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1. Introduction

This document will be updated on an as-needed basis.

1.1. Purpose

The purpose of this guide is to ensure that the California Department of Insurance (CDI) web site is built with consistent practices with regard to file nomenclature, page layout, images, text and style sheet attributes. These practices apply not only to current pages, but also to any new pages added to the CDI web site. The intended audience of this document must have a limited knowledge of HTML coding and a substantial knowledge of the subject matter found on the web site.

1.2. Scope

This document pertains to the entire CDI web site.

1.3. Glossary

	TERM
	DEFINITION

	Root
	The top level of the file structure outside of all the main folders. Files residing at the root are located outside of any of the main folders

	Section
	The main navigation areas of the site that also mirror the main folders in the site. (i.e. Consumers, Industry, About CDI, Request Assistance, Contact Us, etc)

	Primary Page
	A page residing in the first level of the main folder structure. Corresponds to the primary navigation of the site

	Secondary Page
	A page within a subfolder of the main folder structure

	Tertiary Page
	A page residing 3 levels into the site, within a subfolder of a subfolder in the main folder structure

	Quaternary Page
	A page residing 4 levels into the site, within a subfolder of a subfolder in the main folder structure

	On State
	Refers to the state in which a user’s cursor IS over or on the area in question

	Off State
	Refers to the state in which a user’s cursor IS NOT over or on the area in question

	CSS Style
	Cascading Style Sheet (CSS), refers to the text’s assigned style whose attributes have been predefined by the CSS. Majority of CDI applications are not utilizing this CSS. Within CommonSpot these are referred to as simply “Styles”


1.4. Version Log

	DATE
	DESCRIPTION
	AUTHOR
	VERSION

	12.08.04
	Developed document
	Tracy Meehan,

Chris Roebuck
	1.0

	07.11.05
	Updated document
	Tracy Meehan,
Chris Roebuck
	2.0

	07.18.05
	Updated document to reflect CommonSpot nomenclature
	Chris Roebuck
	2.1

	12.12.05
	Reformatting and other minor updates
	Kevin Brown
	2.2

	10.07.08
	Updated document to include information on table odd/even rows 
	Gil Belcher
	3.0

	10.07.08
	Updated screen shots to show odd/even rows
	Gil Belcher
	3.0

	10.07.08
	Updated Style Index table to include the row odd/even colors
	Gil Belcher
	3.0

	10.07.08
	Updated all screen shots
	Gil Belcher
	3.0

	10.07.08
	Updated Index of Styles
	Gil Belcher
	3.0

	10.09.08
	Added section for Error Messages
	Gil Belcher
	3.0


2. Naming Conventions: Downloadable Files
Following are the general naming conventions that are to be adhered to for downloadable files, images, PDFs, DOCs, XLS, etc:

· Use all lowercase letters including acronyms. 

· File extensions should be in all lowercase letters (e.g. .html, .pdf, .xls, .doc, .cfm). 

· Avoid using numbers unless there is a compelling reason to do so, such as a date (e.g. instead of report3.pdf name the file annual-report-2004.pdf). 

· When naming a file or directory with a date, dashes can be used (e.g. 08-10-04 or May-2005) 

· Replace slashes (/) with dashes (e.g. “agents/brokers” becomes “agents-brokers”) 

· Replace ampersands ( & ) with the word “and”

3. Choosing Your Template

3.1. Three-Column Template

The three-column template is only used for the following pages:


· Consumers Overview

· Industry Overview

· Fraud Overview

· News Overview

· About Us Overview

· Check License Status

· Contact Us
· File a Complaint (Request Assistance)

· Email Updates
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Example 1: Three-column template

3.2. Two-Column Template

The two-column template is used for all other pages of the website, including some of the global pages (Site Map, Privacy Policy) and interactive applications. (See Example 2).
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Example 2: Two-column template

4. Standard Formatting Procedures

4.1. Typography

The CDI web site utilizes various fonts however all HTML content is Verdana, which is a standard font that ships with Windows and is available on all personal computers. 
Style:  Normal
Refer to 8. Index of Styles for the list of predefined styles. 

4.2. Standard Guidelines

Following are general DOs and DON’Ts of formatting web pages within the CDI web site:

4.2.1. DO’s
· Always apply predefined styles where needed.
· Always left-align text

· Use the [image: image3.png]


 button in CommonSpot’s toolbar to create an unordered list.

· Use the [image: image4.png]


 button in CommonSpot’s toolbar to create a table.

