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| Locations - Blurb page template. |

Introduction
About the U.S. Missions Website Platform

The primary purpose of the U.S. Missions Website Platform (MWP) is to provide content
management, web hosting, search, and web reporting tools for U.S. Missions worldwide.
This project is the vehicle by which IIP’s core mission is delivered: “To get the right
information, to the right people, at the right time.” The Office of Digital provides the
delivery platform and infrastructure that facilitates the development, maintenance, and
hosting of a centralized multilingual content management system to streamline the
creation and delivery of high quality information for both print and web content for
Embassy and IIP international audiences.

About WordPress

WordPress is a free and open source blogging tool and a Content Management System
(CMS) based on PHP Hypertext Preprocessor (PHP) and MySQL. WordPress:

» Uses a template system consisting of themes that allows users to change the look,
feel, and functionality of their website without altering the site’s information
content or structure. There are thousands of WordPress themes available, via open
source or commercial developers. Users may also create and develop their own
custom themes, if they have the expertise to do so.

» Uses plugin architecture that allows users to extend WordPress functionalities.
There are currently over 35,000 plugins available for WordPress, offering
customizable functions and features that enable the user to enhance their sites to
their specific needs.

» Supports the use of widgets - small blocks of code that perform a specific function
from within a WordPress sidebar.

» Supports mobile native applications for WebOS, Android, iOS (iPhone, iPod Touch,
and iPad), Windows Phone, and BlackBerry. Learn more at WordPress.org
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About the Publishing Standards

The Publishing Standards are designed to provide guidance to all Modernized Website
participants in an effort to present a unified and approved style for all public websites.
This publication, created and implemented by the Bureau of International Information
Programs (IIP) of the Department of State (DoS), serves as a reference to web managers
and content providers participating in the program.

The Publishing Standards are intended to be informative and easy to use, and therefore
may not cover the breadth of style questions that users may have. For any question not
referenced in the Publishing Standards, please reach out to the 24/7/365 help desk at:
embassy@america.gov, and one of our support representatives will be happy to assist.
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Information Architecture

Overview

The Mission Website Platform information architecture consists of seven (7) sections,
which represent the topics that are of primary interest to site visitors. These sections are
broken down into sub categories, which can better assist visitors in finding specific
information.

The seven sections are organized to include information that is specific to visas, U.S. citizen
services, the bilateral relationship between the United States and the host country,
business, education & culture, the physical location of the mission(s), and news & events.

When developing the information architecture and, in some cases, the content of these
sections, IIP worked very closely with Consular Affairs (CA), Education & Culture (ECA),
and the Economic Bureau.

In addition to consistent information architecture, there are several sidebar items
throughout the site that are required. These are listed with their respective sections.

There are guidelines - outlined below - that determine what pages and labels can be
modified. These guidelines are specific for the English language websites. Posts that
support a language website may edit local language labels and sections as appropriate.

In order to ensure compliance with the information architecture and the standardized
content and naming conventions, there are pages in the site that are not editable by web
managers. These pages are also noted. If any changes are required, please contact the
24 /7 /365 help desk at: embassy@america.gov for assistance.
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Visas

The Visas section of the website is delivered in two versions, GSS or Non-GSS locations.
Locations that use a 3rd party to provide visa services are considered GSS, and those that
provide all visa services at the Embassy are Non-GSS.

GSS Information Architecture

Page Name Can Label Be Changed? Is Page required? Web Manager Edits?
VisAs (LANDING PAGE) No YES No
NONIMMIGRANT VISAS No YES No
IMMIGRANT VISAS No YES No
FAMILY-BASED No No YES
IMMIGRATION
FIANCE(E) VISA No No YES
EMPLOYMENT-BASED No No YES
IMMIGRATION
DIVERSITY VISA No No YES
PROGRAM
RETURNING RESIDENT No No YES
VISA
VISA WAIVER PROGRAM No No YES
TRAVEL & TOURISM IN THE No YES No
U.S.
NONIMMIGRANT VISAS IMMIGRANT VISAS VISA WAIVER PROGRAM TRAVEL & TOURESM IN THE
Us.
FOt trawe 30 the Unted Siates 00 2 For foreign Ctipens who warv! 10 live e Vies Waiver Progeam (VNP
tempOsary basis, Inchuding tourism permanently in e Uaned Suanes
MTOOE"y empioyrere, siudy and
exchange States without 3 visa for stays of 50
Giys of less, when Dy mee! &
reQarerterts
ECTEE T BT
GSS Megamenu
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Non-GSS Information Architecture

Page Name Can Label Be Changed? Is Page required? Web Manager Edits?
VisAs (LANDING PAGE) No YES No
NONIMMIGRANT VISAS No IsNOT A PAGE No
TOoURISM & VISIT No YES YES
TEMPORARY No YES YES
EMPLOYMENT
STUDY & EXCHANGE No YES YES
OTHER YES No YES
IMMIGRANT VISAS No ISNOT A PAGE No
FAMILY-BASED No YES YES
IMMIGRATION
FIANCE(E) VISA No YES YES
EMPLOYMENT-BASED No YES YES
IMMIGRATION
DIVERSITY VISA No YES YES
PROGRAM
RETURNING RESIDENT No No YES
VISA
VISA WAIVER PROGRAM No No YES
TRAVEL & TOURISM IN THE
No YES No
U.S.
NONIMMIGRANT VISAS IMMIGRANT VISAS VISA WAIVER PROGRAM TRAVEL & TOURISM IN THE
Us.
Tourism & Vist Family-Based Immigraton The Visa Walver Program (VNP
Terpoary Ervpicyment & Bas mesd Erpoyment Eated brvrsgraton lows craens of pancigeting
Countries® % trawel % the Unted
Stady 8 Dxchange Farcl(e) Visa Sun et for stavs of 30
SUNES wIDOLE & visa for Staps of 90
(> versity Visa ;‘[."-'m‘ Says of less, when Dy meet 3
reQarements

Reterang Res et Vaa

Ace You Bligble?

Non-GSS Megamenu
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Required Sidebar Items - Visas Landing Page

Additional Resources Government Agency Links

Nonimmigrant Visa FAQs U.S. Citizenship and Immigrant

Local Hours and Contact

Travel and Tourism in the U.S. Information Services
Legal Rights and Protections gz-té:cliis;zms and Border
Summer Work Travel USAgov """"

Fraud Prevention Warning

U.S. Department of State

Additional Resources Contact Us Government Agency Links

Required Sidebar Items - Nonimmigrant Visas Page(s)

Government Agency Links

Nonimmigrant Visa FAQs ... . .
Travel and Tourism in the U.S. Local Hours and Contact *-. Citfoennip and Iminigrent

Legal Rights and Protections Informaton o
U.S. Customs and Border
Protection

Summer Work Travel

Fraud Prevention Warning

U.S. Department of State

Additional Resources Contact Us Government Agency Links

Required Sidebar Items - Immigrant Visas Page(s)

Additional Resources

Government Agency Links

Immigrant Visa FAQ U.S. Citizenship and Immigrant

Local Hours and Contact

Legal Rights and Protections Information Services
. . U.S. Customs and Border
Fraud Prevention Warning Brormer
USA.gov

Welcome to the United States: A
Guide for New Immigrants

U.S. Department of State

Additional Resources Contact Us Government Agency Links
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U.S. Citizen Services

Page Name Can Label Be Changed? Is Page required? Web Manager Edits?
U.S. CITIZEN SERVICES (LANDING PAGE) No YES No

SAFETY & SECURITY No ISNOT A PAGE No

MESSAGES
SAFETY & SECURITY
MESSAGES No YES No

EMERGENCY ASSISTANCE No IsNOT A PAGE No
INTERNATIONAL
PARENTAL CHILD No YES YES
ABDUCTION
ARREST OF A U.S. No YES YES
CITIZEN
DEATHOFAU.S. No YES YES
CITIZEN
VICTIMS OF CRIME No No YES
EMERGENCY FINANCIAL No No YES
ASSISTANCE

PASSPORTS & CITIZENSHIP No IsNOT A PAGE No
CITIZENSHIP SERVICES No No YES
PASSPORTS No YES YES
CHILD AND FAMILY No YES YES
MATTERS

LOCAL RESOURCES No ISNOT A PAGE No
LEGAL ASSISTANCE No YES YES
MEDICAL ASSISTANCE No YES YES
NOTARIAL SERVICES No No YES
ADDITIONAL
RESOURCES FOR U.S. No No YES
CITIZENS?

FEDERAL PROGRAMS No ISNOT A PAGE No
INTERNAL REVENUE No YES YES
SERVICE
SELECTIVE SERVICE No YES YES
REGISTRATION
SOCIAL SECURITY No YES YESs!
VETERANS AFFAIRS No YES YES
VOTING No YES YES

1 While this page is editable, content provided by Consular Affairs must be used. Please see:
https://sample2.usembassy.gov/u-s-citizen-services/social-security/ for the required text.
2 This page is optional.

U.S. Department of State - I[IP/PL/ DI
Last Updated: 01/05/2018 Page |13 Document Version - 2.019



International Information Programs - IIP / PL / DI
U.S. Missions Website Platform Publishing Standards

INTERNATIONAL
INFORMATION
PROGRAMS
SAFETY AND SECURITY EMERGENCY ASSISTANCE PASSPORTS & CITIZENSHIP LOCAL RESOURCES FEDERAL PROGRAMS
MESSAGES

U.5. CRizens with emergencies, Passport Services Legal Assistance Internal Revenue Service
Safety & Security Messages for U.S please call £888 88¢ Citzenship Services Medical Assistance Selective Service Reglstration
Visitors 10 [Count

—— 3:”"0: °: Office Hours, contact Child and Family Matters Notarial Services Social Security
284882
Outside of [Country]: #488. 808¢ Additional Resources for US Veterans Affairs
Citizens
o dRsR S840 Voting

Emergency Contacts - All Locations

International Parental Child
Abduction

Arrest of a U.S, Citizen
Death of & U.S. Citizen
Victims of Crime

Emergency Financial Assistance

U.S. Citizen Services Megamenu

Required Sidebar Items - U.S. Citizen Services Landing Page

Before You Go Sending Money Overseas

= Enroll in STEP
- Entoii for fres for If you need to get money to a
U.dl citizen outside the United

support abroad.
States, you have a number of
available options. Read more at
T

STEP Sending Money Overseas

PLEASE NOTE: THE U.S. CITIZEN SERVICES LANDING PAGE REQUIRES THE DISPLAY OF THE “SUGGESTED FOR YOU” FEATURE
AT THE BOTTOM OF THE MAIN BODY CONTENT.

Required Sidebar Items - Safety & Security Messages

Before You Go More Information

p— Enroll in STEP Visit the State Department’s
Enrollforfreefor Office of American Citizens

support abroad. Services and Crisis
Management (ACS) for:

[Country]-Specific Information
and All Travel Alerts and
Warnings.

STEP More Information
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Required Sidebar Items - Internal Revenue Service

Additional Resources

Tax information for US Citizens
Abroad

Tax Guide for US Citizens
Abroad (PDF 2.5MB)

Additional Resources

Required Sidebar Items - Other Federal Benefits

Additional Resources

Selective Service System
Registration

Additional Resources - Social Security

Additional Resources

Department of Veterans Affairs

Additional Resources - Veterans Affairs

Download Adobe Reader

# Get e
p ADOBE® READER®

Adobe Reader

Additional Resources

Social Security Administration

Additional Resources - Social Security

Kdditional Resources

Additional Resources - Voting

Required Sidebar Items - International Parental Child Abduction

Local Information

Contact Us

U.S. Department of State - I[IP/PL/ DI

Last Updated: 01/05/2018 Page |15

Additional Resources

International Child Abduction

Children’s Passport Issuance
Alert Program

Preventing Child Abduction

Additional Resources
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Local Resources Disclaimer

All pages under “Local Resources” that list links to external sources must include the CA-
approved disclaimer in Blockquote:

Please note: The Department of State assumes no responsibility or liability for
the professional ability or reputation of, or the quality of services provided by,
the entities or individuals whose names appear on the following lists.
Inclusion on this list is in no way an endorsement by the Department or the
U.S. government. Names are listed alphabetically, and the order in which they
appear has no other significance. The information on the list is provided
directly by the local service providers; the Department is not in a position to
vouch for such information.

