/
HTTP:/WWW.SANDIEGO.EDU/LAW/CENTERS/
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CONTENT TEMPLATE

USE THE CONTENT TEMPLATE FOR SUB PAGES OF YOUR SITE. IT HAS THE FOLLOWING
EDITABLE REGIONS:

O PAGE TITLE (NOT PICTURED): ENTER THE TITLE OF YOUR PAGE HERE IN THE FORMAT
USD: LAW: SECTION.

O TITLE: THE TITLE IS THE HEADING OF YOUR PAGE. FOR EXAMPLE, J.D. PROGRAMS,
CONTACT Us, ETC.

O MAIN CONTENT: INPUT YOUR MAIN CONTENT HERE. THIS CAN CONTAIN TEXT, PHOTOS,
LINKS, ETC.

O MORE INFORMATION: INPUT ANY ADDITIONAL CONTENT OR CONTACT INFORMATION
HERE.

ern ipsum doloe St anel, consectetuer adipiscing e, Pusce tincidunt locem ac diam. Proin ”

honcus pede vitar nixd. Aliguam lacinia Jeo vitae erat. Pelleatesque valutpat nibl eget i, Ut

incidunt sees quis augee mattis faucibes Nulla sagittis magns ot uraa. Donee b perdict

landit nid. Iroia tincidant. Mocbi tempus nim ut ent, Cras dictum. Suspendiow dal turpis, aliquet in, consectetser
olestie, convallis et, diam. Corabitur oidh Jottus, culsmaod eget, loboetis at, commodo sit amet, magna

eern ipsum Soloe St amet, consectetuer adipisting o, Pusce tincidunt locem ac diam . Proia rhonces pede vitae nisi
Aliguars lacinia leovitac erat. Nellestoaque volatpat nibk eget 2. Ut tiacidunt sem quis augue mattis aocibus Nulla

LIS oeagna at urna. Dones imperdiet blanda nish. Proin tincidunt, Morbs tem pus nish ut o2, Cras Sctum . Sespendise
ui turpis, aliguet in, consectetuer malostic, convallis of, diam. Curabitur nibl lectus, cutareod eget, lobortia at, comz

it amet, magna

avems ipaum Solor bt amet, consectetuer adipisving #31, Pusce tiackdunt locem ac diam. Proin rhonces pede vitae nid

Aliguar lacinia Joo vitae erat. Fellesteaque valatpal nibh eget 2td. Ut tiacidunt sem guis sugue mattis fapcibus. Nulls
RIttis magna at urna, Dooer imperdiet hlandn sid. Proin tincident, Morbd tempus nis ut o2, Cras Sctem ., Sependise
ui turpis, aliguet in, comsectetuer malestie, convallis of, diam. Curabitur nibk lectus, cuisrsod eget, lobortia at, connm

tamet, magna

TO SEE THIS TEMPLATE IN USE, PLEASE VISIT THE FOLLOWING PAGES:

HTTP:/WWW.SANDIEGO.EDU/LAW/ACADEMICS/JD/PROGRAMS.PHP
HTTP:/WWW.SANDIEGO.EDU/LAW/CAREERS/STUDENTS/EMPLOYMENT DATA.PHP
HTTP:/WWW.SANDIEGO.EDU/LAW/ADMISSIONS/APPLICATION PROCEDURE/JD APPLICANTS/JD FA

QS.PHP
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CONTRIBUTE

ADOBE CONTRIBUTE IS THE SOFTWARE YOU WILL USE TO MAINTAIN PAGES WITHIN YOUR
DEPARTMENTAL SITE.

GETTING STARTED
GENERALLY YOU WILL USE CONTRIBUTE TO MAKE ADDITIONS OR MODIFICATIONS TO THE
CONTENT PORTIONS OF YOUR WEB PAGES. YOU CAN ADD TEXT AND POSITION PAGE CONTENT

USING TABLES.

YOUR SITE CREATION/MAINTENANCE PROCESS WILL CONSIST OF MODIFYING CONTENT ON
ALREADY EXISTING PAGES.

FROM THE CONTRIBUTE START PAGE, CLICK ON YOUR WEB SITE NAME UNDER THE BEGIN
EDITING HEADING.

Ct

ADOSE" CONTRBUTE €48

B Edtng Cresl e New

Linvwaatty of Son Dwagdr Sahodt of Lae

-~ . e » -

YOU SHOULD ALWAYS SEE THE LANDING PAGE OF YOUR SITE WHEN YOU BEGIN EDITING.
TYPICALLY YOU WILL WANT TO MODIFY CONTENT ON YOUR SITE.

EXISTING PAGES

CONTRIBUTE ALLOWS YOU TO MODIFY ALREADY EXISTING PAGES AS WELL AS DELETE FILES
YOU NO LONGER NEED IN YOUR SITE.

MODIFYING PAGES

YOU CAN MODIFY ANY PAGE IN YOUR SECTION OF THE WEB SITE BY BROWSING TO IT AND
EDITING.

USD WEB DESIGN 3 ITS
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J— USD: Law: Career

 Edit Page New ... 1 Back (%) Stop | G|Refresh /3% _Home P

Address: http://www.sandiego.edu/law/careers/index.php

TO MODIFY A PAGE IN CONTRIBUTE, BROWSE TO IT USING THE ADDRESS BAR. CLICK ON EDIT
PAGE TO VIEW YOUR PAGE IN EDIT MODE SO THAT YOU CAN BEGIN MAKING CHANGES. WHEN
COMPLETED, YOU CAN SEND FOR REVIEW, SAVE FOR LATER, OR DELETE TO DISCARD YOUR

CHANGES AS USUAL. THESE OPTIONS ARE DISCUSSED IN THE PUBLISH OPTIONS SECTION OF
THIS HANDOUT.

