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Editing Access 
Authoring and editing website content requires skill in technology, marketing, and writing. Access to 

unit sites and blogs should be limited; universal access is not recommended.  

To request additional editors to unit websites or established blogs 
• County directors should submit a request to the Extension IT Help Desk.  

• The staff member will be added to the wait list for the next quarterly website training. 

• Additional recordings will be provided for the staff to review. 

• Access will be granted after the trainings are completed. 

• Staff will be required to stay current with any additional trainings.  

 

To request a new blog 
• County directors or program leaders should submit a marketing request to 

go.illinois.edu/MarketingRequest. The request should include the desired blog name, descriptive 

blurb, names of each author, and two writing blog samples from each author.  

• The staff will be added to the wait list for the next quarterly website training. 

• Additional recordings will be provided for the staff to review. 

• Access will be granted after the trainings are completed. 

• Staff will be required to stay current with any additional trainings. 

 

To request a new Topic or Affiliate Website 
• Program leaders should submit a marketing request to go.illinois.edu/MarketingRequest. The 

request should include the topic and names of content experts willing to contribute content.  

• A meeting will be set up by the state MarCom team to discuss the topic, timeline, and support. 

• MarCom will request a site from the Web team.  

• Program team staff will provide all content (in a Word document), links to all original photos, 

links to related videos, and other content related to the site. All PDFs must meet accessibility 

requirements as established by campus.  

• MarCom will develop the site with the information provided by the program team.  

• A limited number of staff will be granted editor access to make small adjustments in content as 

needed. The editors will be required to attend the initial website training and subsequent 

updates.   

mailto:ExtensionIT-Help@illinois.edu
http://go.illinois.edu/MarketingRequest
http://go.illinois.edu/MarketingRequest
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There are six categories of websites. 

Global Website 
The global website, extension.illinois.edu, is the main statewide Extension website and includes: 

• Home page: Allows easy access to Unit website and Topic websites, as well as highlighting 

recent events, releases, and podcasts. 

• Topics: Overview of all the independent topic-based websites. 

• Learn: Highlights Online Courses, Blogs, Newsletters, Podcasts, Videos, and Publications. 

• Events: List of all events created by state and unit staff. 

• News: List of all press releases created by state staff or shared to the global site. 

• Connect: Allows access to connect to staff, social media accounts, leadership, and affiliated 

websites. 

• Impact: Showcases impact demonstrated across Extension’s professional teams, unit annual 

reports, collaboration grants, and the economic and function impact report. 

• About: Includes careers, strategic planning, and professional associations. 

The state marketing and communication team serves as editors to the global site.  

 

Unit Websites 
Each of Extension’s 27 units have a website which they can modify to meet local programming issues. 

The consistent main navigation includes: 

• About Us 

• Local Programs 

• Events 

• Volunteer 

• News & Media 

• Contact 

County directors appoint unit editors to add local events and releases and manage the pages. Units are 

encouraged to have a limited number of local editors.  

 

  

https://extension.illinois.edu/
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Topic Websites 
Extension’s knowledge-based content is highlighted in 50 topic websites including: 

• Beef Cattle 

• Climate 

• Community Gardens 

• Community Planning 

• Cottage Food 

• Crops 

• Diabetes: in development 

• Disasters 

• Economic Development 

• Energy 

• Environmental Quality 

• Family 

• Farm Management: in development  

• Finances 

• Firewood 

• Flowers 

• Food 

• Forestry: in revision 

• Health 

• Hemp 

• Herbs 

• Home Vegetable Gardening 

• Houseplants: in development 

• Illinois Grasses 

• Insects 

• Invasives 

• Landscaping: in development 

• Lawns: in development 

• Livestock 

• Local Foods: in revision 

• Local Government Education 

• Mental Health 

• Mushrooms: in development 

• Natural Resources 

• Nutrient Loss Reduction: in 

development 

• Nut Trees: in development 

• Plants 

• Plant Problems: in development 

• Pumpkins: in development 

• Rainfall Management 

• Regenerative Ag: in development 

• Small Fruits for Home Gardens: in 

development 

• Soil 

• Specialty Crops: in revision 

• Thriving Youth 

• Trees and Shrubs: in development 

• Turkey: in development 

• Tree Fruits for Home Gardens: in 

development 

• Vaccines 

• Weather 

• Youth Gardening: in development 

These topic websites are managed by the state marketing and communications team and content 

authors. The sites each have unique navigation specific to the topic. Some topic sites allow for content 

to be shared to them from the global and unit sites.  

Affiliate Websites 
Extension has several organizational affiliates which are part of the Extension network and maintain a 

separate website within the Extension system. The content is related to the organization’s efforts and 

impact versus informational problem-solution content featured on topic websites. Extension staff or 

faculty maintain these websites: 

• Eat.Move.Save. 

• Illinois 4-H 

• Illini Science Policy Program 
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• Illinois Indiana Sea Grant 

• Illinois Master Gardeners 

• Illinois Master Naturalists 

• Illinois Nutrition Education Programs 

• Pesticide Safety Education Program 

• Research Centers 

o Crop Science Research Center 

o Dixon Springs Ag Center 

o Northwestern Illinois Agricultural R&D Center 

o Orr Agricultural R&D Center 

• Safe Electricity 

• U of I Plant Clinic 

• Illinois Extension Agricultural Advisers 

• Livestock Facilities and Manaure Management 

• Illinois Extension DEIA 

• Illinois Strategic Planning 

• Communications and Information Technology 

• Planning, Reporting, and Evaluation 

• Volunteer and Career Development 

 

Independent Contractor-developed Topic Sites 
Occasionally, staff use grant funds to create topic-based sites outside of the Extension template. A 

private contractor maintains this content: 

• Pollinators 

• Feeding My Baby 

 

Legacy Websites 
From 2006 – 2012, more than 425 topic-based websites were developed. These sites are now 

antiquated; content cannot be edited or updated and the platform they were built in has passed end of 

life stage.  

You can identify a legacy site by its URL. Legacy site URLs begin with web.extension.illinois.edu. These 

sites are currently being 1) deleted or 2) updated and transitioned to new topic websites. The transition 

is expected to be completed by December 31, 2023.  

• Staff should discontinue referencing legacy sites on their unit and topic websites. 
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Content Types Available on Websites 
There are several types of website content you can create or edit: 

• Event 

• News Release 

• Newsletter 

• Recipe 

• Remote Video 

• Staff 

• Basic Page 
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Event 
An event listing should include all the information vital for helping someone decide if they want to 

attend an Extension event.  

• Events which have statewide impact or are presented online should be created by the state 

MarCom office and then shared with all units through the shared content function. This includes 

events that are sponsored by a statewide program team. Submit the information about the 

event six weeks in advance to go.illinois.edu/MarketingRequest. 

• Unit staff should create events that have local interest and are presented in person. Local events 

can be shared with up to four additional units. Local events can be shared to relevant topic-

based websites. 

Name of Event 
The name should be as short as possible.  

• Use title case, capitalizing all important words. 

• If this is an annual event, add the year at the front of the event name. 

• You may wish to add the county name to the front of the event to avoid confusion. 

• Do not include @ or & as part of the event name. 

 

Subtitle 

 

The subtitle is optional. The subtitle does not show in the list of events, so if something is needed for 

clarity, add it to the title. 