Local Resources Disclaimer
PLEASE NOTE: THE DISCLAIMER TEXT MAY BE PLACED ABOVE OR BELOW THE MAIN CONTENT OF THE PAGE.

Our Relationship

Page Name Can Label Be Changed? Is Page required? Web Manager Edits?
OUR RELATIONSHIP (LANDING PAGE) No YES No
U.S. MISSION LEADERS No IsNOT A PAGE No
AMBASSADOR [NAME] NAME ONLY YES YES
DEPUTY CHIEF OF NAME ONLY YES YES
MissioN [NAME]
CONSUL GENERAL YES, IF THERE ARE
NAME ONLY YES
[NAME] CONSULATES
U.S. GOVERNMENT LEADERS No IsNOT A PAGE No
PRESIDENT No YES No
VICE PRESIDENT No YES No
SECRETARY OF STATE No YES No
U.S. & [HOST COUNTRY] No ISNOT A PAGE No
PoLicy & HISTORY No YES YES
OFFICIAL REPORTS No YES YES
FEATURED EVENT YES No YES

U.S. Department of State - I[IP/PL/ DI
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U.S. MISSION LEADERS U.S. GOVERNMENT LEADERS U.S. & [HOST COUNTRY] FEATURED EVENT
Ambassador [Nare] President Barack Obtama Polcy & Mstory
Ceprry Chvel of Nission IName Yok Preserr. e Bzen Ctfaal Reperts v

Secretary of State Jobn Kerry /7

Losemn psem dowr st amwe! QU Quot
prima facer an, nec elgend Indoctum
ot Bonorem ladorames eam ey,
NN repud andae CONCIVSteMue
Ns i

Our Relationship Megamenu

Required Sidebar Items - Our Relationship Landing Page

Related Links

4. U.S.Department of

and video

The White House
News and photos of
President Obama

Related Links

Required Sidebar Items - Policy & History Pages

Tweets by @Historyatstate

. AMBASSADOR
History of U.S.-[Host Country]
Library of Congress Study
Learn About the United States HistoryAtState
o3 @HistoryAtState

(PDF 7.38MB)

.................................................. Al of the content and code for the new
CIA World Factbook history.state.gov is available for download

Download the Adobe Reader at github.com/HistoryAtState
#twitterstorians #FRUS

U.S. Department of State - I[IP/PL/ DI
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Useful Links History@State Twitter Feed

Required Sidebar Items - Official Reports Page

Additional Resources

Child Labor Reports

Intellectual Property Rights

Additional Resources

Featured Event - Details

Web managers may choose to spotlight an event in the FEaTurep Event column of the
Megamenu. The following guidelines apply:

1.

The 24/7 /365 help desk can implement the Featurep Event column. Please e-mail the
help desk at embassy@america.gov for assistance.

“Featured Event” is a placeholder title only - it should be replaced with the title of
the event.

A 243 x 115 pixel image must be provided.
A brief description (no more than 200 characters) should be provided.

A Featured Event template is recommended.

U.S. Department of State - I[IP/PL/ DI
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Page Name Can Label Be Changed? Is Page required? Web Manager Edits?
BUSINESS (LANDING PAGE) No YES No
DOING BUSINESS IN No ISNOT A PAGE No
[COUNTRY]
GETTING STARTED No YES YES
COMMERCIAL No No YES
OPPORTUNITIES
OVERSEAS SECURITY No YES YES
ADVISORY COUNCIL
EcoNoMmIC DATA & No YES YES
REPORTS
DOING BUSINESS IN THE U.S. No IsNOT A PAGE No
GETTING STARTED IN No YES YES
THE U.S.
EcoNoMmIC DATA & No YES YES
REPORTS
DOING BUSINESS IN DOING BUSINESS IN THE U.S.
[COUNTRY]
Getting Started in the U.S.
Getting Started

Economic Data & Reports
Commercial Opportunities

Overseas Security Advisory Council

Economic Data & Reports

Business Megamenu

U.S. Department of State - I[IP/PL/ DI
Last Updated: 01/05/2018 Page |19 Document Version - 2.019



INTERNATIONAL
INFORMATION
PROGRAMS

International Information Programs - IIP / PL / DI
U.S. Missions Website Platform Publishing Standards

Required Sidebar Items - Doing Business in [Host Country] and Doing Business in the

U.S. Pages

bfrade Leads

Local Contact Information

Contact Us

U.S. Department of State - I[IP/PL/ DI
Last Updated: 01/05/2018

U.S. Fish and Fish Products
Industry Swimming Along with
the TPP Current

TRADE.GOV

Earth Day 2016: Using Trade
Policy to Tackle Environmental
Threats

USTR.GOV

A vision of growth in West Africa

OPIC.GOV

Trade Leads

Page |20

Export.gov

Local Legal Resources

Business Matching Services

Business Information Database
S

Direct Line for American
Business

US Small Business
Administration

Department of Commerce

Export Import Bank of the
United States

National IPR Center

Office of U.S. Trade
Representative

Quick Links
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Education & Culture

Page Name Can Label Be Changed? Is Page required? Web Manager Edits?

EDUCATION & CULTURE (LANDING PAGE) No YES No

STUDYIN THE U.S.A. No ISNOT A PAGE No

STUDY IN THE U.S.A No YES YES

AMERICAN SPACES No No No

SPACE ONE YES No YES

SPACE Two YES No YES

OPTIONAL YES No YES

LOCAL PROGRAMS No No YES

PROGRAM ONE YES No YES

PROGRAM TWO YES No YES

OPTIONAL YES No YES

FEATURED PROGRAM YES No YES

STUDY IN THE USA. AMERICAN SPACES PROGRAMS FEATURED PROGRAM

Arrericas Space One Program One
American Space Two Program Two

Lears more about Quality higher Locemn psum dolor 5t amet,
edocation oppormunties n the US CONSPCUNY Opiacing ot Macris

Nt vou wil 2ot S22 aTywhere eise in 00 el egestas sad nytrym ve

Education & Culture Megamenu - Default Options

The Education & Culture section of the website provides a great deal of flexibility for web
managers to display local programs and resources for their visitors. The above example is
the default option for Education & Culture, however the 3 right columns are flexible and
may be used to display lists of links (as shown) or a single spotlight as depicted in the Study
in the U.S.A. and FeaTurep PrRoGraM columns. To use the FEATURED PRoGraM column, the
following guidelines apply:

1. The 24/7/365 help desk can implement the FEaATuRED PrRoGRAM column. Please e-mail
the help desk at embassy@america.gov for assistance.

2. “Featured Program” is a placeholder title only - it should be replaced with the title
of the program.

3. A 243 x 115 pixel image must be provided.

4. A brief description (no more than 200 characters) should be provided.

U.S. Department of State - I[IP/PL/ DI
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5. Any template may be used, however Featured Event and Pagination work best.

Embassy & Consulate(s)

Page Name Can Label Be Changed? Is Page required? Web Manager Edits?
EMBASSY & CONSULATE(S) (LANDING No YVES No
PAGE)
U.S. EMBASSY No ISNOT A PAGE No
CITY NAME No YES YES
U.S. CONSULATE(S) No ISNOT A PAGE No
CONSULATE ONE No No YES
CONSULATE Two No No YES
OTHERS AS REQUIRED No No YES
EMBASSY SPOTLIGHT YES No YES
WORKWITH US (JoBs) YES No YES
U.S. EMBASSY U.S. CONSULATE(S) EMBASSY SPOTLIGHT WORK WITH US!
U.S Embassy |0t U.S Consulate ICy]
Alcress | Aldress |
Address ] Addreas )
Alcress ] Alcress ]
Addrmis 4 Aldas 4
Prcce Paore
Fex Faa Lofem gsure dodor st amet
Cofsecietsr adpscng ¢l Maur's
oSS ¢LF, eQettas sed rUTUM vl

Ornare SCtum pervs

s

Embassy & Consulates Megamenu

Required Sidebar Items - Embassy & Consulate(s) Landing Page

Holiday & Other Dates

Holiday Calendar

Holidays

PLEASE NOTE: IF DESIRED, USERS MAY REQUEST THAT THE IMAGE FOR THE WORK WITH US COLUMN BE CHANGED. EMAIL
THE 24 /7 /365 HELP DESK WITH THE IMAGE DESIRED, REMEMBER IT MUST BE 243 X 115 PIXELS.

U.S. Department of State - I[IP/PL/ DI
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Embassy Spotlight - Details

Web managers may choose to spotlight an event in the EmBassy SpotLicHT column of the
Megamenu. The following guidelines apply:

1. The 24/7/365 help desk can implement the EmBassy SpoTLiGHT column. Please e-mail
the help desk at embassy@america.gov for assistance.

2. “Embassy Spotlight” is a placeholder title only - it should be replaced with an
appropriate title.

3. A 243 x 115 pixel image must be provided.
6. Abrief description (no more than 200 characters) should be provided.

7. Any template may be used, however Featured Event and Pagination work best.

Recommended Sidebar Items - Embassy & Consulate Internal Pages

-

oo = 3

é View larger map H

1 Holiday Calendar

The White House
ower Executive o, ?Iconic home of Address '|k
Office Bldg ~ America's president F S
Address 2
= = Phone:
NW Google = = Pe

©2016 Google - Map Data  Terms of Use Fax:

Google Map Contact Us Holiday Calendar

[IP also strongly recommends implementing the SociaL Mepia sidebar on all Embassy and
Consulate pages.
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Work with Us Details

This section links to the “Job Opportunities at the Embassy” page and is set up in the
templates to automatically display all posts categorized as Job Opportunities. The page will
display all open job opportunities for the country, as well as break out each job opportunity
by location. The page has one required sidebar item, Additional Resources. For this
template to continue operating, all job opportunities must be published as News & Events
posts with the category ‘Job Opportunities’ and the location jobs tag.

NOTE: THE PHOTO USED IN THE MEGAMENU MAY BE CHANGED, IF A DIFFERENT PICTURE IS DESIRED, PLEASE CONTACT THE
24 /7 /365 HELP DESK WITH THE REQUEST BY E-MAILING EMBASSY@AMERICA.GOV AND INCLUDING THE 243 X 115
IMAGE REQUESTED.

Alert: Local Alert Example Read More.

Visas U.S. Citizen Services Our Relationship Business Education & Cufture Embassy & Consulates News & Events
Job Openings at the Embassy
@ / Errbassy & Cormuiates / Job Openings #! the Errdessy
All Vacancies
Additional Resources
« Administrative Assistant - Reference # (Closes 10/28/16)
* Medla Speclalist - Reference # (Closes 11/05/16) Download the Careers@State App
« Visa Assistant - Reference # (Closes 11/15/16)

Learn About the Foreign Service Exam

Location One
« Administrative Assistant - Reference # (Closes 10/28/16)
* Visa Assistant - Reference # (Closes 11/15/16)

Location Two

* Medla Speclalist - Reference # (Closes 11/05/16)

Location Three

« Administrative Assistant - Reference # (Closes 10/28/16)

Example of the Job Openings at the Embassy page

U.S. Department of State - I[IP/PL/ DI
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News & Events

The News & Events Megamenu is category-driven. Which categories display is determined
by the web manager and is implemented by the 24/7/365 help desk. Sites may display
between 3 and 9 categories in the left column of the News & Events Megamenu, and when
the visitor hovers over them, the 4 most recent posts for the category will display in the 4
right columns of the Megamenu.

Share America feeds may also be embedded on an internal page, which displays in the
News & Events dropdown. To implement in your site, send a ticket to
embassy@america.gov with the desired feeds (up to 5). Don’t forget, you can exclude up to
3 key words or phrases.