4.2.2. DON’Ts

· Do not bold word(s) unless using a predefined Style such as wordEmphasis
· Text should never be italicized; italic text in HTML is difficult for users to read

· Text should never be underlined; underline is a common indication of a link on the web and can be misread

· Never center text (always left-align)

4.3. Header Styles

4.3.1. Page Title (see Example 3 - A)

This header style is only used at the top of the main content and is displayed in ALL CAPS. When you enter the header into the “Header” field in CommonSpot, the appropriate formatting is applied to entered text – changed to ALL CAPs, bolded, colorized. 
Naming Convention:

<NAME OF SECTION>: <NAME OF PAGE>

Examples:


INDUSTRY: AGENTS/BROKERS






Consumers: Automobile Series

4.3.2. Third Column Header

Used only in the 3-column template as the header of each section within the third column.

Style:  thirdColumnHeader
4.3.3. Primary Header (see Example 3 - B)
Used as a sub-header within the content. 
Style:  primaryHeader
4.3.4. Secondary Header (see Example 3 - C)

Used as a sub-header within the content if it falls inside a section with a Primary Header. 

Style:  secondaryHeader
4.3.5. Tertiary Header (see Example 3 - D)

Used as a sub-header within the content if it falls inside a section with a Primary and Secondary Header. 

Style:  tertiaryHeader
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Example 3: Header styles and horizontal rule usage

4.3.6. Data Field Headers 

Refer to the CDI Application Style Guide for presentation guidelines of Data Fields.

4.4. Word Emphasis

This style can be used to emphasize a word or group of words. Avoid using for entire sentences or paragraphs. Use sparingly.

Style:  wordEmphasis

4.5. Horizontal Rules 

Use the [image: image6.png]


 button in CommonSpot’s toolbar to create a horizontal rule.

When there is a need to separate very distinct sections within a content page, such as above and below a group of “Related Links”, the use of a Horizontal Rule can be a good option. Refer to above Example 3 (E).

Horizontal rules are also used in the right column of the 3-Column Template, before each new header. 

4.6. Dates

Dates are to be shown in either of the following two formats:  

Preferred Method:  December 21, 2004

Accepted when space does not allow “Preferred Method”:  02.09.2004

4.7. Phone Numbers

Phone numbers are to be shown in the following format:  

###-###-####

When using a vanity phone number, display the numerical equivalent in parentheses. For example:

800-927-HELP (4357)

4.8. Disclaimers & Footnotes

The Style, footnote is used for both disclaimers and footnotes including their references within the content. Refer to Example 4.
Style:  footnote
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Example 4: Footnotes including references

5. Tables

Use the [image: image8.png]


 button in CommonSpot’s toolbar to create a table.

Only format content in a table when it is necessary to display information that is centered on a single subject in a list form and has 2 or more distinct categories.


· Alignment of table: horizontally left-aligned, vertically top-aligned

· Alignment of text within cells: horizontally left-aligned, vertically top-aligned

The tables on the CDI web site are to be built using the following Styles:

5.1 Table Default

Defines the table borders, padding, alignment and font size.

Style:  tableDefault
5.2. Table Header  (see Example 5 - A)
Used for the header row, if present. 

Style:  tableHeader
5.3. Table Row Odd  (see Example 5 - B)
Used for odd table rows other than table header row or table summary row. The background on the table rows is light grey.

Style:  tableRowOdd

5.4. Table Row Even (See Example 5 - C)
Used for even table rows other than table header row or table summary row. The background on the table rows is light grey.

Style:  tableSummary
5.5. Total or Summary Row  (see Example 5 - D)
Used for final table row if number totals or summary is present. The background on a total or summery row is a slightly darker grey than a table row, and the text is bold.

Style:  tableSummary
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Example 5:  F Proper Table Format

Do not use a table unless information must be displayed in a table format as described above. The following Example 6: Improper Table Usage provides an example of when NOT to use a table to display information: 
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Example 6: Improper Table Usage
6. Linking Procedures

6.1. Linking between internal site pages

Links to web pages within CDI web site open in the same browser window. Links to downloadable files (PDF, DOC, etc.) are to open in a new browser window – refer to 
2.  Naming conventions: Downloadable Files.

6.1.1. Standard Link (see Example 7 - A)

· Links within content are displayed in blue (#274fa8) and are NOT underlined. All visual aspects of links are handled automatically through CommonSpot and do not require a Style. No other colors or formatting directives are needed. 