• Add a series name to the Subtitle field, if applicable. For example, with the Four Seasons 

Gardening series, the name of the webinar is the event name, and the Four Seasons Gardening 

is listed in the subtitle. 

 

Event Image 

 

• Every event must have an event image.  
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• The image must be sized 1920 pixels wide by 1080 pixels deep. A short video on how to size 

photos to the exact pixel is available: go.illinois.edu/CroppingPhotos 

• JPG file type is preferred to keep the file size under 5 MB.  

• Keep text treatment minimal and centered; do not include dates or times.  

• Do not include wordmarks or branding. Exceptions may be considered when the event is co-

hosted with a partner. 

• The image should be center focused since the full image is likely not visible on all screens.  

• Include a description of the photo in the alt text field. 

 

Summary 
Ignore this field. It is not currently used. 

 

Body 
Include all relevant information about the event in the body section. This is your place to “sell” the 

event, so think of it as an advertisement. 

• Don’t assume the audience knows our terms. Explain what Federation, Master Gardeners, and 

other Extension language means.  

• Do not include photos in the body section. 

• Do not include naked URLS (https://extension.illinois.edu/XXXXX). Instead, use the link tool 

(described in the Rich Text Paragraph Type section of the manual) to add a hyperlink to the 

website you’re referencing. 

• Begin with a public-focused “hook” formatted as an H2 headline (no bold). It should clearly tell 

the audience how the event will improve their life. This will also help with SEO. 

• Try to include an action verb and use a complete sentence as your hook. 

• Use sentence case for this hook. 

• Begin the description text by introducing the issue or problem that this event addresses and why 

solving the problem will help the participants. (It’s hard for teens from around the county to get 

together and gain important leadership skills needed for college and career.) 

• Next, list the solutions the event will provide (perhaps the outline of content) and identify the 

audience by name. (Teens who want to improve their leadership, meet new friends, and explore 

careers will find the event …..) 

• Include any details participants will need to consider, such as: limited registration, registration 

cutoff date, CEU or CPDUs available, lunch provided, age requirements, etc.  

• Use the built-in event page form fields to indicate date, time, and location. Do not repeat that 

same information in the body.  

• Keep presenter details short and relevant; include their name and area of expertise.  

• Generally, avoid including presenter degrees and titles, including Dr.  

• When presenter is Extension staff, link presenter name to Extension staff bio.  

• If the presenter is non-Extension, link to the organization, organization staff listing, or LinkedIn 

bio.  

 

https://go.illinois.edu/CroppingPhotos
https://extension.illinois.edu/XXXXX
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Location 

 
State the building or facility where the event is occurring. The physical location will be added in the 

mappable location field.  

 

• If the event is online, use Online for location (capitalize O). Do not add use “Zoom” or include 

the link at this field. 

 

Mappable Address 

 

• Select United States for country. 

• Add the physical address as requested.  

• If you don’t want an address or the event is online, change the Country to none. 

 

County 

 
 

This list is used for the event filter. It indicates each county for which participation is open, not just the 

county in which the event is held.  

• Start typing the name of a county for which the event is open, then select from the autofill. 

• Add additional counties as needed. 

• Leave this field blank for statewide events. 
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Event Date 

 
Enter the beginning and ending date of the event. 

• If the event runs consecutively for more than one day, use the first date as the start date and 

the last date as the end date. 

• If the event runs non-consecutively, perhaps once a week for 8 weeks, enter EACH date as a 

separate event.  

• A cloning feature is available to assist in duplicating events. Send in a request to access the 

cloning permission, if needed. 

• If participation in the first event is required for each of the subsequent days, clearly list that 

requirement in the event description.  

 

Event Time 

 

Enter the start and end time. Seconds are required but will not show in the display. 

Event Fee 

 

• Enter any fee without .00.  

• If there is no fee, leave the field blank. 
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Related Link 

 

Follow these guidelines for adding links 

• The first link should be the registration link. Add the URL in the first field.  

• In the “link text,” choose one of the following:  

• Register  

• Register by XXX 

• Additional links could be added which take users to required forms, support material, etc. Keep 

the Link Text very short and direct.  

 

Accommodation 
Each event must include an accommodation statement. The statement will be automatically populated 

into the published event and must include the name of the staff member which is handling 

accommodations, or the email address of a non-Extension person who is handling accommodation 

requests. 

 

 
 

• To add the name of a staff member, begin typing their name, then select from the choices 

populated. 

• To add the address of a non-staff member, you need to type the full email address in the second 

field. 
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Share with Group 

 

Unit staff are allowed to share this event with up to four additional unit websites and to any relevant 

topic-based websites. Statewide events will be shared to all unit sites.  

 

Keywords 

 

Select from a pre-populated list of topic keywords. As you begin to type, keywords with those letters will 

appear. For a list of all site keywords, go to go.illinois.edu/keywords. Be selective about the words you 

choose. The content should be specifically related to that keyword. 

 

Program Area 

 

Select the related program area leading the event. You can add multiple areas. 

 

https://extension.illinois.edu/commit/website-keywords
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Postponement/Cancellation setting 

 

 

If the event is canceled or postponed, click the arrow and make a selection. 

• You can add information in the text box that will be added to the top of the event listing.  

“Canceled” or “Postponed” will appear in the title of the event. 

 

Publish and Save 
To make your event live, check the Publish box and click Save.  

• You can save an event without publishing if you want the event to remain in draft. The event will 

not be visible to the public. To find the event later, go to group content and filter for 

unpublished events. 
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News Release 
News releases can be created on unit sites, topic sites, affiliates, or the global site.  

Title 

• Use sentence capitalization for titles of press releases. Do not capitalize each word. 

• Do not include a period at the end. 

• Powerful titles are sentences with active verbs.  

• Exclude words such as “a,” “the,” “and.” Substitute a comma in place of “and” in a title. 

• Keep titles to under eight words, if possible. 

• If using quotation marks in titles, use ‘ single quotes, not “ double quotes. 

• Use numerals instead of spelling out numbers in titles. 

• If using a colon, the word following the colon should be capitalized. 

 

Images: Optional Custom Banner Image, Spotlight Image 

  

Every News Release must have a Spotlight Image. 

• The horizontal image must be sized exactly 1200x800 pixels. You will not be able to save the 

release without an image sized 1200x800. 

• The image should be center focused with limited or no text reserved to the center of the photo.  

• Add alt text to any image added. 

 

A custom banner image is optional. 

• The image will be cropped extremely narrow. 

• The image should be 2000 pixels wide. 

• The banner image does not replace the need for a spotlight image. 

• Add alt text to any image added. 

 

Leave the Summary Field blank 
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Body 

 

Place the main content of the news release in the body. 

• Do not add images to the body field. 

• Begin your release with a dateline in this format: URBANA, Ill. — Start of story 

• Use ALL CAPS for the name of the CITY 

• followed by a comma  

• followed by the sentence abbreviation of the state with period 

• followed by a space 

• followed by an em dash 

• followed by a space and the beginning of the release 

• Do not double space between paragraphs. 

• Use hyperlinks to related content on our site or reputable sites.  

• Do not use naked URLs. If necessary, create short custom go links in Webtools to use in your 

release.  

 

Date Published 

 

Select the date you want the release to be live. If you use an advance publish date, the release will not 

appear in the news release page but will still be available to anyone with the link. 