Visas U.S. Citizen Services Our Relationship Business Education & Culture Embassy & Consulates News & Events

News
Press Releases

Featured Event

Latest from ShareAmerica

For small farmers in East Do sanctions work? Diaspora voices: People of Canada's Trudeau, Ivanka
Africa, a new tool for getting to Africa to share their stories Trump encourage
market businesswomen

News & Events Megamenu

U.S. Department of State - I[IP/PL/ DI
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Required Sidebar Items - News & Events Landing Page

Blog Filter Topics
Keywords Alumni
Filter Posts

News

Speeches

Press Releases
Events

Video

Month
[V ]

Blog Filter / Search Topic / Category List

U.S. Department of State - I[IP/PL/ DI
Last Updated: 01/05/2018 Page |26 Document Version - 2.019



International Information Programs - IIP / PL / DI

INTERNATIONAL U.S. Missions Website Platform Publishing Standards

INFORMATION
PROGRAMS

Default Sidebar Items - Individual Posts

Topics

Alumni

EN Placeholder -1

Topics / Category List Recent Posts

NOTE: IF THERE IS CONTENT FOR A CUSTOM SIDEBAR ON A BLOG POST, SUCH AS AN ASSOCIATED VIDEO, LINKS OR PDFs,
WEB MANAGERS MAY CHOOSE TO USE THE CUSTOM SIDEBAR OPTION.

System Pages

Each website has three (3) system pages. These pages are not editable by web managers
and are standard in all sites:

1. Sitemap - Automatically generated, the sitemap displays all pages within the site in
a “tree” view.

2. Social Media Properties — a Country’s social media properties are listed on this
page, both for Embassy and Consulate locations.

3. Privacy - The privacy policy is approved by legal and is required in each U.S.
Mission website.

U.S. Department of State - I[IP/PL/ DI
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Design Standards

Header

The Heabkr is the primary branding of each U.S. Mission site and is consistent throughout
the enterprise. The Heaber appears on every page and post within the site.

Engheh ~

4§ US.Embassy (& Consulates) vigo|a

/" in [Host Country]

Standard Header
1. Department of State Official Seal.

2. Local Branding - To maintain consistency, the following labels must be used,
depending on the situation in-country:

U.S. Embassy in [Host Country]

U.S. Embassy & Consulate(s) in [Host Country]
U.S. Consulate in [Host City]

U.S. Mission to [Country]

U.S. Mission to [International Organization]

c a0 T

3. Language Selector.

4. Social Media and Search Buttons.
a. Three (3) Social Media buttons may appear in the header. The “+” links to the
SociAL MEDIA PROPERTIES page, which lists all Social Media within the country.

NOTE: IF AN EXCEPTION TO THE LOCAL BRANDING ARISES, THE MODERNIZATION TEAM WILL WORK CLOSELY WITH IIP
SENIOR MANAGEMENT, THE LOCAL TEAM IN COUNTRY, AND THE REGIONAL POLICY OFFICE TO PROVIDE A SOLUTION BASED
ON JUSTIFIABLE NEEDS.

U.S. Department of State - I[IP/PL/ DI
Last Updated: 01/05/2018 Page |28 Document Version - 2.019



INTERNATIONAL
INFORMATION
PROGRAMS

International Information Programs - IIP / PL / DI
U.S. Missions Website Platform Publishing Standards

Footer & Disclaimer

The Footer is the second branded element of the site and is consistent throughout the
enterprise. The FooTer appears on every page and post within the site.

1
U.S. EMBASSY IN [COUNTRY)

US. Ciszen Services
Visas

Our Relationship
Business

Education

Embassy & Consulates
News & Events
Privacy

Sitemap

2
US. EMBASSY

US. Embassy [City]
Address One
Address Two
Address Three
Phone: 00

Fax xxx

vy §f &

e B im t 2 o
US. CONSULATE(S)

wiate IC

Standard Footer

1. Global Navigation - This includes all items displayed in the Megamenu, in addition
to system pages, such as the privacy page.

2. Embassy Details
City Name, linked to internal page.

a.
b. Address
c. Phone
d. Fax

e.

3. Consulates

Social Media Properties

a. Each Consulate city, with a link to the respective internal page.

4. Official Disclaimer.

U.S. Department of State - I[IP/PL/ DI
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5. U.S.Flag.

Privacy Notice & Disclaimer
External Link Disclaimer

Per Department of State policy, the following disclaimer is required on all official websites:

“This is the official website of the U.S. Embassy & Consulates in [Host Country]. External
links to other Internet sites should not be construed as an endorsement of the view or
privacy policies contained therein.”

Privacy Notice

In accordance with 5 FAM 772, all U.S. Government websites are required to provide a
statement that describes how user information may be tracked as well as what is done with
information collected from users.

Federal websites must contain a privacy policy statement, even if the site does not collect
any information that results in creating a Privacy Act record. Every website produced by

the Department is required to provide a Privacy Act statement, regardless of what network
the site resides on.

Typography
The U.S. Mission Website Platform uses several font families:

Preferred Fonts

= Site Header: Oswald 22 points
= Post Header: Oswald 24 points
= Body Text: Roboto 16 points

Alternate Fonts

= Site Header: Arial, San-serif
=  H1 - Hé6: Arial, San-serif
= Body: Arial, Helvetica, San-serif
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Color Palette

Proper use of color can be extremely effective for creating perceptual effects and can
reinforce the layout, which will allow for increased comprehension for the visitor. A good
use of color can make an item that would otherwise be lost on the page, pop out, emphasize
important information, and visually group related items together.

The primary colors for the Department of State U.S. Mission Website Platform are
represented below. The colors were selected based upon the overall branding of other

State Department websites and historical branding for Embassy websites.

Brand Colors

Brand colors are used in: The Header, Footer, Sidebar Boxes, Newsletter Sign-up Box and
the Megamenu.

#003875

#06284C #FFFFFF #CC3333

Other Colors of Note

Some additional colors that appear throughout the website are worth noting

#EFEFEF #DDDDDD #FFDB67
Brand Grey Border Grey TSG
Notification
Bar

Social Media

The official colors of Facebook and Twitter
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Page Templates

#55ACEE

Twitter

For ease of use when creating content, the U.S. Mission Website Platform provides custom
templates specifically designed for use by web managers in the field. These templates
address many different content scenarios, the most common of which are noted below.

Page Templates Available to Users

e Page Title Character Limit - 150

Template Name

Common and Recommended Uses

Ambassador Page

Leader Biographies, specifically Ambassador,
DCM, Consuls General.

Top Image / Video.

Name Title Field Limit - 130 characters.

Default Page

Most all pages use the default template.
Pagination is available.

Accordion is available.

Images - Limit 2.

Featured Event Page

Special events, featured programs, Embassy
spotlight, etc.

Top Image / Video.

Tagged blogroll displays the 6 latest posts.
Show All button available to display all posts
related to event.

Content Text Limit - 2600 characters.

Holidays Page U.S. and local holidays.
Display limit of 12 calendar months.
Event Title Text Limit - 75 characters.
No Sidebar.
Image Video Page This page is currently used for the Study in the

USA page and the Travel & Tourism page. It may
be used in any section that requires an image-
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Template Name Common and Recommended Uses

heavy look and feel.

= Limit of 20 content boxes.

= Box Heading Text Limit - 75 characters.

= Box Content Text Limit - Recommend no more
than 340 characters.

Listing Page = Any page that requires a listing, each list item can
also accommodate a brief description.

= Limit of 25 links per page.

* Link Text Limit - 100 characters.

= Description Text Limit - 1300 characters.

People Page = Useful for Key Officer pages or similar.

* Limit of 20 items.

= Name Title Text Limit - 130 characters.

= Content Text Limit - 2600 characters. (Appears
above list of “people”.)

Locations Blurb = Embassy related locations.
* Includes embedded map, addresses and links.
= Locations Limit - 20.

Administrator Templates

Template Name Common and Recommended Uses
Home Page = Flip boxes and blogroll can be changed via the
24/7/365 helpdesk.
Landing Page = Top level pages for all Megamenu sections.

* Limited to 10 links per section.

Location Page = Used exclusively for the Embassy & Consulate(s)
landing page.
Travel Alert Page = Automatically populated by Travel.state.gov and

items from the News & Events section with the
“Security & Emergency Messages” and “Alert”
categories.

Social Stream = Used to create Social Media stream on Social

U.S. Department of State - I[IP/PL/ DI
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Media Properties page.

Navigation
Global Navigation

Dropdown menus (the Megamenu) allow one-click access to all top-level pages. Visitors
can see the depth of the website without having to click through every page. In addition,
visitors have easy access to in-country locations.

( ‘  ‘| U.S. Embassy (& Consulates) vioo|a

7/ in [Host Country]

bvm US. Chiren Services Our Relationshp Busivess Education & Cutere Embassy L Consdate(s) News & Everts
Megamenu (Global Navigation)

= Each site displays the seven (7) main content sections.

= Section names remain consistent throughout the enterprise and may not be
changed.

Landing Pages

Business
Please nsert a bewed note from your Ambassador descnbir g how the US Embassy
works 10 assist Amencan business
Doing Business in [Country) Doimg Business in the US.
o Getling Staned o Geting Started
o Commercal Opportunities e Economic Dats & Reports
o Uverseas Secunty Advesor Counc
o Economic Data & Reports

Landing Page Example

= Each content section of the site is represented with a landing page.
= The landing page will mirror the Megamenu drop-down.
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* Landing pages may have sidebars.
= Only the 24/7/365 help desk may edit Landing pages.

Home Page Elements

Above the Fold

~ Show Travel Advisory English v
U.S. Embassy & Consulates v f | Q
in Mexico
Sample Notification: Sample Notification Read More... 2
-n Visas U.S. Citizen Services Our Relationship i Education & Culture Embassy & Consulates News & Events

VI Ivlan _t'. L}

Keynote Address at the Intel
Conference

Admin Test Siide CMJ Facebook Video Slide CMJ YouTube Video Slide CMJ Editor Slide LA COCR oS
Property Statistics for Decisio...

Visas U.S. Citizen Services Study in the U.S.

AJF Video Post — Admin International Day for the Elimination USTR Lighthizer Statement on the

5 houra ago | News of Violence Against Women - Conclusion of t[le ?th Round of
Statement by Secretary of St NAFTA Renegotiations
22 November, 2017 | Human Rights, Press Releases, 21 November, 2017 | Press Releases, Trade
Secretary Rex Tillerson Washington, DC - U.S. Trade Representative
“We call on all governments to join us in our Robert Lighthizer today released the following
shared responsibility to end violence against statement on the conclusion of the fifth round

Top Half of Home Page
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1. Standard Header.

2. Notification Bar - Controlled by the web manager, may be used for important local
messages.
a. May be added to any post or page.
b. Notification Title Limit - 40 characters.
c. Notification Description Limit - 70 characters.

3. Megamenu.

4. Slideshow:

a. Displays up to 5 items.
May embed YouTube, Vimeo or Youku videos.
Image Size: 1140 x 440 pixels, minimum.
Title Limit - 90 characters.
Anchor Text Limit - 80 characters.
Description Text Limit - 300 characters.

o a0 o

5. Flip Boxes:
a. Visas and U.S. Citizen Services boxes required to be placed in spots 1 and 2 in
all Embassy websites.
b. May display 3 boxes or 6 boxes.
Only the 24/7/365 help desk can change flip boxes.
d. New flip boxes must be approved before implementation.

o
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Below the Fold

Example Post for Text
Styles

hes is an examgle Post Paragraph

Text Heading 1 Meading 2 Meading 3

US. EMBASSY IN [COUNTRY]

US. Citzen Services
Visas

Our Relationship
Business

Education

Embassy & Consulates
News & Events
Privacy

Sitemap

6. Blogroll:

i mﬂgsw} i

W Ky

creale apostt

much like a Featured Event pag

The difference between this

US. EMBASSY

US. Embassy [City]
Address One
Address Two
Address Three
Phone: xxx

Fax xxx
v f & & 0O
e B in t B2

US. CONSULATES)

Bottom Half of Home Page

a. Displays posts from categories selected by the web manager. These
categories may be updated by contacting the 24 /7 /365 help desk.

b. Displays a minimum of 3 items up to 6 items on page load. The entire blogroll
can also be removed, at post request.
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c. Visitor may click “Show More” to load an additional six items - this action is
repeatable and will display a “Show All” button after three (3) clicks.

7. Standard Footer.

Home Page Slider

Sample Slideshow -1

A photograph of the White House.

1.
2.
3.
4,
5.
6.

Home Page Slider example

Displays up to 5 items.

May embed YouTube videos.

Image Size: 1140 x 440 pixels, minimum.
Title Limit - 60 characters.

Anchor Text Limit - 80 characters.

Description Text Limit - 300 characters.

Share America Feed Embed

There are two options for embedding Share America on the home page:

1. Adding the ShareAmerica blogroll in addition to the local blogroll.
2. Removing the local blogroll and using only a ShareAmerica blogroll.

Users may request that the ShareAmerica feed be added to the home page by contacting the
24 /7 /365 help desk at embassy@america.gov and providing the following information:
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1. Provide the URL(s) of the Feed(s) requested. Up to 5 feeds may be chosen and the
latest six items will display.

2. If the ShareAmerica feed is being implemented in addition to the local blogroll, note
if the feed should appear above or below the local blogroll.

Ambassador Jacobson Hears Ambassador’s Remarks for the Tijuana Visit Showcases Continued

Concerns from Press Freedom AmCham Monterrey Chapter’s Advances in State Penitentiary
Advocates in Mexico Annual Meeting System

20 September | Ambassador, Human Rights, Public 14 September | Ambassador, Commercial Affairs, 9 September | Law Enforcement, Merida Initiative,
Affairs, U.S. & Mexico Commercial Opportunities, Monterrey, Speeches Tijuana, U.S. Agencies

MEXICO CITY, September 20,2016 — U.S. Good morning and thank you President Tijuana, Baja California, September 9, 2016 —
Ambassador to Mexico Roberta Jacobson Alberto de Armas for inviting me to your Deputy Assistant Secretary Daniel S. Foote

2N

U.S. Businesses Visit Mexico, Procurement Partnership with Ciudad Juarez-Limited Consular

Highlight Commitment to Mutual Mexico Services for Tuesday, September
Prosperity 6 September | Commercial Affairs, High Level 6, 2016
7 September | C: | Affairs, Press Releases, Economic Dialogue (HLED), Policy, Press Releases, 5 September | Ciudad Juarez, Security & Emergency
USS. Agencies UsS. Agencies Messages
MEXICO CITY, September 7, 2016 - The U.S. MEXICO CITY, September 6, 2016 — Today, the Emergency Message for U.S. Citizens: Ciudad
Embassy's Foreign Commercial Service U.S. Trade and Development Agency and the Juarez - Limited Consular Services for
welcomed 19 U.S. companies to Mexico this Government of Mexico's Ministry of Public Tuesday, September 6,2016 Due to

Show More

Latest from ShareAmerica

ShareAmerica ShareAmerica ShareAmerica

o - 3
A Broadway performance from A teenager’s proposal for a hijab South Carolina city heals a year
Michelle Obama and friends emoji finds support after church shooting [videol
22 September 22 September 22 September
First lady Michelle Obama went to Broadway Rayouf Alhumedhi, a teen from Berlin, has After an attack on a church in Charleston,
on September 19 and tapped some big asked the Unicode Consortium to further its South Carolina, residents responded with
voices to help deliver her push to get girls efforts on diversity by developing hijab- and anii i
educated across the world. wearing emojis. to mend race relations.

Example of the Share America Feed/Blogroll below Blogroll.
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ShareAmerica

A Broadway performance from
Michelle Obama and friends

22 September

First lady Michelle Obama went to Broadway
on September 19 and tapped some big voices
to help deliver her push to get girls educated
across the world.

. ——
ShareAmerica

With help, Syrians rebuild careers
inthe U.S.

22 September

Asylum seekers are able to build new lives for
themselves in the U.S. Programs like Upwardly
Global provide training to help them rebuild
their careers.

Latest from ShareAmerica

A teenager’s proposal for a hijab
emoji finds support

22 September

Rayouf Alhumedhi, a teen from Berlin, has
asked the Unicode Consortium to further its
efforts on diversity by developing hijab-
wearing emojis.

[ ShareAmerica P

California’s Yosemite National Park
gets even higger

22 September

With its largest expansion in nearly 70 years,
Yosemite National Park gains wetlands,
meadows and rolling hills that are a haven for
endangered species.

ShareAmerica
T

e —

South Carolina city heals a year
after church shooting [video]

22 September

After an attack on a church in Charleston,
South Carolina, residents responded with
forgiveness and an intensified commitment to
mend race relations.

Grover the Muppet says refugees
are ‘just like us’ [video]

21 September

Catch the one-on-one talk about the current
refugee crisis between Deputy Secretary of
State Tony Blinken and a furry blue Muppet,
Grover.

Example of the Share America Feed replacing blogroll.
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Internal Page Elements

~ Show Travel Advisory English ¥

U.S. Embassy & Consulates vig@|a

in Mexico

Sample Notification: Sample Notification Read More... [

-n Visas U.S. Citizen Services Our Relationship Business Education & Culture Embassy & Consulates News & Events

U.S. Citizen Services

Home / U.S. Citizen Services

Safety and Security Messages i
Translation
See all Safety and Security Messages for U.S. Visitors to Mexico

n Espafiol
Emergency Assistance Passports & Citizenship

« International Parental Child Abduction » Passport Services
* Arrest of a U.S. Citizen « Citizenship Services Before You Go

« Victims of Crime = Enroll in STEP
L ) \/ Enroll for free for support
« Emergency Financial Assistance abroad.

Local Resources Federal Programs Additional Resources

* Legal Assistance
* Medical Assistance

Internal Revenue Services

Selective Service Registration Find the nearest U.S. Citizen Services

* Notarial Services + Social Security Consular Agencies
* Veterans Affairs Federal Benefits Unit
* Voting Holiday Calendar

Surrogacy, ART and DNA Testing

U.S. EMBASSY & CONSULATES IN MEXICO U.S. EMBASSY

Visas U.S. Embassy Mexico City
U.S. Citizen Services Paseo de la Reforma 305
Colonia Cuauhtemoc
06500 Mexico, D.F.

Phone: ( 01-55 ) 5080-2000
Fax: (01-55 ) 5080-2005
Embassy & Consulates v = @

News & Events

Our Relationship
Business
Education & Culture

Privacy

U.S. CONSULATES
Sitemap

U.S. Consulate General Ciudad Juarez

This is the official website of the U.S. Embassy and Consulates in Mexico. External links to other Internet sites should not be construed as an endorsement of the views or privacy policies contained therein.

Internal Page Elements
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1. Standard Header.

2. Notification Bar - Appears on every page when active.
NOTE: ENGLISH ALERT OPERATES INDEPENDENTLY FROM LANGUAGE ALERTS.

3. Megamenu.

4. Main Body Content - Display varies depending on template in use.
a. Title Text Limit- 150

5. Sidebar.
a. Sidebar Box Limit - 8

6. Standard Footer.
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Blog Post Elements

U.S. Embassy & Consulates

in Mexico

vfao|Q

a Visas

U.S. Citizen Services Our Relationship Business Education & Culture

University Alliance Against Corruption o

Monterrey, NL August 31, 2016 — The Consulate General of the United States in Monterrey hosted a
signing ceremony among five universities from Nuevo Leon and Consejo Civico to fight corruption and
promote the culture of lawfulness.

The main objective of this university alliance is to promote a culture of reporting bribes and highlighting
the negative implications of corruption through a platform called Yo Di un Moche (www.yodiunmoche.mx
)- Yo Di Un Moche is a project that emerged from civil society and the private sector designed to maintain
aregistry of reported bribery cases. It is based on the project “I paid a bribe” from India. The goal is to find
and highlight incidences of bribery and the monetary cost of corruption in Nuevo Leén, particularly in the
metropolitan area in Monterrey.

By U.S. Mission to Mexico | 1 September, 2016 | Topics: Culture, Education, Grants, Monterrey, News, Public Affairs |

Tags: rfp, Small Projects o
Suggested for Yuuo

Treasury and Commerce Announce Further
Amendments to Cuba Sanctions Regulations

Statement By Secretary Johnson On Haiti

U.S.EMBASSY & CONSULATES IN MEXICO U.S.EMBASSY

U.S. Embassy Mexico City

Embassy & Consulates

News & Events

Translation 7

Espariol

Keyword(s):

Topics
News
Speeches
Press Releases
Events

Video

Month

B

Apply Filter

Agriculture

Alert

Alumni

Consulates

Culture

Deputy Chief of Mission
Doing Business in the U.S.
Economic Affairs
Education

Emergency Services
English Language Learning
Environment

Events

Fact Sheets

Featured Event

Grants

Guadalajara
Recent Posts

Merida Ini
Highlighted

tive Police Professionalization Efforts

Blog Post Example

1. Standard Header.
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2. Megamenu.

3. Post Title.

d.

Title Text Limit - 150 characters.

4. Featured Image.

a.
b.

Image size requirements vary by template.
This image populates the rest of the site (blogroll, News & Events dropdown,
suggested for you, related content, etc.)

5. Add This sharing buttons - Allows visitors to easily share content on their social
media pages.

6. Main Content - Can accommodate a variety of content:

d.

@t o a0 o

Text

Multiple images

Embedded video

Embedded WordPress galleries

Embedded Flickr Galleries

Embedded Social Feeds (Twitter, Instagram)
Embedded Audio/Podcast

Embedded Event Calendar

7. Default Sidebar - Dynamically generated and updated based on News & Events
content:

d.

Categories - an alphabetical listing of all categories being used throughout
the site. The “Exclude” category does not display.

Recent Posts - displays the 5 most recent posts in the News & Events section
of the site.

8. Metadata - Provides information about the post:

d.

Author Name - I[P recommends that Generic Author names be used
whenever possible. i.e. Public Affairs, Consular Affairs, U.S. Embassy [City],
etc.

Date - the date that the content was posted: “Day, Month, Year” format.
Topics - Any categories which are associated with the post (“Exclude” does
not display)
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d. Tags - Any tags associated with the post.

9. Suggested For You - Recent content similar to the current post. This is determined
by the selected Categories and Tags.

10. Standard Footer.
11. Topics - List of topics.
Topics Pages
These pages display all posts for a related topic and can be accessed by clicking a topic in

the Sidebar. They can also be linked from Internal pages, when appropriate. Topics pages
are available in three (3) Styles.

1. Default - This is the default option for Topics pages, it displays all of the posts for
the related topic in the same style as the News & Events landing page.
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U.S. Embassy & Consulates viso|a

. o
in Mexico

Sample Notification: Sample Notification Read More...

Visas U.S. Citizen Services Our Relationship Business Education & Culture Embassy & Consulates News & Events

Travel & Tourism

Home / News & Events / Travel & Tourism

Translation

Espafiol

Filter

Keyword(s):

Content Type:
News
Speeches
Press Releases
Events
Video

Month/Year
Guanajuato receives TRI-ARC Award for Public Security Institutions with Merida g

Initiative Support

Apply Filter
Jacksonville, Florida, 18 November, 2017 — The Commission on Accreditation for Law Enforcement

Agencies (CALEA) formally awarded its prestigious TRI-ARC Award to the state of Guanajuato for
Topics

achieving concurrent accreditation of its state law enforcement, public safety communications center,
and police academy. Only one other state law enforcement agency holds this award in Mexico - ...

Read More»
Agriculture
Alert
By U.S. Mission to Mexico | 18 November, 2017 | Topics: News, Travel & Tourism, U.S. & Mexico | Tags: CALEA, Aumni
umni
Guanajuato, Merida initiati
Ambassador

American Spaces
Art & Culture
Benjamin Franklin Library

Business

Show More v

Recent Posts

Sample Notification

The United States and the global aviation community face an adaptive and agile enemy. Terrorists _

continue to target commercial aviation, and the United States continues to work with our partners to raise AJF Video Post — Admin

TSA New Security Directives — Additional Information

the baseline of global aviation security and keep the entire traveling public safe. Terrorist groups are
actively working to compromise passenger aircraft, including ...
Read More»

By U.S. Mission to Mexico | 27 October, 2017 | Topics: Law Enforcement, Press Releases, Travel & Tourism, U.S. Agencies Thee "1” Uis 77

| Tags: airplanes, airports, security, TSA International Day for the Elimination of Violence
Against Women — Statement by Secretary of State
Rex W. Tillerson

U.S. EMBASSY & CONSULATES IN MEXICO U.S. EMBASSY

This s the official website of the U.S. Embassy and Consulates in Mexico. Extemal links to other Intemnet sites should not be construed as an endorsement of the views or privacy policies contained therein.