“* TIP: NOTE THAT DISCARDING CHANGES DOES NOT DELETE THE ACTUAL FILE; TO
DELETE FILES, PLEASE CONTACT THE LAwW WEB DEVELOPER.

WORKING WITH CONTENT

YOU CAN USE THE CONTRIBUTE TOOLBAR TO FORMAT YOUR CONTENT, INSERT LINKS, INSERT
IMAGES AND INSERT TABLES FOR POSITIONING YOUR CONTENT ITEMS. YOU CAN ALSO USE

CONTRIBUTE TO SPELL CHECK YOUR TEXT FOR A FINAL REVIEW BEFORE PUBLISHING YOUR
CONTENT TO THE WEB.

, e

27 Publish 5= Send for Review 7 Save for Later 3¢ Discard Draft : <= Link 4| Image Table
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FORMATTING TEXT

YOU’LL ONLY BE ABLE TO WORK WITHIN THE DESIGNATED EDITABLE REGIONS OF YOUR PAGE.
THIS MEANS STAYING WITHIN THE CONTENT BOUNDS PROVIDED BY THE TEMPLATES.

TO INSERT TEXT, YOU CAN COPY AND PASTE DATA AND INFORMATION FROM OTHER
APPLICATIONS, OR YOU CAN SIMPLY BEGIN TYPING. IF NEEDED, YOU CAN THEN FORMAT THE
TEXT BY STYLING IT (BOLDING OR ITALICIZING), CREATING LISTS (BULLETED OR NUMBERED)
OR BY INDENTING.

** TIP: IF YOU ARE INSERTING SECTIONS OF INFORMATION IN YOUR CONTENT, SEPARATE
THEM WITH SECTION HEADINGS (I.E. HEADING 2, HEADING 3 ETC.) BY HIGHLIGHTING
THE TITLE OF THE SECTION AND SELECTING THE APPROPRIATE HEADING FROM THE
NORMAL MENU. IN ADDITION TO MAKING YOUR CONTENT EASIER TO READ, IT WILL
ALSO HELP YOUR SEARCH ENGINE RANKINGS SINCE HEADINGS ARE MORE “IMPORTANT”
THAN NORMAL TEXT. PLEASE NOTE THAT YOU SHOULD NEVER INSERT A HEADING 1 ON
YOUR PAGE, BECAUSE THE .

70 Publish 7= Send for Revig

Normal M B 7

USD WEB DESIGN 4 ITS
LAW WEB SITE uUusD




INSERTING LINKS

A HYPERTEXT LINK, OFTEN CALLED A LINK, CREATES A CONNECTION FROM ONE PAGE TO
ANOTHER PAGE. IN A WEB PAGE, LINKS ARE TYPICALLY UNDERLINED AND DIFFERENTIATED BY
COLOR FROM THE SURROUNDING TEXT. WHEN A VISITOR TO YOUR SITE CLICKS A LINK IN ONE
PAGE, ANOTHER PAGE OPENS.

CONTRIBUTE LETS YOU ADD THE FOLLOWING TYPES OF LINKS FROM THE LINK BUTTON IN THE
TOOLBAR:

F . Unk . Image Tabie
Drafts and Recent Pages...
Create New Page...
Browse to Web Page...

E-malil Address...
File on My Computer...

O DRAFT AND RECENT PAGES

YOU CAN CREATE A LINK ON YOUR PAGE TO A DRAFT THAT YOU ARE CURRENTLY EDITING OR TO
A RECENTLY PUBLISHED PAGE ON YOUR SITE. CONTRIBUTE HAS A COMPLETE LIST OF CURRENT
DRAFTS FOR YOU TO LINK TO, AND STORES A LIST OF THE LAST TEN PAGES YOU PUBLISHED ON
YOUR SITE.

TO CREATE A LINK TO A DRAFT OR RECENTLY PUBLISHED PAGE ON YOUR SITE, YOU MUST
FIRST INDICATE WHERE THE LINK WILL APPEAR BY PLACING THE INSERTION POINT IN THE
DRAFT, SELECTING TEXT IN THE DRAFT, OR SELECTING AN IMAGE IN THE DRAFT. CLICK LINK
- DRAFT AND RECENT PAGES AND COMPLETE THE DIALOG BOX BY SELECTING THE DESIRED
DRAFT AND CLICKING OK.

O BROWSE TO WEB PAGE

YOU CAN CREATE A LINK TO ANOTHER PAGE ON YOUR WEB SITE OR ON ANOTHER SITE.
CONTRIBUTE ENABLES YOU TO USE THE FILE SYSTEM TO FIND THE PAGE.

IN YOUR DRAFT, YOU WILL NEED TO INDICATE WHERE THE LINK WILL APPEAR BY PLACING THE
CURSOR AT AN INSERTION POINT, SELECTING TEXT, OR SELECTING AN IMAGE. CLICK THE LINK
- BROWSE TOo WEB PAGE AND BROWSE TO THE PAGE YOU ARE SEEKING TO LINK. LIKEWISE
YOU CAN TYPE IN ANY URL FOR EXTERNAL SITES NOT WITHIN THE LAW WEB SITE. COMPLETE
THE DIALOG BOX AND CLICK OK. CONTRIBUTE ADDS THE LINK TO YOUR DRAFT IN YOUR
DESIRED LOCATION.

O E-MAIL ADDRESS

YOU CAN CREATE A LINK TO AN E-MAIL ADDRESS SO THAT WHEN A VISITOR CLICKS THE LINK,
CONTRIBUTE OPENS A NEW BLANK MESSAGE, ADDRESSED TO THE E-MAIL ADDRESS YOU
SPECIFIED, IN THE VISITOR'S DEFAULT E-MAIL APPLICATION.

FOR EXAMPLE, YOU MIGHT WRITE "CONTACT US ABOUT OUR PROGRAMS” AND LINK THIS TO
THE DEPARTMENT’S E-MAIL ADDRESS. WHEN A VISITOR CLICKS THE LINK, THE BROWSER WILL
OPEN THE VISITOR'S E-MAIL APPLICATION AND CREATES AN E-MAIL MESSAGE TO THE ADDRESS.