 

 

 

 

https://webtools.illinois.edu/
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Additional Paragraph Section Selections 
 

 
You can add additional paragraph types under the body of your press release: 

• Image Gallery 

• Image Row 

• Image Text Row 

• Rich Text 

 

See Paragraph Types later in this manual for how to add additional blocks of content.  

 

Keywords 

 
 

Select from a pre-populated list of topic keywords. As you begin to type, keywords with that sequence 

of letters will appear. For a list of all site keywords, go to go.illinois.edu/keywords. Be selective about 

the words you choose. The content should be specifically related to that keyword. 

 

Share with  

 

Unit staff are allowed to share a release with up to four additional unit websites and to relevant topic-

based websites. Statewide releases will be shared to all unit sites.  

 

https://extension.illinois.edu/commit/website-keywords
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Written By 

 

Begin typing the name of the author of the news release until the name appears; then, select the name. 

 

About Extension 

 

The standard Extension boilerplate will automatically appear in the release. Should you need to edit the 

content or add additional boilerplate information about partner organizations, you can edit this block of 

text. 

 

Publish and Save 
To make your news release live, check the Publish box and click Save.  

• You can save a release without publishing if you want the release to remain in draft. The story 

will not be visible to the public. To find the release later, go to group content and filter for 

unpublished news releases. 
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Newsletter 
A new tool allows you to create a newsletter on the website and can also be automatically transitioned 

to a Webtools Email+ newsletter.  

 

 

How to Add a Newsletter Issue 
Newsletters are separate groups, like blogs. They have unique permissions and editor access. To request 

a new newsletter, submit a request to the Extension IT Help Desk. They will consult with the state 

MarCom office and the Web Team to set up the newsletter group and get you started. 

mailto:ExtensionIT-Help@illinois.edu
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• Go to your Newsletter Group Homepage and Click Add New Content.  

• Click Newsletter Issue. It is important to click Issue and not Article. 

•  

 

• Add a title for this issue of the Newsletter.  

 

You can add one Featured Article which receives elevated status in the newsletter. In addition, you may 

add unlimited Blog Articles, News Releases, and Events. You may add one Podcast Episode. 

 

 

• As you click on the down arrow of each section, click on the Add Posts button.  

• Search for the story you want. You can search by Title or Keyword. Click apply to see options 

with that title or keyword. Once you’ve selected your stories, click Select Articles. 

 

 

 



23 
 

• Move through each section: Blogs, News Releases, and Events. There is no minimum or 

maximum selection. Click the Select Articles button with each section. 

• Add a Podcast Episode by typing the title or portion of title. You can verify the title of the 

podcast as presented on the Podcast Homepage.  

 

 

 

• The Body section allows you to add one paragraph of text with one image that does not already 

exist on the website. Do not add bullets or numbered lists to this section. 

• In addition, you can add a PDF document to the Newsletter.  
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• Add a Call-To-Action button at the bottom of the email (optional) 

• The web team will assist you with adding a mailing list subscription button at set-up. 

 

How to Transfer the Newsletter to Webtools 

 

• At the bottom of your newsletter page, click inside the HTML Email Template Code. Select and 

copy all the text. This text only shows if you are logged in and is not visible to users.  

• Go to your Webtools Email+ email.  

• Click on the Message tab. 

• Insert a Content section. 

• Click on the Source Code button and paste the copied code into the Content body.  

• Then click the Source Code button again and the content should display as formatted content.  
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• From here, you can edit any of the content without going back into the code.  

• Apply the appropriate skin and add any other content you wish to add in Webtools as you 

normally would. 

• You can adjust the H1, H2 colors in Webtools: Click on the Appearance tab, then Settings & 

Styles, click the button at the bottom of that screen "Customize fonts and colors." For the H1, 

H2 and H3, change the text color and link color to your color (navy is #13294B). Save and close. 

 

• If you use a different email service provider, you’ll need to check its compatibility.  
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Recipe 
The Nutrition and Wellness Team has provided specific guidelines for recipe content and format. Review 

these guidelines carefully before creating a new recipe. Recipes should only be added under the 

guidance of a nutrition and wellness, EFNEP, or SNAP-Ed staff member. 

 

Before you create a new recipe, check to see if the recipe has already been added to the website. 

To check to see if a recipe is already available on the site:  

1. Go to the content tab of your unit 

2. Select Recipe from the content type tab and hit filter.  

 



27 
 

Title 
Provide a short, clear title. Do not include Recipe in the title. 

Ingredient list 

• List ingredients as bulleted lists. 

• List ingredients in the order they appear in the recipe, using the largest measurement of the 

ingredient first (i.e. 1 teaspoon baking soda before 1/2 teaspoon baking powder) 

• Use clear punctuation (4 cups sifted flour is very different than 4 cups flour, sifted). 

• Indicate if an ingredient needs to be washed (safety step). 

• Consider breaking up ingredients with headings when there are two or more separate foods to 

prepare. For instance, if you’re making a salad, indicate the ingredients of the salad, and then 

add another section for the dressing. 

• Do not use numerals together. For example. write 1 (8 ounce) package cream cheese instead of 

1 8 ounce package cream cheese. 

• If an ingredient is used more than once in a recipe, list the total amount at the place in the 

ingredient list where it is first used, then add “divided.” In the directions part of the recipe, 

indicated the amount used at each step.  

• Measurements: Spell out all measurements and use the following capitalization: cup, teaspoon, 

Tablespoon, ounces, pound, package, gallon, quart, pint. You may use abbreviations for printed 

documents to save space. 

Directions 

• Use numbered list for direction steps. 

• Always include "wash hands with soap and water" as a safety step; this should generally be first 

or second step (after preheating oven). 

• Include other safety steps, such as "wash hands with soap and water after handling eggs or raw 

meat," "cook until internal temperature reaches ___ °F on food thermometer." 

• As needed, indicate the cookware, utensils, or bowls (size) that will be used. 

• Keep sentences short and use numerals. 

• Storage: Continue adding Storage directions after the step list. 

• Source: If using a recipe from a source, cite the source. If online, hyperlink the source name. 

Nutrition Facts 

• Use software, such as Food Processor, to obtain nutrition facts per serving.  

• Formatting: Do not use bullets or numbered lists in this section.  

• Formatting: Include the energy/nutrient (capitalized) followed by a colon, space, the number, 

space, and the measurement (g for grams, mg for milligrams- lowercase)  

• Calories: 260  

• Fat: 8 g  

• Sodium: 240 mg 

• Include this energy/nutrient categories: Calories, Fat, Saturated Fat, Sodium, Total 

Carbohydrate, Added Sugars, Fiber, and Protein in that order.  
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Additional Fields 

 

• Dish: select from list provided. Although this is not currently being displayed, this information 

will be helpful if a filter becomes available. 

• Servings: Enter number 

• Calories per Serving: Enter number 

• Prep Time: Enter number of minutes using numerals only. Do not include “Minutes.” 

• Total Time: Enter number of minutes using numerals only. Do not include “Minutes.” 

Recipe Image 

• You must include an image sized to 1200x800 pixels.  

Publish and Save 
To make your recipe live, check the Publish box and click Save.  

