LOCAL RELIGION PROJECT

Web Developer Check Sheet

CONTACT INFORMATION

Site Name:
Tradition / Denomination:
Address:
URL:
Phone Number:
PRELIMINARIES
· Focus/purpose: creation of a web page (“LRP web portrait”) using SCU’s CommonSpot system, containing information gathered from a content developer 

· Scenario: a content developer has finishing compiling student research and has produced a Word document called a “Portrait for Web.”  The web developer must make this document viewable on LRP’s web site using CommonSpot

· Formatting: Text must be pasted as plain text from Notepad in the text blocks (do not copy and paste directly from the content developer’s Word document!)  Text of each heading must then be formatted in CommonSpot ‘formatted text blocks’ using the toolbar in the rich text editor dialog box.
CHECK SHEET: WEB DEVELOPER
Essential Steps: These steps must be completed in order to consider the site “published.”
	Action Taken?
	Item

	
	Locate religious category: Search for site name in the LRP spreadsheet to determine which type of site it is (Buddhist, Christian, etc.)


	
	Go to the admin panel of the LRP ‘sites’ page:  Navigate to http://cms.scu.edu/cas/religiousstudies/lrp/sites/admin.cfm.  Use your CommonSpot Login if needed. 



	
	View the religious categories in the Subsites: Click the [image: image1.png]


 icon next to the heading ‘Subsites’



	
	Create a new page from LRP Site template: Click the [image: image2.png]


 icon, to the right of the religious category where the page belongs.  From the template gallery, open ‘Local Religion Project Templates’. Select ‘LRP Site Template’.   When the dialog comes up, click the “Create New Page” button.



	
	Refer to the CommonSpot Contributor guide to fill out the new page information, while following these additional guidelines:
(1) The [ *Name ] field is used to define the URL; keep it short, and use hyphens ( - ) rather than underscores ( _ ).

(2) In the [ Category ] field, select “Local Religion Project”

When you have finished, click “Next.”



	
	Accept the default Custom Page Information: click Finish



	
	Convert text format: Save Word document from content developer as ‘Plain Text’


	
	Copy and paste body text from each heading: Description, History, Activities and Programs, Demographics, Civic Engagement


	
	Apply body text formatting:  Minimize Notepad and re-open the original Word document (Web Portrait) from the content developer.  Look for body text formatting (italics, underlining, bold) in the Word document and apply them using the formatting toolbar in CommonSpot’s rich text editor.  


	
	Check validity of links: Scan the LRP web portrait to make sure all links are clickable, and go to a valid web site



	
	Confirm that headings use <h4> tags:  Headings inherited from the LRP Site Template on CommonSpot should already have <h4> tags.  Headings manually added by the developer later on (i.e. ‘Local Media Coverage’, Research Questions’) must have this tag applied.  This can be done using the ‘HTML’ tab of Commonspot’s rich text editor, or using HTML snippets – the [image: image3.bmp] button – in the formatting toolbar of the ‘Normal’ tab.



	
	Make sure body text uses the proper tags:  All paragraphs in text blocks use <p> tags, not <br> tags.  Confirm this using the ‘HTML’ tab of Commonspot’s rich text editor.


	
	Add the site you created to the respective subsite of the religious category:
(i.e. if you just published a Judaism site, add hyper-linked text to the list of Judaism sites)

Go to http://cms.scu.edu/cas/religiousstures/lrp/sites/<your category>/.  Click on the last site in the list to open a rich text editor.  Type in the name of your site in the appropriate location of the alphabetized list.  



	
	Make a hyperlink to the page you created:
Use the [image: image4.bmp] icon to make a hyperlink to the page you created earlier.

In the ‘Edit Link’ dialog box, click:

[image: image5.png]Link to Existing Page, Uploaded Document or URL




Click ‘Next,’ then click ‘Page Gallery.’  Locate the site you created and click on it, then Click ‘OK.’  Confirm the Title and URL, and then click Finish.  In the Formatted Text dialog, click Finish again to commit the changes in the rich text editor.


	
	Preview the site in a browser window:

Log out of CommonSpot and make sure the site looks acceptable to the general public.




Quality Control: not all sites were created equal…

	
	Double-check the web portrait for typos: spell check, consistency of spelling/names



Web Developer: 



Date:
