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Revision Date: 9.25.2025
INSTRUCTIONS - HOW TO USE THIS DOCUMENT

Below under Website Content are the typical primary sections of a new YSM website.  Your organization may need some or all of these groupings.  In addition, you may also want to create some new category unique to your organization.  
Note: The number of tabs available in the main horizontal navigation is limited to eight and there is no Home tab.
The order and specific labels below are merely suggestions.  Simply add the text you have developed as well as any instructions that will be helpful regarding where any multimedia should go (e.g. “Include photos 1-4 on with this content.”).    
You do NOT have to give instructions on how to lay out content. We will take what you provide us and endeavor to format and organize it in a manner which follows current best practices in web usability and which makes the best use of your templates, tools, and functionality.  You will have an opportunity to provide feedback during the preview period of the site building process.  

Some web-writing tips:

· Website users visit your site with a question already in mind and hope you have an easy-to-find answer.
· A scannable document gets the point across as quickly as possible. Information is clearly organized, labeled, and presented in small, easily-digestible chunks. 

· Keep sentences simple and to the point. Be concise.

· Remove adjectives unless they are essential.
· Use headers to break up your text. A header indicates the topic of the next few paragraphs.
· No paragraphs longer than 3-5 sentences; each paragraph should make only one point.

· If you have a list, make it bulleted or numbered.

· If you want a call-to-action, make sure the visitor knows what to do next. Do they call someone? Click on a link? Send an email? 

· Keep the whole page to 250 words if you can.
	Name of Site: 
	

	Address:
	

	Phone Number:
	

	Email Address:
	

	URL: 
	https://medicine.yale.edu/PARENT/YOUR SITE

	Short URL (optional):
	https://m.yale.edu/YOUR SITE


WEBSITE CONTENT 
Home

The home page serves as an introduction and “table of contents” of your site.  The text should be no longer than 200 words (e.g. all of the text on this page is 190 words).  
Keeping in mind that most visitors may never see your home page anyway, highlight only the most vital sections of the site.
About Us

This section commonly contains more specific information about the group behind the site such as its history, mission, goals, partners, etc.  
Programs
Fill this section with whatever clinical program material you’d like to present to trainees/other academics.  Note: do NOT put information for patients here.  Yale Medicine is where all patient-focused content resides.
Research/Projects

Fill this section with material for other academics and interested students.

Education

Fill this section with material for students, fellows, residents, etc.
Faculty/Staff/People

Please provide the names of organization members you’d like to list and any groupings you might like.  For faculty and post-doctoral fellows, we use the Profile system.  You may also request one of our different layouts.  We also highly encourage all members to fill-out/update their profiles.  
More information is here
Note:  For graduate/undergraduate students and non-Yale members, we activate a manual profile.  Please provide their NET IDs. For external collaborators, please provide their non-Yale email address.  

Publications

Publications can be imported directly using a Publications by Organization component which imports data from faculty profiles of the people included in the organization.
More information is here
News

News, articles, blog-like posts, etc. can be displayed using the News System.  Because it uses people tagging, anyone in your organization who has already been tagged in a news item can also appear on your sites News page.  This can be tailored to exclude people if necessary.  This is one of the easier tools available and we highly encourage its use.  Just keep in mind that someone needs to maintain it in order to avoid your site looking stale and out-of-date.

More information is here
Calendar/Events/Meetings
If your organization has internal or external activities you want to highlight, we recommend using the Beatrix calendar application.  
Multimedia
If you have documents, photos, and/or audio/visual content, please upload the original files to SharePoint or OneDrive.  Please provide as much information about this material as possible (e.g. where it should go; how it should be grouped; explanatory text and/or captions, etc.).
IMPORTANT NOTE: Do NOT embed photos in an email message, in a Word document, a PDF, or any other application.  The original files must be sent or to a shared drive such as OneDrive.
Embedding does not preserve the original image quality and will cause images to look blurry or grainy on your website.
Clinical Trials

If you want to include clinical trials, you might want to consider making use of the Clinical Trial Highlight, listing or search components.  HIC numbers are required.
Intranet

Some organizations want an internal, members only section. We recommend linking to your department or lab Sharepoint for this.
Contact Us/Location

If you want to dedicate a page to providing contact information, please indicate what addresses you’d like, who the contacts are and their information, and hours of operation. 

If you want to use a form (here or anywhere else on your site), we use the Yale Qualtrics system.

More information is here

Other

If you have any other sections you’d like to include, please feel free to add them!

Final Thoughts

This document is just a basic start to help you organize your content.  Should you have any questions, do not hesitate to contact us at ysm.editor@yale.edu or sign up to speak with us directly during office hours.
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