• You can save a recipe without publishing if you want the recipe to remain in draft. The recipe 

will not be visible to the public. To find the recipe later, go to group content and filter for 

unpublished recipes. 

 

Learn how to include recipes on a webpage or in a blog in the Paragraph Type section of the Manual. 
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Remote Video 
The remote video content type is the preferred method of displaying videos hosted on YouTube.  

• Discontinue embedding videos on the site with code. 

• Only create remote video content for videos that are created and owned by Illinois Extension. If 

you wish to reference a video created by another agency, use hyperlinked text. 

• Once a remote video page is created, use the website link to point people to the video page. The 

remote video views are still being counted by YouTube. 

Who should create remote videos? 

For state or regional team content where you upload the video to a team YouTube account: 

• Upload your video to YouTube and complete the captioning and description requirements. 

• Send in a marketing request to the state marcom office for the remote video to be created. The 

request form has been updated to include the relevant information needed. Once created, the 

marcom team will provide the content link of the new remote video. 

For state or regional team content where state marcom uploads the video to the main Extension 

YouTube account: 

• Send in a marketing request to the state marcom office for the video upload.  

• The state marcom team will create the remote video. Once created, the marcom team will 

provide the content link of the new remote video. 

For local content uploaded to YouTube by the field, unit editors may create a remote video if they feel 

it has widespread value. 

 

Before you create a new remote video, check to see if the video has already been added to the 

website. 

To check to see if a remote video is already available on the site:  

1. Go to the content tab of your unit 

2. Select Remote Video from the content type tab and hit filter.  

 

Title 
The title is extremely important to the success of this video. It should reflect the content in such a way 

that people understand the topic covered and create enthusiasm for viewers. 

• The Title does not need to be the title of the webinar. Use a title with a marketing flavor. 

• The Title should not include Part 1, Part 2, etc. Instead capture what is included in this specific 

video (in contrast to content provided in a related webinar).  

https://go.illinois.edu/marketingrequest
https://go.illinois.edu/marketingrequest


30 
 

 

 

Remote video URL 

 

Copy and paste the YouTube URL.  

• Go to your YouTube video. 

• Click on the Share button under the video.  

• Click the Copy button.  

• Do not copy the URL from your browser.  
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Description 

 

Use longtail keywords to describe the video content so Google can find the resource. You are 

encouraged to add timestamps to the description.  

• Do not double space between paragraphs. 

• Use hyperlinks to related content on our site.  

 

 

Keywords 

 
 

Select from a pre-populated list of topic keywords. As you begin to type, keywords with that sequence 

of letters will appear. For a list of all site keywords, go to go.illinois.edu/keywords. Be selective about 

the words you choose. The content should be specifically related to that keyword. 

 

Share to Group 
At this time, this section is unnecessary. 

 

Publish and Save 
To make your remote video live, check the Publish box and click Save.  

• You can save a video without publishing if you want the remote video to remain in draft. The 

video will not be visible to the public. To find the video later, go to group content and filter for 

unpublished video. 

 

Learn how to include remote videos on webpages in the Paragraph Type section of the Manual.  

https://extension.illinois.edu/commit/website-keywords
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Staff 
Staff entries are created by the Information Technology team from the new hire ticket submitted by the 

supervisor. Staff should work with their local unit editor to edit and update bios after they are created. 

• If a staff member changes jobs within the unit, submit an IT ticket so the staff can be included in 

the appropriate list serves. After, local editors can make the changes on the unit website. 

• If a staff member moves units, submit an IT ticket so the staff can be included in the appropriate 

list serves and their affiliated unit can be changed. The correct unit must be reflected in the 

individual staff listing by changing the “entity” from the old unit to the new unit.  

 

Name  
Request any name changes from Extension IT through the help desk ticketing system. 

 

Job Titles 
Job titles should follow a specific formula.  

County (optional) + Program Area + Position Type 

• Example: Macon County Horticulture Program Coordinator 

• Example: Iroquois County 4-H Youth Development Program Coordinator 

• Example: Kendall County Office Support  
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Additional guidelines: 

• If staff cover the entire unit, do not indicate a county. Remember, we never use unit numbers in 

public-facing marketing, so begin with your program area followed by position type. 

o Example: Nutrition and Wellness Educator 

• If you use the formula correctly, you won't need any commas or other punctuation (except 

SNAP-Ed). 

• Do not abbreviate (except SNAP-Ed or EFNEP). 

• Always spell out "and" in titles. Do not use the ampersand symbol (&). 

o Example: Community and Economic Development 

o Example: Local Food Systems and Small Farms 

• Do not use "and" in 4-H youth development titles. 

o Example 4-H Youth Development Educator, not 4-H and Youth Development Educator 

• Do not use "Extra Help" in job titles on the staff directory. Staff classified as extra help should be 

given a working title that would be meaningful to the public. Remember, this doesn't change 

your real job classification; this simply helps the public understand where you work and what 

you do for your job. 

• If you work on a state program team, you may substitute State for the County in the formula. 

This is optional and is not a required element of job titles. 

Looking for some clarity? Here are some examples. 

USE: Perry County 4-H Youth Development Program Coordinator 

DO NOT USE: Program Coordinator, 4-H Youth Development-Perry 

 

USE: Jackson County SNAP-Ed Community Worker 

DON'T USE: Community Worker for SNAP-Ed in Jackson County 

USE: County Director 

USE: Local Food Systems and Small Farms Program Coordinator 

USE: Marketing and Communications Director 

USE: Information Technology Director 

USE: Forestry Research Specialist 

These guidelines apply to staff listings. When using staff titles in press releases, titles are not capitalized.  

 

Program Area 
Click at least one program area or group. 

• Illinois Nutrition Education Programs are only for those staff working in EFNEP and SNAP-Ed 
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Unit 
Unit should be their primary place of work.  

• Do not use a topic website as a “unit” of work. 

• If you work at the state campus level, leave the setting as “none.” 

• Do not use “global” as unit. Leave campus level staff as none. 

 

Phone 
Include the phone number you want people to contact you at. 

 

Keywords 

 
 

Select from a pre-populated list of topic keywords. As you begin to type, keywords with that sequence 

of letters will appear. For a list of all site keywords, go to go.illinois.edu/keywords. This list will appear in 

the staff list view as “Expertise.” 

 

 

https://extension.illinois.edu/commit/website-keywords
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Bio 

• Leave the bio (short) section empty. 

• Complete the bio (long) section. 

 

Dig Deeper into Writing your online bios on the CommIT website 
 

Online bios often include the following sections: 

• Who you are | What you do | Where you do it | Why your work matters? 

• Previous experience: (work and volunteer if it relates to your current job description) 

• Education: Degree in what, where from, when (though this is not always necessary) 

• Certifications /Trainings (if relevant to your job) 

• Awards and Honors (if relevant to your job) 

• Other 

o Research interests 

o Recent Publications or Peer-reviewed Articles 

o Blogs 

o Videos 

o Media Releases 

o Media Coverage 

o Social media accounts if your accounts focus on your work 

Check out more suggestions for creating your online bios from the recorded webinar. 

Photo 
Upload a professional headshot. It will be re-sized to 140x200 pixels. 

 

Email 
Add your email address. 