Example of Default View.
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2. List - This option displays all of the posts for the related topic in text only format.

News

Wahine Toa: Rachel Taulelei

The next Wahine Toa feature is Rachel Taulelei. Rache!'s Maori heritage and advocacy for young
entrepreneurs, women in particular, are among her most passionate inspirations. Business savvy, and an
innate gift for innovation have led to extraordinary success ~first as an entrepreneur founding Yellow Keyvmrd(s):
Brick Road (a wholesale seafood company), and most recently as the first female CEO of one

Blog Filter

Categories:
By Ola Thorsen | 23 August, 2016 | Categories: Agricultue, Art & Culture, Business, Connecting with Kiwis, Culture, Fist \
People's Connect, News, Success Stories, Trade, US. & New Zealand, Wahine Toa | Tags: Environment, Nancy Gilbert, ews
New Zealand, Rachel Taulele, Wahine Toa, Wahine Toa Project Speeches
Press Releases
Events
Wahine Toa: Olivia Hall Video
The latest Wahine Toa post by By Nancy Gilbert, wife of U.S. Ambassador Mark Gilbert. The Ngati Rérua Month

iwi in the upper South Island is known for its strong female leadership, beginning with the women that the
Iwl was named after Rarualolo and Raruatere. Generations later their legacy holds true as they Introduce

a current female leader, Olivia Hall. | visited
Filter Posts

By Mike Cousins | 15 Jul, 2016 | Categories: A7t & Culture, Conneting with Kiwis, First People’s Connect, Wahine Toa |

Tags: Burnham Miltery Camp, Central Otago, Iwi, Maori MBori culture, Meke Maori Excellence Awards, Nancy Gilbert,
gt i, O il Rt et A, W T
egories

SE—— Agriculture

Example of List View.

3. Grid - This option displays all of the posts for the related topic in a blogroll format.

Home / Blog / Art & Culture

Blog Filter
Keyword(s):
Categories:
News
The DV-2018 program registration Speeches
period opens October 4th Press Releases
National Parks Service Centennial In the 21 September | Immigrant Visas, Key Events
fast paced world we live it Is exceedingly Video
Important to remember and preserve the The DV-2018 program registration
past that has shaped us....
period will run from noon, EDT on Month
October 4, 2016, through noon, EST B

November 7, 2016. The Department will

Categories

Agriculture
Alert
Alumni

3 Ambassador
Ele and Eric speak Open Source Security Message for U.S. Citizens Art & Culture
Open Society -Worldwide Caution, September Auckland
15 September | Connecting with Kiwils, 10,2016 Business
News, Science & Tech, Youth Outreach 13

Child and Family Matters

By U.S. Embassy Youth Council

Members Sarah Peraira and Hannah
Craighead, During the 22 and 23rd of
August, we were lucky enough to attend o en s

Connecting with Kiwis
Immigrant Visas

nts Key Documents

Key Officials

Example of Grid View.
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Main Body Features and Functions

Pagination

Policy & History

o/ O Bwarorag  Poscy § Veasony

1. US Courtry Relations
4 Membership Is Intermational Osgasizations

Z US Assistance 1o Country
S Silateral Representation
3 Biateral Economic Relations

This page should contain coment on US. Policy and relationships with the Host Country. If more than one
page of coment is required, please use ™he Pagination Feature

E H .

U.S. Assistance %0 Country

Pagination Example

4

Additional Resources

More information about Most Country Is
avalable on the State gov Country’ Page
and from other Department of State
pubiications and other sources listed o
the ead of ™is fact sheet

Mstory of U.S Piost Country] Refations

1. Items included in the pagination. The visitor may click the links to navigate the

section.

2. Page Content.

3. Next / Previous navigation allows ease-of-use on mobile devices.

4. Sidebar.

5. Pagination is limited to 10 items.
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Social Media Navigation

Social Media is spotlighted in several different ways in the Mission Website Platform:

1. Site Header.

2. Site Footer.

3. Sidebars, which can be added to any page in the site.
4

Social Media Stream

Social Media Stream

Stream can be implemented on Social Media Properties page and cannot be edited by users.
Twitter, Facebook, Instagram, YouTube, Pinterest, Flickr, Tumblr, Google+, Vimeo can be
added at this time.

Embassy & Consulate Social Media Properties

Home | Embassy & Consulate Social Media Properties

P\l

3

U.S.-India P i P
in Africa

DEPARTMENT OF STATE

@StateDept * Aug 24

Department Press Briefing - August 23, 2017

Spokesperson Heather Nauert leads the

Briefing at the Department of

August 23, 2017

U.S. DEPARTMENT OF STATE
Aug 24

Example of Social Media Stream on Social Media Properties page
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U.S. Consulate Social Media Streams can be added via a link under the Social Media

Properties sidebar.

Espafiol

Social Media Properties

U.S. Embassy [City]

(v ] < JofJafofo
cgoooon
coan

U.S. Consulate [City]

gaeooaon
goooon
oan

IView City’s Social Media Stream I

Example of U.S. Consulate link placement on Social Media Properties page

U.S. Consulate Social Media Stream page will not appear in the pagination.
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Social Media Stream

Home | Embassy & Consulate(s) | U.S. Consulate [City] | Social Media Stream

All
Rebuilding Mosul University library, one book at a Rebuilding Mosul University library, one book at a
time time
gl 5Dn https://goo.gl/zVC5Dr
Rebuildin s Rebuildin B
Mosul University library Mosul University library
one book at one book at

atime

SHAREAMERICA

erica * Aug 24

<

REMIRREFRIP LB
HESZERREN

atime

Example of U.S. Consulate Social Media Stream page

Event Calendar

The Mission Website Platform includes the ability

to create and embed an Event Calendar:

the Event Calendar Plugin allows users to create a calendar in the website to display local
events for their visitors. Events may be categorized and locations may be set so that
visitors can find the venue. An optional Search box can be implemented directly above the

calendar.

In order to implement the Event Calendar and/or Event Calendar Search box, please send a
ticket to embassy@america.gov for the initial set-up.

NOTE: ONE EVENT CALENDAR MAY BE CREATED PER SITE.
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e

Accordion
Renew a Passport v
Apply for a Passport v
Amend a Passport v
Lost or Stolen Passport v
Minor Applicants v

An example of an accordion used on the Passports page

1. Accordions may be used on Default page templates.

2. More than one Accordion may be used on a page.

3. Each page may display up to 200 total Accordion items.

4. Accordions are intended to display small pieces of information that make sense
grouped together, such as FAQs, step-by-step instructions, contacts sorted by
region, etc.

5. Accordions should not include Tables, which cannot be made Section 508 compliant.

6. Accordions have a photo size limit of 200x400 pixels. Images over the size limit will

be auto re-sized to 200x400 pixels. Photos under size limit will display at original
dimensions.
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Custom Sidebars

A Sidebar is a vertical column that displays on the right side of a page or post. Sidebar
items are designed to enhance the Mission Website Platform theme and are intended to

provide web managers with a manner of displaying content that is complementary to the
main content of a page.

* The maximum width of a sidebar is 300 pixels.
= Up to eight (8) sidebar items may appear on a page.
= Sidebar Title Limit - 60 characters.

=  Anchor Text Limit - 80 characters.

Adobe Reader

e The Adobe Reader sidebar must be
embedded on any page or post in the Download Adobe Reader
site that contains a link to a PDF

document.

Get g
e Only one Adobe Reader sidebar item ADOBE® READER® l
is necessary a page or post.

Adobe Reader Sidebar

Audio / Podcast Embed

e An Audio/Podcast player may be .
embedded on any page or post Audio/Podcast
within the site.

e One player may be displayed on a Content may be placed above the player.

age or post.

Content may be placed below the player.

Audio/Podcast Sidebar
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Facebook Feed

e A Facebook Feed or Post may be

embedded on any page or post in the

site.

e One Facebook Feed box may be
displayed on a page or post.

e This item has an optional title.

Facebook Video

e A Facebook video may be
embedded on any page or post in
the site.

e One video may be displayed on a
page or post.

e This item has an optional title.

U.S. Department of State - I[IP/PL/ DI
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12 friends like this
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—

f = The White House
ﬁ 13 hrs

The Zika virus is an emergency. Congress
should treat it as one and pass President
Obama's funding request that he
announced over two months ago. Here's
why we need Republican Members of
Congress to act now: go.wh.gov/Zika

A MONTH-BY-MONTH LOOK AT THE PREVALENCE OF
THE MOSQUITOES THAT CAN CARRY THE ZIKA VIRUS

MN MR MR AMeR WA  uNE RKY  Ae W | OKT

.
POONGONT Obdua s Y
AMERENCY Ins
2

Facebook Feed Sidebar

OGP AL TTVTY.
e e b
e

Facebook Video

Embed Facebook Video Sidebar
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Flickr Feed

e A Flickr Feed may be embedded on
any page or post in the site.

e One Flickr Feed may be displayed on
a page or post.

e This item has an optional title.

Flickr Feed Sidebar

A Flickr album may be embedded if the album was created with that option available. To
determine if the album has embed code: Mouse over the album and Click the arrow

swoosh in the bottom right corner:

2015 Mars'
Exploration_Zones
=Workshop™_. = =
65 photos “#730 vi

=

§ 2015 Mz

Y

Sample of Flickr album embed arrow

The following screen will display if the album has the embed code option available:
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Share album to:

Grab link HTML embed

Small 320 x 213

v

a data-flickr-embed="true" href="https://www.flickr.com/photos/nasahd

Press Ctrl+C to copy this link when selected

Sample of Flickr embed HTML code.

Copy and Paste the code provided into the Flickr Sidebar Item.

Flickr galleries can also be embedded on body of pages by editing the Flickr album URL to

include “/show” at the end of URL.

For Example:

https://www.flickr.com/photos/152338127@N06/sets/72157678760477731 /show

Google Maps

e Google Maps may be embedded on
any page or post within the site.

¢ One map embed may be displayed on
a page or post.
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Instagram Feed

e An Instagram Feed may be

: g whitehouse @ + Follow
embedded on any page or post in the w ,

site.

e One Instagram Feed may be
displayed on a page or post.

e This item has an optional title.

Just announced: On May 27, President Obama
will become the first sitting U.S. President to visit
Hiroshima.

@213k @217 ‘lnsT(@WW.

Instagram Feed Sidebar
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Link Lists

e Link Lists may be embedded on any
page or post within the site.

e Up to 4 Link Lists boxes may display
on any page or post.

e Each box may display up to 10 links.

e Anchor Text Limit - 100 characters.

OpenOffice

1. An OpenOffice view may be embedded
on any page or post within the site.

U.S. Department of State - I[IP/PL/ DI

Export.gov

Local Legal Resources

Business Matching Services

Business Information Database

Direct Line for American
Busi

US Small Business
Administration

Link List Sidebar

Download Free Software

OpenOffice
Microsoft files can be viewed
using Open Office

OpenOffice Sidebar Item
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POTUS Feed

e The POTUS Feed is a Twitter feed

that is automatically generated by IIP Tweets v erorus

and may be embedded on any page in President Obama
the site. ¥ aroTUS

e One POTUS Feed may be displayed To my 5th grade teacher Ms. Mabel Hefty and the
on a page or post. educators who inspire our young people every single

day: Thank you.

e The POTUS Feed'’s primary location
within the site is on the Secretary bio

page.

POTUS Feed Sidebar
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Related Posts

e Related Posts may be embedded on
any page in the site.

¢ One Related Posts box may be
displayed on a page.

e [IP Recommends that the Related
Posts sidebar not be used on posts.

Suggested For You

The Blog Section of the Website

Related Posts Sidebar

RSS Feed

e RSS Feeds may be embedded on any RS
page or post in the site. Trade Leads

e One RSS Feed box may be displayed
on a page or post. U.S. Fish anq Fis.h Products.

e Up to 4 feeds may be included in an mglfrs;g (S:m'rr:r:? ing Along with
RSS Feed box. T

e Source Text Limit - 60 characters.