USD WEB DESIGN S ITS
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IN YOUR DRAFT, YOU WILL NEED TO INDICATE WHERE THE LINK WILL APPEAR BY PLACING THE
CURSOR AT AN INSERTION POINT, SELECTING TEXT, OR SELECTING AN IMAGE. CLICK THE LINK
> E-MAIL ADDRESS OPTION, COMPLETE THE DIALOG BOX, AND CLICK OK. YOUR NEW LINK IS
NOW ADDED TO THE PAGE.

O FILE ON MY COMPUTER

YOU CAN ALSO CREATE A LINK ON YOUR PAGE TO A FILE SAVED ON YOUR COMPUTER. FOR
EXAMPLE, YOU MIGHT LINK TO A PDF DOCUMENT SAVED ON YOUR HARD DRIVE. WHEN YOU
PUBLISH THE PAGE WITH THE LINK, CONTRIBUTE COPIES THE FILE INTO YOUR WEB SITE AND
THEN LINKS TO THAT ON YOUR SITE. THAT WAY, WHEN SOMEONE CLICKS ON YOUR PDF LINK
ONLINE, THE VISITOR WILL BE ABLE TO VIEW IT OR SAVE IT TO THEIR SYSTEM.

IN YOUR DRAFT, YOU WILL NEED TO INDICATE WHERE THE LINK WILL APPEAR BY PLACING THE
CURSOR AT AN INSERTION POINT, SELECTING TEXT, OR SELECTING AN IMAGE. CLICK THE LINK
9 FILE ON MY COMPUTER OPTION, COMPLETE THIS DIALOG BOX, AND CLICK OK.
CONTRIBUTE COPIES THE FILE AND A LINK TO THE NEW FILE APPEARS IN YOUR DRAFT.

OPTIMIZING PDF FILES

OPTIMIZING YOUR PDF FILES CAN REDUCE YOUR FILE SIZES TO A TENTH OR LESS OF THE
ORIGINAL. THIS WILL MAKE YOUR PAGES DOWNLOAD TEN OR MORE TIMES AS FAST. YOU WILL
NEED ACROBAT SOFTWARE (WINDOWS/MACINTOSH) OR PREVIEW (MACINTOSH) FOR
OPTIMIZING PDFs.

BRING ANY PDF INTO ACROBAT AND FILE = SAVE AS. AS YOU ARE SAVING MAKE SURE THE
FORMAT IS SET TO ADOBE PDF FILES, OPTIMIZED.

YOU CAN ALSO BRING A PDF INTO PREVIEW ON MACINTOSH AND FILE = SAVE AsS. AS YOU
ARE SAVING MAKE SURE THE QUARTZ FILTER IS SET TO REDUCE FILE SIZE.

INSERTING TABLES

A TABLE IS A TOOL FOR PRESENTING DATA OR FOR PAGE LAYOUT. YOU CAN CREATE TABLES
WITH A BORDER OF ‘“O” (NO BORDER) AND FORMAT CONTENT SO THAT THE TABLE DOES ITS JOB
WITHOUT BEING VISIBLE TO VISITORS.

YOU CAN INSERT A TABLE ANYWHERE ON A PAGE. TO BEGIN, PLACE THE INSERTION POINT IN
YOUR DRAFT WHERE YOU WANT THE TABLE TO APPEAR. CLICK THE TABLE BUTTON IN THE
TOOLBAR.

THE INSERT TABLE DIALOG BOX APPEARS, AND YOU’LL ENTER YOUR TABLE SPECIFICATIONS
HERE, SUCH AS THE NUMBER OF ROWS AND COLUMNS. IF YOU DO NOT WANT THE TABLE
BORDER DISPLAYED WHEN THE PAGE IS LIVE, MAKE SURE TO SET BORDER THICKNESS TO “0O”.

CLICK OK AND THE TABLE APPEARS IN YOUR DRAFT. AFTER YOU CREATE A TABLE, YOU CAN
EASILY MODIFY BOTH ITS APPEARANCE AND STRUCTURE BY RIGHT-CLICKING ON THE TABLE
AND CHOOSING TABLE PROPERTIES.

SPELL CHECK

IT'S A GOOD IDEA TO USE THE CHECK SPELLING COMMAND TO CHECK THE SPELLING IN YOUR

DRAFT AFTER YOU ADD OR EDIT TEXT. TO CHECK AND CORRECT SPELLING, SELECT FORMAT >
CHECK SPELLING.

USD WEB DESIGN 6 ITS
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IF CONTRIBUTE ENCOUNTERS AN UNRECOGNIZED WORD, THE CHECK SPELLING DIALOG BOX
APPEARS. SELECT THE APPROPRIATE OPTION BASED ON HOW YOU WANT CONTRIBUTE TO
HANDLE THE DISCREPANCY. CLICK OK AFTER FINISHING THIS TASK.

PUBLISH OPTIONS

ONCE YOU’VE INSERTED YOUR CONTENT AND FORMATTED IT ACCORDINGLY, YOU CAN SEND
YOUR PAGE FOR REVIEW, SAVE IT FOR LATER OR CANCEL THE PAGE.

SEND FOR REVIEW

ONCE YOU HAVE MADE CHANGES TO YOUR PAGE, YOU WILL NEED TO SEND FOR REVIEW IN
ORDER TO COLLABORATE WITH OTHERS ON YOUR CONTENT AND HAVE YOUR DRAFT PUBLISHED.

722 Send for Review ) % Save for Later ¢ Discard Draft | - =

SELECTING THIS OPTION WILL DISPLAY A LIST OF ALL MAINTAINERS ON THE USD LAw WEB
SITE. YOU CAN SEND YOUR DRAFT TO OTHER MEMBERS OF YOUR DEPARTMENT FOR REVIEW.

;
N
M
M

i
i
I
[}

-

FOR PUBLISHING YOUR FILE, PLEASE SEND YOUR DRAFT TO ALL USERS IN THE
“PUBLISHER” ROLE. PLEASE SELECT TO NOTIFY RECIPIENTS THROUGH E-MAIL AND PRESS
SEND.

SAVE FOR LATER

IF YOU’RE NOT READY TO MAKE YOUR NEW OR MODIFIED CONTENT LIVE, YOU CAN SAVE FOR
LATER SO THAT YOU CAN RETURN TO DO MORE EDITING ON THE PAGE AT A LATER TIME.
PAGES SAVED FOR LATER WILL SHOW UP IN THE LEFT-HAND COLUMN OF CONTRIBUTE UNDER
THE PAGES HEADING.

DISCARD DRAFT

AND YOU CAN ALSO DISCARD DRAFT, WHICH MEANS YOU WILL DISCARD THE PAGE AND ANY
CONTENT/CHANGES YOU HAVE ADDED.
** TIP: WHEN MODIFYING A PAGE, DISCARDING DRAFT ONLY DISCARDS YOUR CHANGES
BUT DOES NOT DELETE YOUR FILE. TO DELETE A FILE, PLEASE CONTACT THE LAW WEB
DEVELOPER.

USD WEB DESIGN 7 ITS
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SEARCH ENGINE OPTIMIZATION

YOU CAN ASSOCIATE KEYWORDS AND A DESCRIPTION WITH YOUR WEB PAGE. VISITORS WHO
TYPE ONE OF YOUR KEYWORDS IN A SEARCH ENGINE WILL MORE EASILY FIND YOUR PAGE
AMONG THE SEARCH RESULTS, SINCE IT IS LIKELIER TO BE TOWARD THE TOP. USD ALSO HAS
ITS OWN SEARCH ENGINE POWERED BY GOOGLE, SO YOUR PAGES WILL BE MORE EASILY
ACCESSIBLE ON OUR WEB SITE AS WELL.

To ADD OR CHANGE KEYWORDS AND A DESCRIPTION FOR A PAGE, SELECT FORMAT >
KEYWORDS AND DESCRIPTION WHILE YOU ARE IN EDIT MODE.

Page Keywords and Description

ENTER OR CHANGE KEYWORDS IN THE KEYWORDS PANE. SEPARATE EACH KEYWORD WITH A
COMMA (FOR EXAMPLE: CAREER
SERVICES,CAREER,JOB,EMPLOYMENT,HIRE,EMPLOYER,STUDENT,USD,SAN DIEGO,UNIVERSITY
SAN DIEGO,LAW).

THE DESCRIPTION IS A BRIEF SUMMARY OF THE TOPIC OF YOUR PAGE. ENTER OR CHANGE THE
PAGE DESCRIPTION IN THE DESCRIPTION PANE. CLICK OK WHEN YOU HAVE ONE OR MORE
DESCRIPTIVE SENTENCES.
“* TIP: YOU CAN MODIFY YOUR PAGE KEYWORDS OR DESCRIPTION AT ANY TIME BY
RETURNING TO FORMAT = KEYWORDS AND DESCRIPTION WHILE YOU ARE IN EDIT
MODE.

USD WEB DESIGN 8 ITS
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NAVIGATION

THE SCHOOL OF LAW WEB SITE HAS A NAVIGATION SCHEME CONSISTING OF PRIMARY AND
SECONDARY NAVIGATION.

PRIMARY NAVIGATION

FINANCIAL AID

ALUMNI SERVICES
CAREER SERVICES
NEWS CENTER

FREE LEGAL ASSISTANCE

THE PRIMARY NAVIGATION PROVIDES AN EASY WAY FOR VISITORS TO ACCESS THE TOP LEVELS
OF THE USD LAW WEB SITE. THE PRIMARY NAVIGATION IS NOT OPEN TO EDITING.

ANY CONTENT WITHIN THESE LINKS AUTOMATICALLY DISPLAYS WITHIN THE RESULTING
SECONDARY (ACCORDION) NAVIGATION. FOR MORE INFORMATION ON HOW LINKS POPULATE
THE NAVIGATION AREA, PLEASE SEE THE NEXT SECTION.

SECONDARY NAVIGATION

THE SECONDARY NAVIGATION APPEARS DIRECTLY BELOW THE PRIMARY NAVIGATION AND
REFLECTS THE SUB PAGES IN THAT SECTION OF THE WEB SITE.

FINANCIAL AID
ALUMNI SERVICES

CAREER SERVICES
NEWS CENTER
FREE LEGAL ASSISTANCE

1.D. PROGRAM

Concentration
Concurrart Degrees
Curricdium

Academic Calendar

Graduate Law Programs
Faculty

Clinical Education
Advocacy & Skills Training
Law Library

Study Law Abroad
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THE SECONDARY NAVIGATION IS AUTOMATICALLY GENERATED FROM PAGES STORED WITHIN
THE WEB SITE.

FOR EXAMPLE, IN THE PICTURE ABOVE, YOU ARE SEEING THE NAVIGATION FOR THE ACADEMICS
PART OF THE WEB SITE.

THE PARENT PAGE IS ACADEMICS. PAGES AND FOLDERS WITHIN CCLDI COMPRISE THE SUB-
MENU ITEMS. J.D. PROGRAMS IS GREY BECAUSE THAT IS THE PAGE CURRENTLY BEING
VIEWED.

ORGANIZING NAVIGATIONAL ITEMS

To RE-ORDER OR RENAME LINKS IN YOUR SITE’S NAVIGATION, PLEASE CONTACT THE LAwW WEB
DEVELOPER.