 

Site Filter 
Leave this section blank 

 

Save 
Click save to publish the edits.  

https://extension.illinois.edu/commit/creating-your-online-biography
https://mediaspace.illinois.edu/media/t/1_prtlxknm
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Basic Page 
Basic pages may only be created by the website administrator. If you need an additional basic page, 

submit a marketing request. After consultation, the page will be created and inserted in the navigation 

of the unit site as unpublished.  

 

• Editors should not change the Page Type or Page Title. If changes are needed to these settings, 

submit a marketing request to initiate a discussion with a site administrator. 

• Page Titles are directly linked to the site URL; changing them may break links previously used for 

marketing. 

• Page Layout should be “With Sidebars” if there are subpages under the page. Editors may 

change and select “Without Sidebars” if the page is the deepest level of the site navigation and 

no pages are nested under the page. 

• Sidebar Paragraphs refer to the number of paragraph types which should be tabbed over to 

allow for a side navigation. Most times, only 1 paragraph type is needed. The second paragraph 

type would then return to the left side margin. For long side navigations, you may need 2 or 3 

paragraph types before returning to the left side margin.  

• Do not use Custom Banner Images. They will be removed across the system soon. If you want a 

large image at the top of the page, use a Hero paragraph type. 

• If you unpublish a page, it will not be visible to the public or accessible by link. To edit an 

unpublished page, find the page in the Group Content tab accessible from the Home Page when 

an editor is logged in. 

There are several types of paragraph styles you can use to add content to your page. (See Paragraph 

Types later in the manual.) 

  

https://go.illinois.edu/marketingrequest
https://go.illinois.edu/marketingrequest
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Category Page 
Unit sites have a special type of page called Category Page. When Category Page is selected in Page 

Type, it designates that page to be featured in the unit Local Programs grid and in the Local Programs 

navigation on the unit site.  

 

 

Category pages were determined by the county director and unit website editor in early 2023 prior to 

the Drupal 9 upgrade. To make changes or additions to your unit Category Pages, submit a marketing 

request.  

• Editors should not change the Page Type or Page Title. If changes are needed to these settings, 

submit a marketing request to initiate a discussion with a site administrator. 

• Page Titles are directly linked to the site URL; changing them may break links previously used for 

marketing. 

• Page Layout should be “With Sidebars” if there are subpages under the category page. Editors 

may change and select “Without Sidebars” if the category page is the deepest level of the site 

navigation and no pages are nested underneath the category page. 

• Sidebar Paragraphs refer to the number of paragraph types which should be tabbed over to 

allow for a side navigation. Most times, only 1 paragraph type is needed. The second paragraph 

type would then return to the left side margin. For long side navigations, you may need 2 or 3 

paragraph types offset before returning to the left side margin.  

• Do not use Custom Banner Images. They will be removed across the system soon. If you want a 

large image at the top of the page, use a Hero paragraph type. 

• Local Program Image is the image which will appear in the Local Program Block on the home 

page and Local Program Page. This image was originally established for all units. If you want to 

change the image, crop a photo horizontally to 600x400 pixels. Add alternative text to describe 

the image. 

https://go.illinois.edu/marketingrequest
https://go.illinois.edu/marketingrequest
https://go.illinois.edu/marketingrequest
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• Leave Category at None. This field is no longer used. 

 

 

The following Page Types are no longer used and should never be selected: Program Landing Page, 

Program Page, Category Sub Page.  
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Paragraph Type Sections For Pages 
 

 

There are several types of content, called paragraph types, you can add to a page, accessed in Section 

on the editing screen: 

• Accordion List 

• Big Buttons 

• Cards 

• Calls to Action 

• Calls to Action Narrow 

• Feature Box 

• Feature Split 

• Feature Video (do not use) 

• Hero  

• Icon Row 

• Image Gallery 

• Image Text Row 

• Image Row 

• Intro (do not use) 

• List Collection 

• Map 

• Recipe Content 

• Remote Video Content 

• Rich Text  

• Staff List 

• View (use with assistance from the state MarCom team) 

 

 

  



40 
 

Accordion Listing 
Accordions allow you to hide long text sections. Be sure the title for each section of the accordion clearly 

explains what a reader will find inside. This type is most appropriate for audiences familiar with 

Extension. Don't hide marketing pitches in an accordion. (The Accordion listing section type replaced 

Tabbed Section from the previous version.)  

Why Use Them? 

• Appropriate for audience who are most familiar with Extension. 

• Condense information that is useful to targeted groups, such as Master Gardener or 4-H forms. 

• Creates scannable outline of information for quick retrieval. 

• Great for Q&A sections. 

Clicking on the arrow to the left of a section will expand and show the text content. 

     

 

How To Add an Accordion Listing 

• Select Add Accordion Listing 

o The Title provides an H2 heading for all of the sections below. Provide a descriptive title 

so the user knows if they want to spend time opening the accordions.  

o The Body is used to further describe the content below. Both are optional. 
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The first section row is added when the accordion is created.  Additional rows can be added as needed. 

 
• Summary: This is serves as the title/question of the row and is visible on the page. 

• Details: This is the text that appears when the option is expanded.  This is a Rich Text box and 

can include formatting and links.  

 

 

• Add another row by clicking “Add Accordion Row.”  

• If you want to create another separate collection of rows, click “Add Accordion Listing.”  

  



42 
 

Big Buttons 
Big Buttons drive visitors farther into the site and are often used on home pages. Each Button includes 

an image, title, short text, and hyperlink. When someone hovers over the Button, the title and text 

become blue, an indication it’s a clickable link. You may add one to three buttons in the collection. 

• Remove any remaining information sliders on the site. Big Buttons are suitable replacements.  

• You must include at least two Buttons per Big Button Row; maximum number is three. 

 

How to add a Big Button Section 

• Select “Add Big Buttons” Section from dropdown. 

The top part of the editing screens deals with the design of the entire row of buttons. 

 
 

• Choose a White or Illini Blue background for the cards 

• Alignment refers to the placement of the Button Header. Choose if you want the header 

centered or aligned left. 
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• You can choose between a fixed width (which keeps the cards inside the border of the margin of 

the screen) or full width (which extends the buttons across the full screen size. We recommend 

that Big Buttons are set to Fixed Width. 

• Optional: Add a Section Title which serves as a headline. This should be a marketing pitch 

inviting the viewer to dig deeper into the content in the cards.  

• Optional: Add a Section Subtitle to further explain the content or pitch.  

 

The next section provides the content of each individual Button.  

 

Each button will consist of n image, Title, Text on the card and the destination link when clicked. The link 

is displayed as a small arrow near the title (not a button).  

• Upload a horizontal image cropped to 700x350 pixels. The image should contain no words, 

though it may include an icon in the center. You must click inside the cropping window once the 

photo is loaded and add alternative text for the upload to complete.  

• Type a short, descriptive title for the button (three to five words max) 

• Provide a short sentence or two to motivate the visitor to click the link. Suggested 100-300 

characters is recommended. For optimum effect, the length of the characters in each button in 

the row should be about the same. 

• Insert the URL. Buttons should point inside the Extension system; not offsite.  

• To add another Big Button to the row, click Add Big Button Content, and a new button will 

appear. 
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Cards 
A Card section is like a Big Button section but has a clickable call to action button. Use cards when you 

want the viewer to act: Study for the Test, Watch the Video, Attend the Workshop.  

• Calls to action should always include a verb; never use just a noun as a call to action. 