Earth Day 2016: Using Trade
Policy to Tackle Environmental
Threats

USTR.GOV

A vision of growth in West Africa
OPIC.GOV

RSS Feed Sidebar
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Secretary Feed

e The Secretary Feed is a Twitter feed Tweets by @Jonnkeny
that is automatically generated by IIP
and may be embedded on any page in ﬂ John Kerry
the site. @JohnKerry
e One Secretary Feed may be displayed In my mtg w/ @MBuhari, focused on shared threat of

terrorism & impt efforts Nigeria expending to fight
on a page or post. corruption.

e The Secretary Feed’s primary
location within the site is on the
Secretary bio page.

Secretary Feed Sidebar
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Share America RSS Feed

e Share America RSS Feeds may be .
embedded on any page or post in the American Culture
site.

e One Share America RSS Feed box
may be displayed on a page or post.

¢ Only one Feed may be displayed in
the box.

e The Share America Watermark must
appear on the images.

Share America RSS Feed Sidebar

Shortcodes

e Shortcodes are used to easily display content that is used throughout the site, such
as contact information.

e Shortcodes may be used on any page or post.

e Up to 4 Shortcode boxes may be used on any page or post.
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Social Links

¢ Social Links may be embedded on

any page or pos}t, in the site. n B
e One Social Links item may be a

displayed on a page or post.
e New Social Links are added as

required, and will be communicated

to the field when they are

implemented.
Social Links Sidebar

Textbox

e Textbox may be embedded on any
page or post in the site.

e Up to 4 Textbox boxes may be

displayed on a page or post. Address ™
e Textbox boxes have a 1000 character Address 2
limit (this includes any HTML tags). Phone:
Fax:
Textbox Sidebar

Textbox Image

e Textbox Image may be embedded on . .
any page or post in the site. Education Links

¢ One Textbox Image box may be

displayed on a page or post. 31 Xisa for Exchange
e 4 Links may be displayed. Isitors

e Images used in this sidebar item ! Find an Educational
e,
<4

must be a minimum of 50 x 50 pixels. Advising Center
e Anchor Text Limit - 80 characters.
AMERICAN | ocate a Regional

e Description Text Limit - 240 N2 Enaiish Lanquaae
characters. Offglcer e

Textbox Image Sidebar
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Textbox Image Full

e Textbox Image Full may be
embedded on any page or post in the
site.

e Up to 4 Textbox Image Full boxes
may be displayed on a page or post.

e 4 Links may be displayed.

e Images used in this sidebar item
must be a minimum of 312 x 125
pixels.

e Anchor Text Limit - 80 characters.

e Description Text Limit - 240
characters.

Sample Textbox Full Image

Fireworks Display for Testing

Textbox Image Full Sidebar
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Twitter Feed

o A Twitter Feed may be embedded on
any page or post in the site.

e One Twitter Feed may be displayed President Obama
on a page or post. aroTs

Tweets vy @roTus

To my 5th grade teacher Ms. Mabel Hefty and the
educators who inspire our young people every single
day: Thank you.

Twitter Feed Sidebar
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Video

e AYouTube or Vimeo video may be
embedded on any page or post in the
site.

¢ One video may be displayed on a
page or post.

e This item has an optional title.

VPOTUS Feed

e The VPOTUS Feed is a Twitter feed
that is automatically generated by IIP
and may be embedded on any page in
the site.

e One VPOTUS Feed may be displayed
on a page or post.

e The VPOTUS Feed’s primary location
within the site is on the Secretary bio

page.

Forms

PDF Forms

"The Mentorshl" feat’rOT o ~»

Embed Video Sidebar

Tweets vy ave

Vice President Biden
A avpP

A pleasure talking with you yesterday, Robin. You're a
courageous woman. An example to us all.
twitter.com/RobinRoberts/s...

Vice President Biden
A ovp

The folks around the country I'm talking with about
cancer don't just

want to be heard. They want to help.
medium.com/cancer-moonsho...

VPOTUS Feed Sidebar

PDF forms may be uploaded to the WordPress Media Library for use within the site. All
PDF forms must contain an OMB number and expiration date.

Additional guidelines for PDF forms:
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1. Whenever possible, link to the original form at its origin site. Some examples of

these forms and their sites are:
a. Passport Forms:

http://travel.state.gov/content/passports/english /passports/apply.html

Additional ACS Forms: http://www.state.gov/m/a/dir/forms/c21447.htm

Visa Forms: http://travel.state.gov/content/visas/english /forms.html

d. Grant Forms: http://apply07.grants.gov/apply/forms/sample/SF424 2 1-
V2.1.pdf

e. Employment Form:
http://www.state.gov/documents/organization/136408.pdf

oo

2. All PDF forms should open in a new browser tab or window.

3. Users may create translations of selected forms in the local language:
a. Translations must be exact duplicates of the English form, including the OMB
number and expiration date.
b. Users may not add or delete any fields in translated versions of forms.

It is important to note that all unique PDF forms require a review and may need approval
from the Office of Management and Budget (OMB) before they may be implemented.

Online Forms

Online forms are supported in the Mission Website Platform. To request implementation
of an online form, e-mail the 24 /7 /365 help desk at: embassy@america.gov. It is important
to note that all form requests require a review and may need approval from the Office of
Management and Budget (OMB) before they may be implemented.

Online form requests must include the following information:

1. Avalid State.gov e-mail address, which is where the form will be submitted.
2. The destination page where the visitor will re-direct after form submission.

3. Text for the destination page, this is what the visitor will see after form submission.

Photos

When used properly, graphics can be superior to text when a visitor first enters a site.
They can be perceived faster than text and are able to say more with less. The three
primary functions of a graphic are:
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1. Help visitors make a decision.
2. Communicate information.

3. Make content more visually appealing.

It is good practice not to use graphics extensively. Although effective, graphics are not a
substitute for words. In addition, not all visitors have reliable high-speed Internet
connections and these visitors can become frustrated when the page they want does not
load quickly.

General Guidelines for Images
e Maximum file size: 25 megabytes

e Each page should be kept small in size for ease of viewing.

e All images should be uploaded to the Media Library (do not link to external images).
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Photo Sizes

Photo sizes within the Mission Website Platform vary depending on their purpose. The
following are features that require a specific image size and their requirements:

Pages

1. Home Page Slider - 1140 x 440 pixels, minimum.

2. Default Template Image One - 750x450 pixels, minimum height.

3. Default Template Image Two - 200 x 200 pixels, minimum.

4. Ambassador Template - No minimum required, recommend at least 200 pixels
wide.

5. Featured Event Page - 750 x 450 pixels, minimum.

6. Image / Video Page Main Image - 750 x 450 pixels, minimum.

7. Image / Video Page Box Content - 360 x 233, minimum.

8. Listing Page - 750 x 350 pixels, minimum.

9. People Page - 258 x 258 pixels, minimum.

10. Photo Galleries - 743 x 380 pixels, minimum.

Posts
Uploaded as Feature Images

1. Featured Image - 750 x 450 pixels, minimum.
2. Parallax Image - 750 x 450 pixels, minimum.

a. Parallax Background Field - 1200 x 560 pixels, minimum.
3. Parallax Transparent - 750 x 450 pixels, minimum.

a. Parallax Background Field - 1772 x 827 pixels, minimum.

4. Full Width Image Post - 940 x 439 pixels, minimum.
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Miscellaneous

v & N

Sidebar, Textbox — No wider than 298 pixels.

Sidebar, Textbox Image - 50 x 50 pixels, minimum.
Sidebar, Textbox Image Full - 312 x 125 pixels, minimum.
Megamenu Image - 243 x 115 pixels.

Accordion Image - No larger than 200 x 400 pixels.

Captions

Captions are required on all photos:

1.

AR A

Captions should provide information that enables the visitor to fully understand the
purpose of the photo without confusion.

Captions should be relatively short and to the point.

Captions should refer to the people or objects in the photo without ambiguity.
Specific information required in captions varies from one photo to the next.

The best practice is to identify people from left to right, unless the action in the
photo demands otherwise.

Captions should always be translated when placed on a language site.

NOTE: CAPTIONS DO NOT DISPLAY ON THE AMBASSADOR PAGE MAIN IMAGE.

Caption Text Limits

A T o

Home Page Slider - 300 characters.
Default Page Image - 200 characters.
Ambassador Image - no caption.
Feature Photos - 300 characters.
Photo Galleries - 225 characters.

Additional Photos - 300 characters.
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ALT Tags

ALT tags are required on all images within the website. This includes photos, logos,
drawings or other graphics. ALT tags are required to meet Section 508 compliance
standards (See Accessibility Standards - Section 508, below).

1. ALT tags should describe the image’s content rather than identify persons or places
(the function of the caption).

2. Caption information has little or no meaning for visually impaired users and should
not be used as the ALT tag. However, using the caption as an ALT tag is preferable
to leaving it blank.

3. ALT tags should always be translated when placed on a language site.

NOTE: ALT TAGS DO NOT DISPLAY ON HOVER. THESE TAGS ARE IN THE SOURCE CODE OF THE PAGE SO THAT SCREEN
READERS CAN IDENTIFY THEM.

Photo Credits

According to Webcontent.gov, the U.S. Federal Government’s site for official web publishing
guidance, “...when an organization uses or duplicates information available from the
private sector as part of an information resource, product, or service, the organization must
ensure that the property rights of the private sector source are adequately protected.

These protections apply to any material posted to federal public websites, such as
documents, graphics, or audio files.”

Photo credits in U.S. Mission websites are required in the ALT tag of the photograph. For
example: “Man standing at podium (State Dept.)” or “Audience Members (AP Photos)”. It is
strongly recommended that any photo over 200 x 200 pixels contain a photo credit
embedded with the image.

NOTE: ONLY PHOTOGRAPHS MUST HAVE CREDIT INFORMATION. LOGOS, DRAWINGS, OR OTHER GRAPHICS DO NOT REQUIRE
USE OF APHOTO CREDIT.

Photo Tips
1. Be sure that all images are sized correctly for their purpose.
2. Always resize images in an image-editing program in their original format.

3. Set the resolution to 72 dpi. Higher resolution will not provide a sharper picture,
just a larger file.
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4. Provide an ALT tag for all photos.
5. Include the credit information for all photos.

6. Select the correct file type for maximum optimization:
a. Photos - .PNG, .JPG (.JPEG), or .GIF
b. Images - PNG, .JPG (.JPEG), or .GIF

Useful Information

1. GIFs are best for flat color images with no gradients.

2. GIFs provide the lowest file size for images that have flat colors and no blends. They
can also have transparent backgrounds.

3. Photos can be saved as either PNGs or JPEGs. PNG photos tend to have larger file
sizes than JPEG photos.

4. There are three (3) types of PNG formats: PNG 8, PNG 24, and PNG 32. PNG 32 is the
format for transparency and will sometimes yield a higher file size than PNG 8 or
PNG 24.

5. PNG 32 offers the best option for any images requiring a transparent background.
Tables

Tables are a way to visually display information in a logical and easy-to-understand format.
However, misuse of tables can wreak havoc on assistive technology when rendering large
amounts of data. If not properly labeled and captioned, the non-visual reader often gets
garbled and confusing information.

NOTE: IN THE U.S. MiSSION WEBSITE PLATFORM, TABLES SHOULD BE USED ONLY TO PRESENT INFORMATIONAL,
STATISTICAL DATA AND MUST BE SECTION 508 COMPLIANT.

The Scope attribute is the easiest way to create tables that are compliant with Section 508
Accessibility Standards. COLSPAN and ROWSPAN are the attributes that provide a means
to relate groups of related information in a consistent manner and they are enabled for
assistive technology.

Scope Attribute

The Scope attribute notifies the browser and screen reader that everything under the
column is related to the header at the top and that everything to the right of he row header
is related to that header.
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To make tabular data more accessible, assign “scope” to table headers.

1. Use scope="col” attribute in the <th> or <td> tag of every cell in a header row.

2. Use scope="row” attribute in the <th> or <td> tag of every cell in a header column.

NOTE: ONLY USE THE SCOPE ATTRIBUTE IN THE HEADER CELLS (CELLS AT THE TOP OR LEFT IN THE TABLE).