USD WEB DESIGN 10 ITS
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INFORMATION POSTING SYSTEM (MYPOSTINGS)

THE INFORMATION POSTING SYSTEM IS A DATABASE THAT CONTAINS NEWS AND/OR EVENTS
THAT ARE DISPLAYED ON THE USD LAW HOME PAGE, USD HOME PAGE, AND MYSANDIEGO
PORTAL. THIS IS A WEB-BASED APPLICATION ACCESSED AT THE FOLLOWING LOCATION:

HTTP:/WWW.SANDIEGO.EDU/MYPOSTINGS/

USING THIS SYSTEM YOU CAN POST NEWS AND EVENTS TO THE USD LAW HOME PAGE, VARIOUS
PLACES ON THE USD SITE, AND ON THE MYSANDIEGO PORTAL.

ROUTING ITEMS

ALL ITEMS ASSUME THAT “SCHOOL OF LAW” IS SELECTED AS YOUR DEPARTMENT WITH
THE EXCEPTION OF THE CENTERS AND INSTITUTES.

ALL ITEMS SHOULD BE MARKED AS “EVENTS” WITH THE EXCEPTION OF NEWS RELEASES
WHICH SHOULD BE MARKED AS “NEWS” WHEN POSTING.

FOR ANY CENTERS & INSTITUTES SIMPLY SELECT THE CENTER/INSTITUTE AS YOUR
DEPARTMENT AND (ONCE APPROVED) THE POSTING WILL SHOW UP ON THAT AREA’S LANDING
PAGE.

NEwWs (WITH DESTINATIONS)

NEWS RELEASE HTTP://WWW.SANDIEGO.EDU/LAW/NEWS/NEWS_RELEASES/
“DEPARTMENTAL NEWS & EVENTS” AS DESTINATION

USD LAwW HOME HTTP://WWW.SANDIEGO.EDU/LAW/
PAGE

“DEPARTMENTAL HOME PAGE” AS DESTINATION

EVENTS (WITH DESTINATIONS)

ACADEMIC HTTP://WWW.SANDIEGO.EDU/LAW/CURRENT/STUDENT_CALENDARS/ACADEMIC CAL
CALENDAR ENDAR/
“ACADEMIC CALENDAR” AS DESTINATION

CAREER SERVICES HTTP:/WWW.SANDIEGO.EDU/LAW/CURRENT/STUDENT_CALENDARS/STUDENT_CARE
ER_SERVICES_CALENDAR.PHP
“CAREER SERVICES” AS DESTINATION

FINANCIAL AID HTTP:/WWW.SANDIEGO.EDU/LAW/CURRENT/STUDENT_CALENDARS/FINANCIAL_AID
.PHP
“FINANCIAL AID” AS DESTINATION

STUDENT HTTP:// WWW.SANDIEGO.EDU/LAW/CURRENT/STUDENT_ CALENDARS/STUDENT_ACTI
ACTIVITIES VITIES CALENDAR.PHP
“STUDENT ACTIVITIES” AS DESTINATION

USD LAwW HOME HTTP:/WWW.SANDIEGO.EDU/LAW/
PAGE

“DEPARTMENTAL HOME PAGE” AS DESTINATION

EVENTS (WITH DESTINATIONS & AUDIENCES)

ALUMNI CALENDAR HTTP://WWW.SANDIEGO.EDU/LAW/ALUMNI/CALENDAR.PHP
“DEPARTMENTAL NEWS & EVENTS” AS DESTINATION, “ALUMNI” AS AUDIENCE

EVENT CALENDAR HTTP://WWW.SANDIEGO.EDU/LAW/NEWS/CALENDAR_OF_EVENTS/
“DEPARTMENTAL NEWS & EVENTS” AS DESTINATION, “EVERYONE” AS
AUDIENCE

USD WEB DESIGN 11 ITS
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FACULTY HTTP://WWW.SANDIEGO.EDU/LAW/FACULTY_STAFF/CALENDAR.PHP
CALENDAR

“DEPARTMENTAL NEWS & EVENTS” AS DESTINATION, “FACULTY” AS AUDIENCE

USD WEB DESIGN 12 ITS
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LOGGING IN

YOU CAN LOG INTO THE SYSTEM USING YOUR MYSANDIEGO (E-MAIL) USERNAME AND

PASSWORD.

Forgot

yOUr PASSwOrd?

IMMEDIATELY YOU WILL SEE A FORM WHERE YOU CAN BEGIN ADDING YOUR NEW POST.
SECTION WILL COVER EACH PART OF THE FORM SECTION BY SECTION AND LINE BY LINE.

THE FORM

GENERAL INFORMATION

ALL POSTS NEED GENERAL INFORMATION IN ORDER FOR THE SYSTEM TO KNOW WHERE TO

THIS

DISPLAY YOUR POST AND WHAT AUDIENCES YOU WOULD LIKE YOUR POST TO TARGET. MORE
IMPORTANTLY THIS SECTION OF THE FORM CAPTURES BASIC INFORMATION SUCH As THE TYPE
AND TITLE OF THE ITEM.

| © | CATEGORY:

WHETHER YOUR ITEM IS AN EVENT OR NEWS ITEM

USD WEB DESIGN
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HEADLINE/TITLE:

TITLE OF YOUR POST, THIS IS WHAT WILL BE DISPLAYED AS THE
HEADLINE ON THE WEB SITE OR IN MYSANDIEGO.

DEPARTMENT:

YOUR DEPARTMENT: TO POST AN ITEM TO THE MAIN USD LAW HOME
PAGE, SELECT “SCHOOL OF LAW”.

WHERE TO POST:

WHERE YOU WOULD LIKE THE INFORMATION POSTED. SEE ROUTING
ITEMS SECTION FOR INFORMATION SPECIFIC TO THE USD LAW WEB
SITE.