 

How to Add a Card 
 

The first part includes information relevant to the Card section as a whole. 

 

• Choose White or Illini Blue as the background color. 

• Optional, but recommended: Create an overall Title for the section that will appear over all the 

card.  

• Optional: Create a Subtitle for the section.  
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The second part creates the content of each card.  

 

• Upload a horizontal image cropped to 700x400 pixels. The image should contain no words, 

though may include an icon in the center. On upload, add alt text and title. The title appears on 

the page when someone hovers over the image. 

• Optional, but recommended: Add a short, descriptive title for the card (three to five words). 

• Optional, but recommended: Provide a short sentence or two to motivate the visitor to click the 

link. Suggested 100-300 characters is recommended. For optimum effect, the length of the 

characters in each card in the row should be about the same.  

• Insert the URL. The Card should point inside the Extension system; not offsite.  

• To add another Card to the row, click Add Card Content, and a new card will appear. 
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Call to Action 
Calls to Action allow you to put up to two buttons of related content in the same block of content. You 

can include a photo or icon with a Call to Action.  

 

 

How to Create a Call to Action 

 

• Select a background color which extends the width of the page. 

• Fingerprint: Leave at none. This function does not work. 

• Optional: Upload a photo and add alt text. 

• Optional: Add Intro Text.  

• Add Title Text. 
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• Optional: Add Body Text.  

• Add up to two links and the link text for buttons. 
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Call to Action Narrow 
Call to Action Narrow provides clear expectations and instructions to users and allows for multiple calls 

to action for a related event or program. They are a good choice to break up the text section. You can 

add up to three buttons in a Call to Action Narrow.  

• Keep the information short, clear, and clean. Determine what is really needed and only include 

THAT. Get rid of all the fluff. 

• Only stack related topics to avoid confusion.  

 

 

How to Add a Call to Action Narrow 

• Choose the background color. If you stack multiple Calls to Action Narrow sections, you are 

encouraged to use different background colors. 

• Add a Title for the section. 

• Add a very short Body Text. 

• Insert the URL. 

• Keep Link Text short. 

• Avoid using body text with Orange background to prevent accessibility issues. 

• If you only want one or two buttons, leave the other fields blank.  
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Feature Box 
This paragraph type can be used successfully in place of a hero image. It is used to grab a user’s 

attention for a major announcement or story which leads them deeper into the site with buttons. A full-

sized image extends across the page with a colored-box overlay with text and buttons.  

 

• The image is for impact, not for understanding. For this reason, avoid using images with faces or 

where it’s critical to see the action of the image.  

• The depth of the photo displayed depends on the amount of text used. 

• To have impact, use them only occasionally when it matters most. 

• Text should be exciting, engaging, client-focused and explain what’s in it for them. 

• May wish to include two links to related content. 
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How to Add a Feature Box 

• Background: Select the background color the text box overlay.  The choices are Blue Gradient, 

Orange Gradient, Illini Blue, Illini Orange, Gray, and White. 

• Alignment: Select where the text box will be positioned on the image based on the photo you 

use, Left or Right. 

• Layout: Choose whether the photo extends Full Width or Fixed Width. 

• Title: Text to appear as the Title for the overlay box. 

• Subtitle: Text to appear as the Subtitle for the overlay box. 

• Image: Choose your image with thought since most of it will be covered with the box. Once you 

have uploaded the image, add alternative text and a Title which will appear like a tooltip when 

the user hovers over the picture. You must click in the editing window for the upload to 

complete. 

 

 

• Body: Additional text to include in the Body. 

• Buttons: Add up to two URLs and Link Text to the Featured Box.  
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Feature Split 
Think of Feature Splits as ½ page advertisements that call attention to important content. As such, the 

text content should be written as a marketing pitch, understanding the pain points of your audience and 

positioning the program as a solution to that problem. (See training on Building a StoryBrand). When 

you need to advertise a “thing,” choose a feature split. 

 

 

 

How to Create A Feature Split 
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• Background: Select the background color: Illini Blue, Blue Gradient, Orange Gradient, and White. 

• Alignment: Select whether the image appears on the left or right.  

• Layout: Select if the width of the element is Fixed Width (within the margins of the screen) or 

Full Width (extending the width of the screen). The choice of width will impact how much of the 

image is shown. Full width is not advised if the element is conflicting with a side navigation bar.  

• Title (Optional but recommended): Text to appear as the large headline.  

• Subtitle (optional): Text appears as smaller text above the headline at the top of the element. 

• Body: Text to appear as the Body of the section.  

• Tagline (optional): Text for the Tagline.  

 

 

• Callout (optional): Provide additional one-line statements.  

• Image: Upload an image with no text and is centered focus at least 1200 pixels wide. The 

portion of the image that shows will vary greatly depending on how much text is in the side 

section and whether you select Fixed or Full Width. The image will also change based on the 

screen size it’s being viewed: mobile vs laptop vs desktop vs wide screen. 

• Add Alternative Text and Title text that will be used like a tool tip when the user hovers over 

the image. 
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• Add up to two Buttons by adding a URL and Short Link Text. Although optional, the main 

purpose of a Feature Split is to get people to take action, and call to action buttons help users 

take action. 

 

 

 

A white background can sometimes make the text easier to read. Try several options as you build 

Feature Splits.  
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Feature Video (Do not use this type) 
See section on Remote Video Content Instead. 
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Hero 
Hero images are used for dramatic effect to call attention to a page’s topic and suggest a next step. They 

give readers an immediate understanding of the content and should appeal to the reader’s emotional 

part of the brain. They are used most often at the top of the page, but can be used in the middle of a 

page to break up text sections. Buttons should drive users deeper into the site; never offsite. You may 

use up to three buttons, though one is usually most effective. 

• Use images that are bright, uplifting, inspiring, powerful at least 2000 pixels wide. 

• Use SHORT titles 

• Include one to three easy-to-achieve call to action 

• Avoid ambiguous calls to action, such as Learn More 

• Instead use power verbs: Read a Blog, Buy a Book, Search for Courses 

• Don’t place at the top of pages that has a side navigation 

• The title does not need to be the title of the page. 
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How to Add a Hero  

• Design: Select either Image with Orange Buttons, Image with Blue Buttons. Selecting Blue 

Background with Orange Buttons or Orange Background with Blue Buttons provides a solid 

header without an image. 

• Text and Button Alignment: Select where on the image you want the button and text to appear. 

Some images may lend themselves to a specific location, such as bottom left or top right. 

• Title: Type the Title text. 

• Image: Upload an image at least 2000 wide. The automatic crop is very narrow on Hero images, 

so the action of the photo should be in the center one-third of your original image. Add 

alternative text and an optional Title which will be the tooltip which appears when the user 

hovers over the image. 
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Icon Row 
Icon rows are simple, engaging ways to share key data points. There are limited icons available; most 

apply to college activities, but with a bit of creativity, you use many of them to illustrate your data. 

Although you can create links within the icon row, they are sometimes challenging to display. If there is 

a link to a document or page, the Callout Text will be underlined to indicate it is a link.  

The key to success with an icon row is brevity. Don’t include everything; pick the most spectacular.  

 

 

How to Add an Icon Row 

 

• Section Background:  Select Gray, White, Illini Blue for the background color.  

• Icon Size: Select Large or Small for icon size. 