· Used for all links in main content

· Also used for links in right column (when 3rd column is present) when link is included with additional text (i.e. email address within contact information) 

6.1.2. More Link (see Example 7 - B)
· Used at the end of a paragraph to take user to more information

· Should never be substituted with "learn more," "click here," etc.

Style:  moreLink
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Example 7: Types of Link styles

6.2. Linking to File Downloads

When linking to a downloadable file, the name of the link must clearly represent the file that is to be downloaded and the file extension and size of the file must be displayed in parentheses following the name. The file extension is to be displayed in lowercase.

Examples:

Annual Report (pdf, 2.2 mb)


Job Application (doc, 128 kb)
John’s Speech (audio, MP3, 129 kb)


6.3. Linking to External Sites

All links to external sites will open in a new browser window by using the target attribute within the link tab.

6.4. Linking to Content on the Same Web Page - Anchor links

Anchor links are used for long pages that have clearly defined sections of contents within a page. The “quick link bar" (group of anchor links) provides an overview to the user of the sections of content within a page, some of which is most likely below the fold and unviewable to the user unless scrolling down the page.  Each anchor link in the “quick link bar" is a link that allows the user to "jump to" a specific section of the page contents quickly. 
The “quick link bar” is always at the top of the page and is placed between lines (horizontal rules) which span the width of the content area in order to distinguish it from other links on the page (A). Wrapping of links within the “quick link bar” should be avoided. Quick link verbiage does not need to be an exact repeat of the section name, but can be shortened if the shortened form is still meaningful. In general, the recommended maximum number of links in the “Quick link bar" is 6-7. Exceeding maximum numbers are not recommended for usability. 

Refer to Example 8 – A.

6.5. Back to Top Links (see Example 8 - B)
When using anchor links, this type of link is to be use for the “Back to Top” links that will be present after each anchored section.

To create a Back to Top link, click on the snippet button [image: image12.png]


 in CommonSpot’s toolbar and select “Back to Top” from the dropdown list.
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Example 8: Anchor Link usage

7. Images

When adding an image to a content page, the following procedures are to be followed:

· Images are to always be left-aligned with a 10px right/top/bottom margin. The margin needs to be added to the image itself through an image processing program such as Photoshop
· If text goes beyond image height, text should wrap around image 

· Image width should be approximately 1/3 the width of that section

· Image width 1/3 + Text width 2/3

· Images should not be used unless it relates specifically to content.
· Do not include any icons or seals other than approved, existing ones
8. Error Messages

Error Message text, which is Verdana grey (#900000) is placed under the field header and above the form field. (see Example 9 - A)
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Example 9: Error Message
9. Index of Styles
	STYLE NAME
	DESCRIPTION
	EXAMPLE REFERENCE

	Content

	Normal
	Verdana, 10px, #333333
	

	emphasis
	Verdana, 10px, #333333, bold
	

	footnote
	Verdana, 10px, # a7a7a7, bold 
	Example 4

	
	
	

	Headers

	thirdColumnHeader
	Verdana, 10px, #333333, bold, all caps
	

	primaryHeader
	Verdana, 10px, #333333, bold, 14px bottom margin
	Example 3 - B

	secondaryHeader
	Verdana, 10px, #333333, bold, 3px bottom margin
	Example 3 - C

	tertiaryHeader
	Verdana, 10px, #333333, bold, 0px bottom margin
	Example 3 - D

	
	
	

	Tables

	tableDefault
	Verdana, 10px, #333333, bgcolor #f0f0f0
	Example 5

	tableHeader
	Verdana, 10px, #000059, bold
	Example 5 - A

	tabeRowOdd
	Verdana, 10px, #333333, bgcolor #ffffff
	Example 5 - B

	tableRowEven
	Verdana, 10px, #333333, bgcolor #ececec
	Example 5 - C

	tableSummary
	Verdana, 10px, #333333, bold, bgcolor #d1d1d1
	Example 5 - D

	
	
	

	Links

	contentArea A (anchor)
	Verdana, 10px, #274fa8, no underline
	Example 7 - A

	contentArea A:visited
	Verdana, 10px, # 81a1e8, no underline
	

	contentArea A:active
	Verdana, 10px, #81a1e8, no underline
	

	contentArea A:hover
	Verdana, 10px, #274fa8, underline
	

	moreLink
	Verdana, 10px, # 0000FF, no underline, bold, uses right angle quote (»)
	Example 7 - B

	Links

	errorMessage
	Verdana, 12px, # 900000, no underline, bold
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