TARGETED
AUDIENCE:

THE SPECIFIC AREA(S) OF THE USD COMMUNITY YOUR ITEM APPLIES
TO. IF IT IS A NEWS ITEM OR EVENT AFFECTING OR INVITING
EVERYONE, SELECT “EVERYONE”. SEE ROUTING ITEMS SECTION FOR
INFORMATION SPECIFIC TO THE USD LAW WEB SITE.

POSTING DATE

YOU WILL NEED TO SELECT A START DATE AND AN END DATE FOR YOUR POST. BASED ON THIS
INFORMATION, YOUR ITEM WILL DISPLAY BEGINNING ON YOUR SELECTED DATE AND
AUTOMATICALLY COME DOWN WHEN YOU DECIDE OR AFTER AN EVENT HAS PASSED. YOU CAN
POST-DATE ITEMS AS FAR INTO THE FUTURE AS YOU WOULD LIKE.

* Start Date:

* End Date:

START DATE:

DATE THAT YOU WOULD LIKE YOUR POSTING TO DISPLAY ON THE
SELECTED DESTINATION(S) AS NOTED IN THE PREVIOUS SECTION.

END DATE:

DATE THAT YOU WOULD LIKE YOUR POSTING TO AUTOMATICALLY
REMOVE ITSELF FROM THE USD SITE OR MYSANDIEGO PORTAL.
FOR EVENTS, THIS SHOULD BE THE SAME/LAST DAY OF YOUR EVENT.
FOR NEWS THIS CAN BE A DATE OF YOUR CHOOSING.

EVENT INFORMATION

IF YOUR POST IS AN EVENT, YOU WILL NEED TO ENTER THE EVENT LOGISTICS FOR DISPLAY ON
THE WEB SITE AND IN THE MYSANDIEGO PORTAL. IF YOU ARE ENTERING A NEWS ITEM YOU
CAN BYPASS THIS PART OF THE FORM.

Event Start Date

Evont Start Time

Event End Date

Evont End Time

Location

Cost

USD WEB DESIGN
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EVENT START
DATE:

DATE THAT YOUR EVENT BEGINS.

EVENT START
TIME:

TIME THAT YOUR EVENT BEGINS.

EVENT END

DATE THAT YOUR EVENT ENDS.

DATE:

EVENT END TIME: | TIME THAT YOUR EVENT ENDS.

LOCATION: LOCATION WHERE YOUR EVENT WILL BE HELD.

COST: COST OF YOUR EVENT. THIS CAN EITHER BE NUMERICAL (E.G. 10.00) OR

TEXT-BASED (E.G. STUDENTS: $10; EMPLOYEES $15).

DESCRIPTION

THE DESCRIPTION CONTAINS THE COPY OF YOUR NEWS ITEM.

LIKEWISE, IF POSTING AN

EVENT, THE ENTIRE EVENT DESCRIPTION SHOULD BE NOTED IN THE BODY. THIS SECTION OF
THE FORM ALSO INCLUDES OTHER INFORMATION SUCH AS THE SPONSORING ORGANIZATION(S)
AND WEB ADDRESS.

[
Adireas

LU

U A

DESCRIPTION:

TEXT THAT WILL BE DISPLAYED ON THE WEB OR ON MYSANDIEGO ABOUT
YOUR EVENT. IF NEWS THIS WILL CONTAIN THE COPY OF YOUR ITEM.

SPONSOR:

ORGANIZATION THAT IS SPONSORING THE EVENT OR NEWS.

CO-SPONSOR:

CO-ORGANIZATION THAT IS SPONSORING THE EVENT OR NEWS.

WEB ADDRESS:

THE WEB ADDRESS (URL) TO YOUR DEPARTMENTAL WEB SITE OR A PAGE
PROVIDING MORE INFORMATION ABOUT YOUR NEWS OR EVENT. THIS
MUST BE IN THE FORM HTTP://WWW.SANDIEGO.EDU/.

PUBLIC CONTACT INFORMATION

ALL POSTS MUST HAVE PUBLIC CONTACT INFORMATION. THIS SHOULD BE THE NAME, E-MAIL,
AND PHONE NUMBER OF AN EMPLOYEE OR REPRESENTATIVE THAT THE PUBLIC CAN CALL FOR
MORE INFORMATION ABOUT THE POSTING. I[IF A CONTACT HAS ALREADY BEEN ENTERED YOU
CAN SIMPLY SELECT HIS/HER NAME FROM THE DROP-DOWN MENU.

ITS
uUsD
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Pre-Existing Contact

* Contact Name

* Contact Phone Number:

* Contact E-Mail: |

(2000) XXX XX XX

CONTACT NAME: PERSON THAT CAN BE CONTACTED FOR MORE INFORMATION.

CONTACT E-MAIL: CONTACT’S E-MAIL ADDRESS.

CONTACT PHONE: CONTACT’S PHONE NUMBER; SHOULD BE IN FORMAT (XXX) XXX-XXXX.
MEDIA

ANY POST CAN HAVE AN ACCOMPANYING IMAGE OR ATTACHMENT (PDF) FOR SUPPLEMENTARY
INFORMATION OR REFERENCE. PLEASE CROP IMAGES BEFORE POSTING AND DO NOT TRY TO
PLACE IMAGES DIRECTLY FROM A DIGITAL CAMERA, WHICH CAN BE QUITE A LARGE FILE SIZE.

Image: ‘ Choose File ) no file selected Allowed files: jpeg. jog, pipeg. gif or png
Attachment: (7;1?0’7!; no file selected Allowed tiles: pat

Thumbnall: Choose File ) no file selected Allowed files: jpeg, jog, pjpeg. oif or png

Banner: E:o;ﬂl? no file selected Aliowed files: jpeg. jpg, pipeg. gif or png

IMAGE:

MAX WIDTH: 200
PX

MAX HEIGHT: 300
PX

IMAGE THAT WILL ACCOMPANY YOUR POST ON THE WEB SITE OR
MYSANDIEGO PORTAL. IMAGES MUST HAVE ONE OF THE FOLLOWING
EXTENSIONS: .GIF, .JPG, OR .JPEG. YOU CAN USE IMAGE EDITING
SOFTWARE SUCH AS ADOBE PHOTOSHOP OR GRAPHICCONVERTER FOR
OPTIMIZING OR CROPPING IMAGES.