• Section Title: Add an explanatory title to explain the data points 
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• Icon Row Content: Select an Icon from the list and add Callout Text (larger) and Text (smaller). If 

desired, add a link. If a link is added, the text will appear as an underlined hyperlink. The Callout 

text should be the attention grabber, and the Text is the explainer.  
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Image Gallery 
An image gallery allows you to display one or more images in a row. The images are thumbnails which 

expand to full screen when clicked. A caption does not appear in the gallery until clicked. This paragraph 

type may be best used when highlighting activities from a program, showing various stages of a plant’s 

growth, displaying different flower color options, or stages of a plant disease. 

 

How to Add an Image Gallery 

 

How to Add an Image Gallery 

• Title: Add a Title for the gallery. 

• Subtitle: Add a Subtitle for the section which appears smaller and under the Title. 

• Body: Add more text to explain images or other related information. 

• Although all text fields are optional, they provide more information for the user. 
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• Before you upload images, it is highly recommended each photo is sized consistently. A good 

size is 1200x880 pixels.  

• Upload and add Alternative Text. The Title field (in this exception to other Title fields) acts as the 

caption when the photo is selected and enlarged. 

 

• After you add one image, you’ll have the option to add another file. When you select, choose 

files, you can add multiple photos at once by holding the Ctrl button as you select multiple 

images on your computer.  
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Image Row 
Display up to three images with captions in a row using the Image Row Paragraph Type.  

 

• Size photos consistently before you upload to ensure the photos display the same size.  

• Crop photos to 1200x880 pixels to ensure that the full image is visible. Other sizes may have the 

sides cropped out.  

How to Add an Image Row 

 

• Click Add Media and either upload an image sized 1200x880 pixels or select from the media 

library. The media uploader allows you to note the photographer. This content will not appear in 

the published page. 

• Click Save and Insert in the Media Uploader. 

• Add a caption, if desired. 

• Add up to two additional images. 
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Image Text Row 
Image Text Rows allow you to add specific text next to specific images.  

How to Add an Image Text Row 

 

• Click Add Media and either upload an image sized 1200x880 pixels or select from the media 

library. The media uploader allows you to note the photographer. This content will not appear in 

the published page. 

• Click Save and Insert in the Media Uploader. 

• Add a caption, if desired. 

• Do not use the additional Add Image. One photo per Image Text Row is recommended. 
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• Image Alignment: Choose which side the image should appear: Right or Left. 

• Image Width: Choose the size of the Image: 25%, 33% or 50%. For most instances, select 50%. 

• Subtitle: Add if desired. It will appear as an H2 heading. 

• Add text associated with the photo.  
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Intro. (Do not use this type) 
Use any of the others to achieve a more appealing section. 
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List Collection 
Use the List Collection section to organize similar content. This section requires an image and 

accompanying text for each row in the list. The alternating gray shading helps define the rows. 

 

 

 

How to Add a List Collection 
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• Alignment: Select left or right for picture placement. You may wish to keep all images on the 

same side or alternate. 

• Add text and formatting to the Body. Keep the text amount similar with each row in the 

collection. (See more under the Rich Text section of the manual.)  

 

• Prior to uploading, size all the photos in the collection consistently.  

• Add the image and alternative text. 
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Map  
There are limited situations which would warrant a map on unit or topic websites. They may be more 

frequently used on Affiliate websites.  

 

How to Add a Map 

• Choose Map. 

• Select United States 

• Enter the street address. Zip code is required.  

• It may help users to add a Rich Text field above the map to provide the common name of the 

location, such as Perry County Fairgrounds, Clark County University of Illinois Extension Office. 
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Recipe Content 

 

How to Add Recipe Content to a Page or Blog 
The recipe needs to be added as a Content Type before it can be added as a Paragraph Type. 

 

• Start to type the name of the recipe and choose from the entries available.  

• Click Add Another Item if you want to add an additional recipe. There is no limit to the number 

of recipes you may select. 
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Remote Video  
The Remote Video Paragraph Type allows videos to be displayed and played directly on the webpage. 

This increases a user’s time on page and may increase their likelihood to find additional content.  

 

 

How to Add Remote Video to a Page 

 

• The Remote Video must be added as a Content Type before it can be used on the page. 

• Begin typing the title or keyword of the video you want to include. Select from the auto-

populated list which appears.  

• If one video is selected, it will appear full screen. If multiple videos are selected, they will appear 

at 50%-page width. 

• There is no limit to the number of videos you may add. 
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Rich Text  
There are several elements available in a Rich Text Box. Many of those are also available in Body Text 

which is part of other Paragraph Types, including List Collections and Image Text Rows.  

 

 

How to Add Rich Text to a Page 

 

The Rich Text section has tools like Word. Here are some general guidelines. 

•  
Bold: Bold text is not needed when selecting H2, H3, H4, H5 headings. Reserve bolded text to 

the left side of line at the beginning of paragraphs or bulleted and numbered lists. 

 

•  
Italics: Use Italics thoughtfully. Do not add italic text to H2, H3, H4, H5 headings. 
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•  
Remove formatting: Use the Remove Formatting tool to strip away formatting that transferred 

when text was copied and pasted from another source. Select all text and click the Remove 

Formatting button. 

 

•  
Lists: Bulleted and Numbered lists help users scan content easily.  

 

•  
Indentation: Decrease and Increase Indent are not always available. If not grayed out, use this 

tool to bump sections of text right or left. 

 

•  
Block Quote: The Block Quote has limited use on the website. It does not change the text size, 

but does create a block of text. Click inside the text paragraph you want to be offset on the 

page. The Block Quote applies to the entire paragraph of text. 

 

•  
Image uploader: Do not use the image uploader. Images should not be uploaded in Rich Text 

boxes. Use one of the other paragraph types more suited for images. 

 

•  
Link Creator: Click the link icon to create a hyperlink. Click the Unlink icon to remove a 

hyperlink. 

• Type the text you want to be a hyperlink. 

• Highlight the text and click the Link tool. Paste or type the full URL you want to send 

people from the link.  

• Click Save. 

You also use this tool to add a PDF document to the website. 

• Type the text you want to be a linked to a PDF. 

• Highlight the text and click the Link tool. 

• Click Media Library. 

• Select Document on the left column and Select File.  

• Find the document on your computer and click Open 

• Click and Insert. 

 

•   
Heading: Select either normal text or one of the headings (H2, H3, H4, H5, H6) for the text. 

• H1 is reserved for the page title and should never be used in the Rich Text box. 
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• Keep Headings short. They are meant to be used as an outline of the page content.  

• Do not choose a Heading simply for its formatting appearance.  

• You may not use an H3 without an H2 which appeared prior on the page. 

 

•   
Styles: To create a Pull Quote: Click anywhere in the text paragraph. Click on Styles and select 

Pull Quote. The style will apply to the entire paragraph. To return to normal click on Pull Quote a 

second time. 

 

 
Styles are also used to create a button from a hyperlink.  

• Create a hyperlink as described above. 

• Click anywhere inside the linked text. 

• Click the Styles dropdown. Different options are now available. Select the color of the 

button and text. To remove the button back to hyperlinked text, click the same option 

again. 

 

•  
Source Code: Though rarely needed, you can access the code directly by clicking the Source 

button. 

