Conventions in use on Burton Bradstock website 2008 
DreamWeaver setup - must be done to ensure links work when files are sent to the webmaster for uploading to the website.
I.e. 
Copy latest version of website to your hard disk in “bb village” folder
Site / manage sites /new / advanced /local info / 
site name bb village
ensure root folder “bb village” is selected 
ensure links relative to Document is selected
HTTP address: http://ftp.burtonbradstcok.org.uk/html/
Sending data to webmaster - When pages have been added or changed these should be emailed to the webmaster for adding to the website, Where new pages have been created indicate where these are located on your version of the website. Remember to email all relevant files including any images and thumbnails. send any complete subdirectories as zip files.
File and folder names – New files and folders should be contain names in lower case plain English with underscore rather than spaces between words ie beach_party_2008.htm The main page for each section should be called index.htm. These conventions are important on some servers and occasionally can lead to problems if not followed. The use of plain English helps the webmaster find documents in the future when files such as img0006.jpg no longer mean anything. 
Template - to be used on all new pages (with possible exception of photo backings/albums generated in Photoshop)

See File/new from template/ BurtonBradstockOnline 
Type/paste all material into box marked body

Images
Generally, .jpg images are to be used. - Use Photoshop (or similar) to size images correctly then "save for web" to reduce file size to a point where image quality is still acceptable. The file size for large image is typically no more than 30-100kb 

Note that in normal use page width is 800pixels therefore no images should exceed 790 pix unless you really want users to manipulate the horizontal scroll bars. Thumbnails should be no smaller than 180 pix wide to be readable 

All images should have "Alt" descriptive text added (useful to visually handicapped users) 


Page arrangement
Where items/images need to be arranged side by side insert a table.
In general make border thickness = 0 pix to avoid messy borders 

Fonts /Headings 
Note: 
Unless font is specified the text will default to the users browsers settings. This will generally be Times New Roman with no particular size 

Preferred - "Verdana, Arial, Helvetica, sans serif” at 12 pix or, better, select "style3" which will set all relevant parameters

NB Any unusual or fancy fonts that are used may well not display on the users browser if they don’t have that font installed - instead the browser will select something similar but this may look odd in practice.

Once Style 3 is selected use heading1, heading 2 etc. for emphasis on the page - This also helps visually handicapped users - Do not just increase text size 

 

To add a flash video file  (No longer used - Youtube videos are used instaed - see below)
Ensure Dreamweaver version is 8.0.2 at least. If not update

Put all FLV (Flash video) files and ALL the SWF (Flash player) files in the same directory
may be some odd swf files - these are player skins and should be uploaded 
embed SWF file in html page using insert/media/flash
- a JavaScript file is then formed in scripts directory by Dreamweaver
upload all files to server 
To add videos

Use Youtube as any device can access them without further conversion. Send good quality video to webmaster using www.sendthisfile. Video clip should normally be less than 5 minutes long although longer ones are possible if really needed. 
Youtube loading videos procedure (for reference only) 
logon to youtube
email used: bburtonbradstock@gmail.com
Username: myburtonbradstock (YouTube)
password: WEBMASTER ONLY
press upload
drag film to screen
ensure enable embedding is ticked 
add title and description and tags include www.burtonbradstock.org.uk
chose appropriate category
std licence
insert location
and film date
when uploaded copy for reference the link and go to link
press share
press embed

copy and paste text into website page via dreamweaver
typical embeding text

<p align="center" class="style5 style8">&nbsp;</p>
<iframe width="560" height="315" src="http://www.youtube.com/embed/gmOGMbrau40?rel=0" frameborder="0" allowfullscreen></iframe>
<p align="center" class="style5 style8">&nbsp;</p>
Sound files
Any sound files to be added should be .mp3 format - not .wav unless they are less than 5 seconds long. Wav files can be very big and turn users off because they can’t be bothered to wait while they download.
.mp3 files should generally be created at 44kHz for best quality or CD quality (- or less if they are speech only.)

To add Bride Valley News (BVN)
The editor BVN (Will Newell) [bridevalleynews@gmail.com] will email pdf when he sends a copy to the printer (should be in colour). This will include diary and services but not advertisements.    
Use acrobat to "reduce" file size of the magazine. Check and remove any reference to Cled (i.e. Paul Cledon who has asked for no mention in the on line mag) 
put files in appropriate month folder
do links to BVN index.htm - upload and check
Add to “What’s on” at the end of the month when the paper version is issued. 
If the editor changes, ensure that the new editor is aware of the procedure. 
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