ATTACHMENT:

SUPPLEMENTARY FILE IN .PDF FORMAT.

THUMBNAIL:
105X90 PIXELS

IMAGE THAT WILL ACCOMPANY YOUR POSTING ON THE USD LAW HOME
PAGE

BANNER:
600x150 PIXELS

FOR SOME POSTINGS THERE MAY NEED TO BE A BANNER DISPLAYED AT

THE TOP OF THE DETAIL PAGE.

NOTES

NOTES CAN BE INCLUDED WITH YOUR POST AND WILL NOT BE DISPLAYED ON THE WEB SITE OR
PORTAL WITH YOUR POSTING. PLEASE ADDRESS THESE TO THE POSTING MANAGER FOR ANY
SPECIAL REQUESTS OR ISSUES.

USD WEB DESIGN
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Notes:

NOTES: NOTES ARE TO BE USED FOR SPECIAL REQUESTS OR ISSUES AND WILL
NOT BE DISPLAYED ON THE USD WEB SITE OR MYSANDIEGO PORTAL.

SUBMITTING YOUR PosT

ONCE YOU HAVE COMPLETED THE FORM, PLEASE CLICK “SUBMIT” TO SEND THE INFORMATION

YOU HAVE ENTERED INTO THE POSTING SYSTEM.

YOU SHOULD CHECK YOUR REQUESTED DESTINATION(S) WITHIN 24 HOURS TO SEE YOUR

POSTING ONLINE.

PLEASE ALSO NOTE THAT YOUR ITEM MAY NOT NECESSARILY BE POSTED TO THE PLACE(S) YOU
REQUEST. FOR EXAMPLE, YOU MAY REQUEST THAT SOMETHING BE POSTED TO THE LAW HOME
PAGE. ONLY 3 ITEMS CAN BE PLACED ON THE USD LAW HOME PAGE AT ONE TIME. LIKEWISE

THE USD HOME PAGE CAN HAVE ONLY THREE NEWS/EVENTS ITEMS AT A TIME.

USD LAwW HOME PAGE (EXAMPLE)

USD School of Law Unveils New Center on
intellectual Property Law and Markets

e D3y Nl X UNwe*Sly oF San Dwego SChoe
of L2 " lurehes 3 new Conte
Feinstein Appoints USD Alumnus David S
Caney '74 to Querses Calfornia’s Judicia

Nom

Iination Process
Alas Brutaicer ‘78 Appointes to Souther ’

ACYISOrY Lo ot SAN DIEOD, Jafuary b
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MYSANDIEGO PORTAL (EXAMPLE)

News = [k S
QAL20/09 Twe Local Scholars Lxperende Insuguration Coletrations
QL2009 Foomer Departmant Crar Remembered

QL2009 USD Schod of Lam Usvils New Center on [nteflecival
Progerty Law ong Mackets
QL20/09 San Dieoo Ready for Anceher Aun

Q2009 khnson's Refiing Mamens
Events = i B
Hause

QL2509 Corporate Dorectors Forum 2009

QLEANS Refigon, Misrabion and Matiene dentty

QLZIN09 Imermaticoy Sodety for Mstary Eihics Symposium
QA0S AR Fanh Secvice
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AP STYLE GUIDELINES

PLEASE NOTE THAT POSTS ARE PENDING REVIEW FOR AP STYLE. ALL MATERIALS PUBLISHED
BY THE UNIVERSITY OF SAN DIEGO WHETHER PRINT OR WEB MUST BE WRITTEN IN AP STYLE.

GENERALLY POSTINGS SUBMITTED TO THE SYSTEM WILL BE APPROVED. IF THERE IS AN
OCCASION WHERE AN ITEM IS NOT APPROVED, THE PERSON SUBMITTING THE POST WILL
RECEIVE AN E-MAIL WITH A DESCRIPTION OF WHY THE ITEM WAS REFUSED. IN MOST CASES
THERE WILL BE MORE INFORMATION OR SOME FORM OF CLARIFICATION NEEDED, IN WHICH
CASE THE POSTER CAN WORK WITH THE POSTING MANAGER TO MAKE CHANGES AND APPROVE.

THE FOLLOWING ARE GENERAL AP STYLE GUIDELINES FOR REFERENCE. A MORE COMPLETE
GUIDE CAN BE DOWNLOADED AT HTTP://WWW.SANDIEGO.EDU/MARKETING/IDENTITY-
WRITING.PHP.

ABBREVIATIONS

1. ACADEMIC DEGREES. USE THE ABBREVIATION DR. ONLY BEFORE THE NAME OF A
PERSON WHO HOLDS A MEDICAL DEGREE. DO NOT USE THE TITLE DR. BEFORE THE
NAMES OF PEOPLE WHO HOLD OTHER DOCTORATE DEGREES OR HONORARY DOCTORATE
DEGREES. IN THOSE CASES, THE DEGREES SHOULD BE LISTED AFTER THE PERSON’S
NAME. (JANE SMITH, PH.D.) ALL ABBREVIATIONS OF DEGREES SHOULD CONTAIN
PERIODS. (B.A., M.A., J.D., LL.M., PH.D., ED.D.) SET OFF ACADEMIC ABBREVIATIONS WITH
COMMAS WHEN USED IN THE MIDDLE OF A SENTENCE. (JANE SMITH, J.D., WAS THE
KEYNOTE SPEAKER.)

2. AMPERSAND (&). THE AMPERSAND MAY ONLY BE USED IN THE TITLE OF THE JOAN B.
KROC INSTITUTE FOR PEACE & JUSTICE. DO NOT ABBREVIATE AND IN ANY OTHER CONTEXT.