 

•   
Special Characters: The Special Character key gives you access to many special characters you 

may need, such as degree symbol, superscripts, em dashes, copyright symbols, and trademark 

symbols.  
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•  
Alignment: Occasionally, you may wish to change the text alignment. You would rarely select 

Right Aligned. Use Center Aligned sparingly. Most text should remain Left Aligned. 

 

•  
Tables: Avoid using Tables on webpages. They create accessibility challenges and are not always 

readable on mobile devices. If a table is needed, click the Table tool and complete the settings 

and Save. The caption will appear as a header for the Table. 

 

 
The Table columns are squished when it is created. Begin typing and tab between columns to 

make it easier to see the columns and rows. 

 

Once the table is created, return to the Style tool, and click Responsive Table. If you wish to 

format the table, choose one of design options. 
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Staff List   
Often you may wish to collate a list of staff working in a geographic location or serving as content 

experts. It is important to remember you are not creating new listings; staff lists pull from the database 

of all staff who have been entered into the website by Information Technology upon their hire.  

• You can create multiple Staff Lists on a page if you wish to segment your list. In this example, a 

list with the heading county director was created and Deanna Roby-Vorgias was the only staff 

member in the list. A second Staff List was created below it with the title 4-H Youth 

Development Team and several staff members were selected for the list.  

• Explore different units to see which structure works for your unit or topic area. 
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How to Add a Staff List 

 

• Add a Subtitle (optional) explaining the list. 

• Begin typing the name of the staff member. The space will begin to auto-populate options that 

match. Select the correct name. 

• Click Add Another Item to add another staff member. 

• If a name does not appear, check with Extension IT to determine if they are part of the global 

staff list.   
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View 
This type should be used with caution and under the direction of the state website administrator. Views 

display collections of content based on an argument (unit group, specific keyword, etc.) Examples of 

views are the filtered news and events which appear on unit websites, videos, and blogs. 

 

How to Add a View 

 

• Enter a Section Title 

• Select one of the Target View options after consulting with the state marcom team. The option 

selected will open a different set of options for Display ID. Choose the appropriate option.  

• Click the down arrow for Options. Do not click Include View Title. In Argument, add the Drupal 

Group Number of the keyword. 
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Webform 
Request a new webform through an IT Help Desk ticket. 

  

mailto:ExtensionIT-Help@illinois.edu
mailto:ExtensionIT-Help@illinois.edu
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Image Sizes Required Across the Website 
 

General Image Guidelines 
• Do not include photos inside text boxes. Choose one of the newer image paragraph types: 

Image/Text Row, Image Row, Photo Gallery 

• Limit the use of text on an image for the website. If used, text must appear in the very center of 

the image, both vertically and horizontally. 

 

Image Size Requirements by Type 
 

• Big Buttons: 700x350 pixels and contain no text. 

• Blogs: Must include a Main Article Image sized 730x400 pixels horizontal. Optional: banner 

image with 2000-pixel width. It will be cropped to a very narrow height. 

• Cards: 700x400 pixels and contain no text. 

• Events: 1920x1080 pixels. 

• Featured Boxes: At least 2000 pixels wide and contain no text. 

• Featured Splits: At least 1200 pixels wide and contain no text. The portion of the image that 

shows will vary greatly depending on how much text is in the side section and whether you 

select Fixed or Full Width. 

• Heroes: At least 2000 pixels wide. The depth will be determined by the cropping of the site 

dependent on which device the user is on. 

• Image Gallery: 1200x880 pixel horizontal. Vertical images can be used if needed. 

• Image Row and Image Text Row: 1200x880 pixels horizontal. Size photos to this dimension to 

avoid losing part of the image.  

• News Releases: 1200x800 pixels horizontal. Optional: banner image with 2000-pixel width. It 

will be cropped to a very narrow height. 

• Recipes: 1200x800. 

• Staff Images: 140x200 pixels vertically. 
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Additional Training Available 
Check out the Website Overview page on the CommIT website. 

 

Quick Tips 
• An overview of all the new content options 

• Secret tips for editing rich text 

• Tips for creating big buttons and cards 

• Tips for creating calls to action and icon rows 

• Tips for creating feature boxes and feature splits 

 

Short How-To Videos 
• Create an Email Link on the Extension Website 

• Add Special Characters on the Website 

• Upload a PDF to the Website 

• Style Text as a Pull Quote on the Website 

• Approving Shared Content 

 

Longer How-To Trainings 
• Editing in the New Website Upgrade 

• Create Rich Text and Hero Images on the Website (30 Minutes) 

• Create Big Buttons and Cards (30 Minutes)   

• Understanding Website Content Options (30 Minutes) 

• Create Calls to Action and Icon Rows (25 Minutes)  

• Create Feature Boxes and Feature Splits (15 Minutes) 

• Creating Accordions and Photo Galleries (30 minutes) 

• Creating and Editing Blogs (75 minutes)  

• A Checklist for Your Extension Blog (70 Minutes) 

• Fall 2023 Updates for Recipes, Remote Videos, Newsletters, Podcasts, and Keyword 

Expertise (90 Minutes) 

 

Writing Content 
• Writing Content with a Customer Focus 

• Choose Your Words Carefully: Optimizing Content for Google SEO 

• How to Get People to Read to the End of Your Blog 

• What Not to Do When Writing Press Releases 

• How to Write Staff Bios 

• Understanding What Makes People Care 

https://extension.illinois.edu/commit/website-content
https://emails.illinois.edu/newsletter/21/48102121.html
https://emails.illinois.edu/newsletter/24/482622124.html
https://emails.illinois.edu/newsletter/94/230036294.html
https://emails.illinois.edu/newsletter/53/1437700153.html
https://emails.illinois.edu/newsletter/82/188655982.html
https://mediaspace.illinois.edu/media/t/1_j8nusbw8
https://mediaspace.illinois.edu/media/t/1_ck10to68
https://mediaspace.illinois.edu/media/t/1_o69h1313
https://mediaspace.illinois.edu/media/t/1_w0h9xafa
https://mediaspace.illinois.edu/media/t/1_06b5lpog
https://mediaspace.illinois.edu/media/t/1_kzhbg9o6
https://mediaspace.illinois.edu/media/t/1_q6hplu27
https://mediaspace.illinois.edu/media/t/1_dghb0mtm
https://mediaspace.illinois.edu/media/t/1_pzwixms7
https://mediaspace.illinois.edu/media/t/1_5nvggh2s
https://mediaspace.illinois.edu/media/t/1_rgr3dka6
https://mediaspace.illinois.edu/media/t/1_a3yxvhdk
https://mediaspace.illinois.edu/media/t/1_zhim3037
https://mediaspace.illinois.edu/media/t/1_52t1pavr
https://mediaspace.illinois.edu/media/t/1_liu73i9e
https://mediaspace.illinois.edu/media/t/1_liu73i9e
https://mediaspace.illinois.edu/media/t/1_7wjfq4fa
https://mediaspace.illinois.edu/media/t/1_pk5xqsh3
https://mediaspace.illinois.edu/media/t/1_9z1es7te
https://mediaspace.illinois.edu/media/t/1_i81j2xnr
https://mediaspace.illinois.edu/media/t/1_fmz86fcb
https://mediaspace.illinois.edu/media/t/1_g5vfrwbn