Table Summaries

Another method of enhancing visually impaired visitors experience with tables is to include
a caption and a summary of the table data.

e Any text entered into the caption field is displayed above the table and read aloud
by screen readers.

e Any text entered into the summary field will not be displayed, but will be read aloud
by screen readers.

U.S. Department of State - I[IP/PL/ DI
Last Updated: 01/05/2018 Page |73 Document Version - 2.019



!

' International Information Programs - IIP / PL / DI

INTERNATIONAL U.S. Missions Website Platform Publishing Standards

INFORMATION
PROGRAMS

Sample Coded Table

Below is an example of a properly coded table:

508 Accessibility
Term Definition
Accessible Designs Accessible Designs allow as many people as possible to use
technology regardless of disability, age, or functional
limitation.
Accessible Video Accessible video is a synchronized multimedia file with a
text equivalent.

<table border= “1” align="center” summary="A brief listing of terms and definitions for
Section 508 accessibility”>
<caption> 508 Accessibility</caption>

<tr>

<th scope=“col”>Term</th>

<th scope=“col”>Definition</th>
</tr>

<tr>

<td scope="row”>Accessible Designs</td>

<td> Accessible Designs allow as many people as possible to use technology regardless of
disability, age, or functional limitation.</td>

<tr>

<tr>
<td scope="row”>Accessible Video</td>

<td> Accessible video is a synchronized multimedia file with a text equivalent.</td>
<tr>

</table>
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User Friendly Pages

User-friendly pages are designed so that nothing interferes with the visitor’s ability to get
and understand the content. A page that is slow to load, has distracting and unnecessary
graphics, requires considerable scrolling, or deviates from the common look and feel are all
obstacles that visitors must navigate before getting the content they need.

Creating User Friendly Pages

1. Pages should be small in size so that they download quickly even over low
bandwidth connections. Longer pages should be broken up into several shorter
ones.

2. The number and size of images should be kept to a minimum.

3. No image or video should be larger than 25 megabytes.

File and URL Naming Conventions

File names and URLs should be in lowercase and should not contain any spaces or special
characters.

Language URLs should be created in English. This is especially important in non-Latin
character languages. An example of the Ambassador page URL in Arabic is:

https://xx.usembassy.gov/ar/our-relationship-ar/ambassador-ar/

External Links

Links to external pages from the U.S. Mission Website platform should always open in a
new browser tab or window. This makes it clear to visitors that they are accessing
different website.

Domain Names

Domain names are created with the official ISO country code (two letters). Some examples
include:

1. U.S. Embassy (and Consulates) Website: https://xx.usembassy.gov

2. U.S. Consulate Only Website: https://xx.usconsulate.gov

3. U.S. International Organization Missions: https://xxxx.usmission.gov
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4. U.S.VPPs: https://xx.usmission.gov

Language Content Display

The Mission Website Platform uses the Polylang plugin to deliver language content to
visitors. This plugin enables IIP to support Full, Partial and Single page Language versions
of content for end users.

Users may translate as much or as little content as they desire and have the resources to
maintain and IIP offers two options for Language content.

Option One is what IIP refers to as “FuLL” Lancuace. Simply put, this means that the
Language content has a translated Home page.

Option Two is “PartiAL” LaNGuAGE and is intended for use by Posts who do not have the
resources to keep a current translated version of the Home page.

Option Three is a single page version and is intended for use by Posts who deliver their
language content in a limited number of PDFs only. This option is recommended for
visitors with very little translated content and limited resources for translation tasks.

All sites that offer additional languages are required to have the Language dropdown in the
upper right corner of the header.
¢ In FuLL LancGuage sites, the dropdown will link to the corresponding Home Page.
¢ In PartiAL LaNGuAGE sites, the dropdown will link to the Language’s site map.
e In SINGLE PAGE LANGUAGE sites, a translation page will be created at the root and it can be
linked from a Flip Box on the home page. There is no language dropdown. No SysTem

Paces will be created in Language.

SysTEM Paces must always have translated versions available for visitors. These include:

1. Privacy page
2. Sitemap page

3. Social Media Properties page

U.S. Department of State - I[IP/PL/ DI
Last Updated: 01/05/2018 Page |76 Document Version - 2.019



!
INTERNATIONAL
INFORMATION
PROGRAMS

International Information Programs - IIP / PL / DI
U.S. Missions Website Platform Publishing Standards

Content and Maintenance

[IP does not review the content of U.S. Mission Website pages; this is the responsibility of
the individual web managers who create and publish them. However, the content of any
U.S. Mission’s website page contributes toward the perception of the Department of State.
For this reason, we provide the following guidelines:

1.

All embedded content must be secure (HTTPS) or it will not display. HTTP and
other unsecure embedded content will be blocked for security purposes.

Information published should be as accurate and up-to-date as possible.

Missions should only publish materials that they have the capacity to maintain.
Maintenance includes keeping the information on each web page up to date and
archiving or purging out of date content.

Each Mission should have a clearly understood process where designated
individuals periodically review, maintain and update the content of the website.

Each mission website should have a contact to whom visitors can send content
corrections, updates, or questions.

Content for the web can be greatly improved through appropriate writing style and
formatting. Basic recommendations include:

a. Content that visitors are expected to read online should be divided into short
sections and provided with headings that allow a document to be scanned
easily.

b. Content should contain extensive cross-referenced links to make it easy to
find related information.

c. Textformatting such as bold or italics should be used sparingly to highlight
key words or phrases, making them easier to find.
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Accessibility Standards
What is Section 5087

Section 508 is a U.S. law that requires government agencies, and institutions receiving
federal dollars, to ensure that all electronic and information technology applications are
accessible to individuals with disabilities. To learn more, go to:
http://www.section508.gov/.

Section 508 of the Rehabilitation Act of 1973 was enacted to:

= Eliminate barriers in information technology.
= (Create new opportunities for people with disabilities.

= Encourage development of technologies that will help achieve these goals.

The scope of section 508 and the Access Board standards are limited to the Federal
government.

Web Accessibility Initiative (WAI)

= Was created by the W3C in 1997.

= Isasetof guidelines created to assist web developers, programmers, and designers
in making web content accessible to people with disabilities.

=  http:// www.w3.org/WAI/

Barrier to Access

Section 508 addresses accessibility for people who have:

= Visual disabilities

= Hearing disabilities
= Motor disabilities

= Speech disabilities

= Cognitive disabilities

U.S. Department of State - I[IP/PL/ DI
Last Updated: 01/05/2018 Page |78 Document Version - 2.019



International Information Programs - IIP / PL / DI
' INTERNATIONAL U.S. Missions Website Platform Publishing Standards
INFORMATION

PROGRAMS

Simply put, accessible websites pose no barriers to the disabled. The information and
functionality contained in the website or application are just as accessible to people with
disabilities as they are to people without. There are more than 750 million people living
with disabilities.

As users become more dependent on the Internet for information and services, it is critical
that the web be usable by everyone. It is not only the right thing to do, it's the law; in 1998
Congress amended the Rehabilitation Act to include Section 508.

Web Content Accessibility Guidelines (WCAG)

* Quick Reference Guide (http://www.w3.org/WAI/WCAG20/quickref/)

* Guideline Checklist (http://www.w3.org/TR/2006/WD-WCAG20-
20060427 /appendixB.html)

Accessible Design

= Allows as many people as possible to use technology regardless of disability, age, or
functional limitation.

= Benefits everybody by enhancing:
o Usability
o Device independence

o Globalization/localization

Unique Page Title
Every page of the website should have a unique and meaningful page title.
Heading Tags — Proper Use

Using heading tags to structure the content on a web page will not only provide context for
screen reader users, but also enable them to skim through a page.

= The templates use Level 1 headings <H1> for page titles.

= Use Level 3 headings <h3> for section titles.
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Accessible Video

Use of multimedia content on the web is growing, and the platform offers Post web
managers expanded multimedia capabilities. It is important for Web developers to address
usability needs now.

Guideline (b) of the Access Board standards states: “Equivalent alternatives for any
multimedia presentation shall be synchronized with the presentation.”

The word "synchronized" is key. It is possible to create a separate file with the text of the
contents of an audio file or a detailed description of a video or animation. However, to
comply with section 508, the multimedia files must be synchronized with a text equivalent.

Captioning and Transcripts

The two typical methods of providing a multimedia alternative are captioning and
transcripts. Provide captioning for video files and transcripts for audio files. Although a
transcript isn’t synchronized, use this method for audio files since audio is technically one
(not multi) media.

Captioning: Captioning is the on-screen textual presentation of audio material such as
spoken dialogue. Unlike subtitles, captions have the option of being turned on or off.

Captioning Advantages

= Besides aiding those with hearing loss, captions also help persons with hearing
disabilities.

* Increases learning and retention.
= Helps increase literacy.
* Aids in learning a second language.

= Facilitates the conveyance of audio content in environments that are noisy (e.g., a
quiet library or no sound card or speakers).
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Tips for Captioning

The method used to activate and deactivate accessibility features such as audio
descriptions and captions should be intuitive to a person requiring that feature.

= (losed captioning: The text equivalent of the audio material is placed on a
separate channel so users can turn it on and off. Use this format whenever possible,
since it allows users to decide whether or not to display captions.

= Open captioning: Embeds the text permanently on the same layer as the video
signal, so it cannot be turned off.

Accessible PDF Documents

PDF documents must be tagged for accessibility, and the latest versions of Adobe Acrobat X
Pro, will automatically create accessible PDFs from common files (.doc, .docx, .html). Adobe
Acrobat X Pro also allows users to update existing PDFs to make them accessible, although
currently there is no requirement for posts to update older versions of PDF documents.
However, making them accessible will also make them searchable.

= All documents will have a unique page title in the properties settings.
» Language must be designated in the properties settings.

=  Document must be text based, not scanned.

= All images must be tagged.

=  When a page contains a link to a PDF, the link to download the Adobe PDF Readers
must also be on that page.

= PDFs should be identified and the file size should be annotated [ex: DS Form 160
(PDF, 172KB)

Accessible Microsoft Documents

While the Office of Digital strongly recommends using PDF or HTML documents/forms for
accessibility and more mobile-friendly content, we do understand that there are rare
occasions when a Microsoft Word, Excel or PowerPoint document may better suit the
purpose.

All documents must be tagged for accessibility; which in the case of PDFs, also makes them
searchable.

All pages that link to a document must include the link, the file type and the file size, for
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example:

= Document Name (PDF ## KB)

* Document Name (Microsoft Word ## KB)

* Document Name (Microsoft Excel ## KB)

* Document Name (Microsoft PowerPoint ## KB)

All pages that include link(s) to a document must also include information for the visitor to
download free software that will allow them to view the document.

= PDF files can be viewed using the free Adobe Reader software (this is a sidebar item
available in websites)
= Microsoft files can be viewed using Open Office (https://www.openoffice.org/)

Please Note: Mobile devices open PDF documents in the device's browser and/or native
PDF viewer. This is not the case for Microsoft files, and a visitor will will need to download
a non-free Microsoft application to be able to view those files.

For additional information on GSA Section 508 Resources, please see:
https://www.gsa.gov/portal/content/103565 This website includes several useful
checklists for ensuring that linked documents are Section 508 compliant.
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Appendix A — Glossary

Term

ACCESSIBLE
DESIGNS

ACCESSIBLE
VIDEO

ADMINISTRATOR

ALT TAGS

AUTHOR

BLOG

BLOGROLL

CAPTIONS

CAPTIONING AND
TRANSCRIPTS

CATEGORY

CD-ROM

CLOSED
CAPTIONING

COLOR PALETTE

Definition

Accessible Designs allow as many people as possible to use technology regardless of
disability, age, or functional limitation.

Accessible Video is a synchronized multimedia file with a text equivalent.

Administrators can access all the administration features within a single site.
ALT Tags describe an image's content rather than identifying persons or places.
Authors create, edit, delete, and publish their own posts, as well as upload files.

A blog is a frequently updated online collection of posts...short, informal, sometimes
controversial, and sometimes deeply personal...with the freshest information at the top
personal journal or diary. Blog is a short form for the word weblog and the two words are
used interchangeably.

A blogroll is a listing of websites that often appear as links on weblogs. This list of links is
used to relate the site owner's interest in or affiliation with other sites.