3. BUILDING NAMES. DO NOT ABBREVIATE ANY CAMPUS BUILDING NAMES EXCEPT JOAN B.
KROC INSTITUTE FOR PEACE & JUSTICE (IPJ) OR SCHOOL OF LEADERSHIP AND EDUCATION
SCIENCES (SOLES). YOU MAY ABBREVIATE THESE WHEN REFERENCING THEM FOR A
SECOND TIME IN A PARAGRAPH.

4. MONTHS. NEVER ABBREVIATE MONTHS WHEN THEY DO NOT IMMEDIATELY PRECEDE A DATE.
(WE GOT MARRIED IN SEPTEMBER LAST YEAR.) WHEN THE NAME OF A MONTH
IMMEDIATELY PRECEDES A DATE, ABBREVIATE IT, BUT ONLY IF THE MONTH'S NAME IS SIX
LETTERS OR LONGER. (WE MET AUG. 6 LAST YEAR AND GOT MARRIED MARCH 5.)

5. TIME. USE A.M. OR P.M. LOWERCASE WITH PERIODS. DO NOT USE :00 FOR HOUR (10 A.M.,
NOT 10:00 A.M.) AVOID REDUNDANCIES SUCH AS 10 A.M. IN THE MORNING.

CAPITALIZATION

AvVoOID RANDOM CAPITALIZATION. DO NOT CAPITALIZE FOR EMPHASIS. DO NOT USE
EXCLAMATION POINTS.

1. IN A HEADLINE. CAPITALIZE ALL WORDS IN A TITLE OR HEADLINE EXCEPT ARTICLES (A,
AN, THE) AND PREPOSITIONS (OF, ON, TO, AT, IN). DO NOT USE ALL CAPS. (STUDENTS
ENGAGE IN COMMUNITY OUTREACH)

2. OF A TITLE. CAPITALIZE ONLY WHEN THEY PRECEDE A NAME. (PROVOST JOHN SMITH)
LOWERCASE IN ALL OTHER INSTANCES. (JOHN SMITH, PROVOST OF THE UNIVERSITY)

3. NAMES. PROPER NAMES SHOULD ALWAYS BE CAPITALIZED. CAPITALIZE UNIVERSITY WHEN
IT IS PART OF A PROPER NAME. (UNIVERSITY OF SAN DIEGO) LOWERCASE IN ALL OTHER
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REFERENCES (THERE ARE MORE THAN 7,000 STUDENTS AT THE UNIVERSITY.) LOWERCASE
SCHOOL WHEN REFERRING TO MORE THAN ONE OF THE UNIVERSITY’S SCHOOLS OR WHEN
REFERENCING ANYTHING OTHER THAN THE FORMAL NAMES OF THE SCHOOLS. (STUDENTS
APPLIED TO THE SCHOOLS OF LAW AND BUSINESS. THE STUDENT APPLIED TO THE LAW
SCHOOL, THE BUSINESS SCHOOL AND THE NURSING SCHOOL. THE STUDENT WILL ATTEND
THE SCHOOL OF BUSINESS ADMINISTRATION.) FORMAL NAME OF A DEGREE IS
CAPITALIZED. (JOHN SMITH RECEIVED A BACHELOR OF SCIENCE IN CHEMISTRY.)

4. CHURCH. CAPITALIZE AS PART OF A FORMAL NAME OF A BUILDING, A CONGREGATION OR A
DENOMINATION. ( ST. MARY’S CHURCH, THE ROMAN CATHOLIC CHURCH) LOWERCASE IN
PHRASES WHERE CHURCH IS USED IN AN INSTITUTIONAL SENSE. (THE CHURCH TEACHES
THAT GOD IS LOVE.)

5. RELIGIOUS TITLES. TREAT AS ALL TITLES: SPELL OUT AND CAPITALIZE IN FRONT OF NAME.
(FATHER JOHN SMITH, SISTER ANNE SMITH, MONSIGNOR JOHN SMITH, BROTHER JOHN
SMITH) EXCEPTION IS REVEREND, WHICH IS ABBREVIATED REV. AND ALWAYS PRECEDED
BY THE. (THE OFFICIATE WAS THE REV. JOHN SMITH.)

QUOTATION MARKS AND ITALICS

1. BOOK AND MAGAZINE TITLES. ITALICIZE WITHOUT QUOTES.
2. MOVIE TITLES. PUT QUOTATIONS AROUND TITLE. DO NOT ITALICIZE.

CONTACT FOR POSTING SYSTEM

PLEASE E-MAIL MYPOSTINGS@SANDIEGO.EDU WITH ANY QUESTIONS, ISSUES OR OTHER
SUGGESTIONS YOU HAVE IN REGARD TO THE INFORMATION POSTING SYSTEM.
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RESOURCES

THE ADOBE WEB SITE HAS HELPFUL GUIDES AND STREAMING VIDEO DEMONSTRATIONS ON
CONTRIBUTE AND OTHER ADOBE PRODUCTS:

O CONTRIBUTE DOCUMENTATION:
HTTP:/WWW.ADOBE.COM/SUPPORT/DOCUMENTATION/EN/CONTRIBUTE/
O CONTRIBUTE SUPPORT CENTER: HTTP://WWW.ADOBE.COM/SUPPORT/CONTRIBUTE/

FOR FURTHER INFORMATION ABOUT THE USD WEB SITE, PLEASE SEE THE FOLLOWING
INTERNAL SITES:

O HTTP://WWW.SANDIEGO.EDU/WEBDEV/
O HTTP:/WWW.SANDIEGO.EDU/ITTRAINING/
O HTTP:/WWW.SANDIEGO.EDU/WEB/

PLEASE ALSO REFER TO THE IT TRAINING PROGRAM FOR CLASSES AND DROP-IN SESSIONS
ADOBE CONTRIBUTE YEAR ROUND.
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