content management system follow up sessions

the process and timeline for getting your pages published onto the website (10mins)
standard updates /additions
1. get your username and password from the webteam

2. add some content to the cms – edit it until you are happy with it and then submit for publishing

3. webteam will contact you to discuss the new page/ content incl. getting pictures

4. pages will be proofed and edited by website editor

5. turn around time should be expected to be 2-3 days but this is not fixed as things may be urgent and need turning around on the same day. It is a good idea to indicate when you would like the page to go live by specifying a date on the cms.
6. rejected pages – pages will only be rejected if I feel that it is not suitable to go on the actionaid website or if it is duplicate information that exists in a better format elsewhere. The page owner will always be contacted to go over the reasons.
major section changes and revamps

1. the webteam will work with the relevant staff members to go over content and changes required

2. work will be shared out and webteam will project manage until it is complete

3. timescales for this kind of work will vary depending on the amount of work involved and how busy the webteam are.

selecting relevant content (5mins)
1. is your information really of interest to the public? Why do you want to put it on the website?

2. the website should  not be tied to internal staffing structures - it is important to think about where the public would expect to see your page

3. knowing your audience is key – who is the primary audience, who is the likely audience
4. what are you trying to tell them and why?
5. what links, documents and facts can be included in your page that will add value and increase its scope.
writing copy for the web (10mins)

1. word count – 200 -250 for a basic page,  350 max
2. feature  - 550 – 600 words

3. break down the information into manageable chunks – use subheadings and bullets – although generally not more that one set of bullets per page
4. make sure the opening paragraph/ magic quote has impact

5. bring the conclusion to the top of the page so that the main point of the page is more likely to be communicated
6. include links to additional or supplementary information wherever possible
applying a consistent style and maintaining editorial standards (5mins)
1. it is very important that all the pages on the website have a consistent editorial style

2. this will largely be the job of the website editor
3. headlines and menu items are always in lower case
4. sub headings should be in lower case and bold – no space between sub heading and text block

5. right hand column should all be in lowercase
6. avoid the use of italics

7. keep right hand column brief – short headings and bullets
q & a session on cms and other website issues. (10mins)