Captions provide information that enables the visitor to fully understand the purpose of
the photo without misleading or confusing them.

Captioning and Transcripts are methods of providing an alternative means of accessing
multimedia content by providing captioning for video files and transcripts for audio files.

Each post in WordPress is filed under a category. Thoughtful categorization allows posts
to be grouped with others of similar content and aids in the navigation of a site. Please
note the post category should not be confused with the Link Categories used to classify
and manage links.

Compact Disks-Read Only Memory

Closed Captioning is the text equivalent of the audio material that is placed on a separate
channel so users can turn it on and off.

A Color Palette contains a selection of colors that can be extremely effective for creating
perceptual effects. Also can reinforce the layout, allowing an increased comprehension for
the visitor. The Department of State uses a primary color palette as well as a gray scale
palette.
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CONTENT Content consists of text, images, or other information shared in posts. This is separate
from the structural design of a website, which provides a framework into which the
content is inserted, and the presentation of a site, which involves graphic design. A
Content Management System changes and updates content, rather than the structural or
graphic design of a website.

CONTRIBUTORS Contributors create, edit, and delete their own posts but cannot publish them.

CSS Cascading Style Sheets

CSS Content Support Systems

DESIGN Design Standards are to ensure consistency, offer a sense of place within the site, and

STANDARDS support implicit association between the brand (U.S. Department of State) and the
provided source (Embassy, Mission, Consulate, etc.). Design standards ensure that the
user knows what to expect, how the site will look, where to find everything, and as well as
how everything works.

DoOMAIN NAMES Domain names are an organization’s unique space on the Internet or also referred to as
your websites address.

DoS Department of State

DROPDOWN A Dropdown is a menu of options that appears below the item when the computer user
clicks on it. Visitors do not need to navigate to a new page in order to view the menu.

EDITORS Editors can publish and manage posts including the posts of other users.

EMBASSY Embassy Templates are a model or standard created to provide a common look and feel

TEMPLATES for all mission websites.

EXTERNALLINKS  External Links are links (URLs) to external pages that are not a part of the website.
External links must open up in a new window.

FEATURED IMAGE A Featured Image is an image or thumbnail that is graphically representative of a post (i.e.,
an image of a dog or cat on a page dedicated to adopting an animal. Featured images are
only used in blogrolls. The Sage theme supports up to three (3) featured images per post.

FILE NAMING A File Naming Convention is a standard of naming files when saving them. File names

CONVENTION should be all lower case, and not contain any spaces or special characters.

FLIP BOXES Flip Boxes are great for grabbing the user’s attention and adding some interaction with a

site’s content. Flip boxes have fully customizable content on the front and back side and
can spin, rotate, flip. Put a title on the front and backside, add buttons to the site’s content
and the box height will extend based on the amount of content used. Customize the
border size, border radius and have full control over the front and backside colors.

U.S. Department of State - I[IP/PL/ DI

Last Updated: 01/05/2018

Page |84 Document Version - 2.019



International Information Programs - IIP / PL / DI
U.S. Missions Website Platform Publishing Standards

INTERNATIONAL
INFORMATION
PROGRAMS
Term Definition

GALLERY A Gallery is specifically an exposition of images attached to a post.

GLOBAL Global Navigation is the main horizontal site navigation that appears throughout the

NAVIGATION entire site. It contains a set of dropdown menus located at the top of each page that allows
users to see all pages within each section of the website.

GRAPHICS Graphics are photographs or visual presentations.

HEADING TAG A Heading Tag is a way of structuring the content on your page so the user can quickly
skim through the page.

HTML Hypertext Markup Language

I1p Bureau of International Information Programs

INDEX PAGE An Index Page showcases the critical content and links, which may be useful to the
audience.

INFORMATION Information Architecture is the organization and effective structure of a webpage. The

ARCHITECTURE Embassy’s structure is comprised of four (4) main areas, and then broken down into sub-
groups that better assist the user in finding specific information.

INTERNAL PAGES  Internal pages: present content to the visitor that they have been searching for. These are
the pages within your website.

LAvouT Layout templates are available in a page layout's display tab. Page Layout Templates

TEMPLATES provide different plans or designs available to format the content of the page.

LISTING PAGE A Listing Page is a page that provides the content in a list layout, allowing the publisher to
present large amounts of content to the visitor effectively. Listing pages are often used to
provide a list of hyperlinked titles directing site visitors to content such as press releases,
speeches, or warden messages.

LocAL Local (left) Navigation provides links for the current level within the site hierarchy and a

NAVIGATION fast route for visitors to get to the content in which they are most interested.

MAIN CONTENT A Main Content Area contains content specific to the section. The main content area is

AREA expandable and can support small, medium, and large amounts of content. This is the
focus point of the page.

MORE LINKS More Links is an optional addition to all feature boxes; this allows a post to guide visitors
to the complete list or to provide further assistance to complete a task.

MWP Missions Website Platform

OFFICIAL Official Banners are the official labeling for all Embassies under the Department of State.

BANNERS This header is one of the branding elements of the Department of State.
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OFFICIAL SEALS Official Seals are the symbol of the U.S. Department of State, one that is recognized and
respected. It helps link all websites in the visitors mind and is a badge of credibility.

OMB Office of Management and Budget

ONLINE FORMS Online Forms are forms that are available through a website via the Internet.

OPEN Open Captioning embeds the text permanently on the same layer as the video signal, so

CAPTIONING you cannot turn it off.

PAGES A Page is often used to present "static" information about an event or site. A good example
of a Page is information placed on an About Page. A Page should not be confused with the
time-oriented objects called posts. Pages are typically "timeless" in nature and live
"outside" your blog.

PDF Portable Document Format

PHOTO CREDITS

PORTAL

PosT NEWS /
RSS FEEDS

PosTS

PRIVACY NOTICE
AND DISCLAIMER

READABILITY

Photo Credits are when an organization uses or duplicates information available from the
private sector as part of an information resource, product, or service, the organization
must ensure that the property rights of the private sector source are adequately protected.
As a publisher, this means credit must be given to the organization that the photo or
information is duplicated from in the files caption or headline.

A Portal is an entrance or access to something larger.

Post News/RSS Feeds are articles to display a headline and brief description. These are
displayed directly to the right of the Home page slideshow. They can be created by the
embassy or displayed using an RSS Feed. An RSS Feed is a method of pulling news from
online publishers and posting it on your site, providing fresh content to your users.

Posts are those items that usually contain semantically and chronographically arranged
information. Also known as “articles” and sometimes incorrectly referred to as “blogs”. In
WordPress, “posts” are articles that are written to populate the website.

A Privacy Notice and Disclaimer is a statement that describes how user information may
be tracked as well as what is done with information collected from users. Federal
websites must include a privacy policy statement, even if the site does not collect any
information that results in creating a Privacy Act record.

Readability is a high quality writing that is easy to understand and read.
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RSS Rich Site Summary, often called Really Simple Syndication, is a format for syndicating
many types of content, including blog entries, torrent files, video clips on news-like sites;
specifically frequently updated content on a website, and is also known as a type of "feed"
or "aggregator”. An RSS feed can contain a summary of content or the full text, and makes
it easier for people to keep up to date with sites they like in an automated manner. Also
frequently known as Rich Site Summary.

SAMI Synchronized Accessible Media Interchange

SCHEMA A Schema is an organization or layout of concepts and actions.

SCOPE A Scope Attribute tells the browser and screen reader that everything under the column is

ATTRIBUTE related to the header at the top, and everything to the right of the row header is related to
that header.

SECTION 508 Section 508 requires government agencies, and institutions receiving federal dollars, to
ensure that all electronic and information technology applications are accessible to
individuals with disabilities. It eliminates barriers in information technology, creates new
opportunities, and encourages development of new technologies.

SHARE A Share enables visitors to easily spotlight content from the site on their personal
Facebook, Digg, and other social media outlets with a simple click of the mouse.

SIDEBAR A Sidebar is a vertical column provided by a theme for displaying information other than
the main content of the web page. Themes usually provide at least one sidebar at the left
or right of the content. Sidebars usually contain elements that a user of the site can
customize.

SLIDER A Slider is a webpage element used to highlight a group of selected posts. The slider
displays one post at a time, transitioning from one to the next automatically or at the click
of a button. Often, the slider looks like a fancy slideshow located near the top of the site.

SMIL Synchronized Multimedia Integration

STANDARD Standard Footer is a branded element of the Department of State, located at the bottom of

FOOTER each page. The standard footer contains the official disclaimer, global navigation links,
and links to multimedia pages, community outreach pages, FAQs, site map, and privacy
statements. It may also provide links to USG and partner sites, and other USG sites in the
country.

SUPER Super Administrators can access to the site network administration features and all other

ADMINISTRATOR  administrations features.

TABBED AREAS Tabbed Areas (Content Channel) offers embassies the ability to display multiple key

embassy programs and partnerships without taking away from the daily content.
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TABLES Tables are charts used to display informal, statistical data.

TABLE SUMMARY  Table Summaries are a caption that includes a short summary or analysis of the important
information in a table. This is helpful for readers with disabilities.

TAG A Tag is a keyword that describes all or part of a Post. Think of it like a Category, but
smaller in scope. A Post may have several tags, many of which relate to it only
peripherally. Tags can be created on the fly by simply typing them into the Tag field. By
default, tags can be assigned only to the Post and custom post types.

Often people confuse Tags and Categories. Categories generally don't change often, while
Tags usually change with every Post and are closer to the topic of the Post.

TEMPLATE A Template is a file that defines an area of the web pages generated by a theme. For
example, there is typically a template for the header area at the top of the web pages, a
template for the content, a template for the sidebars, and so on. The templates are like
building blocks that make up the complete web page.

TERMS OF Terms of Language are whether a user is monolingual, bilingual, or multilingual.

LANGUAGE

THEME A Theme is the overall design of a site and encompasses color, graphics, and text; a Theme
is sometimes called the skin. The default theme for this WordPress project is the Sage
theme.

TRANSLATION Translation enables the web manager to link directly to a corresponding Language
translation of the content.

TYPOGRAPHY Typography is the technique of arranging verbal and visual communication in an effect
way.

URL Uniform Resource Locator

USER FRIENDLY User-friendly pages are designed so that nothing interferes with the visitor getting to the

PAGES content and all content is easily found and accessible.

WAI Web Accessibility Imitative. Created by the W3Cin 1997, itis a set of guidelines created to
assist web developers, programmers, and designers in making web content accessible to
people with disabilities.

W3C World Wide Web Consortium

WEB MANAGER Web Manager is the person who maintains, updates, and manages the content of the site.
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WIDGET Widgets are independent sections of content that can be placed into any widget-enabled

area provided by the theme. Widget-enabled areas are commonly called Sidebars and are
usually located in the right or left hand columns. However, widgets can be located
virtually anywhere within the site depending on the current theme.
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Appendix B — Additional Services and Information

Customer Support Services

The Office of Digital Help Desk provides 24/7 /365 customer support for all users of the U.S.
Missions Website platform. All requests for technical assistance or site update services
must be sent to: embassy@america.gov so that a member of our support team can assist as
soon as possible.

The nature of the platform makes it easy for our team to step in and assist if there is a
situation at Post that prevents the local team from updating the website. We offer long-
term support services and will be happy to provide additional information to any
interested users. Please email the help desk at: embassy@america.gov for more details.

Training Services

Training services available to our users include:

= Online Training - This training typically takes two (2) hours a day for three (3)
days. Itis intended for first-time platform users or for Posts who are migrating into
the latest version of the platform.

= Refresher Training - This training is intended for Users who previously took the
training and need to reacquaint themselves with features and functionality. It also
takes approximately two (2) hours per session and the number of sessions is
negotiated with the training team.

= Tutorials - This option allows the user to set the training agenda. A tutorial session
can be as short as 30 minutes and last up to 2 hours. If the user needs a quick
overview of a particular function of the platform, this is a great option.

= Regional Workshops - Regional Workshops are scheduled based on the migration
schedule and budget availability. Attendance at a workshop is by invitation only
and is typically determined by the Region where the workshop is held and the
migration schedule.

To request training services, simply e-mail our helpdesk at: embassy@america.gov and one

of our trainers will work with you to schedule.
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