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1 Introduction
The goal of this guide is to help ODOT web editors and content contributors create and maintain a

mobile-first, useful and usable website. Where ODOT standards align with standards set by the Oregon

eGovernance Board, this guide will reference State Agencies’ Website Guidelines for Usability and

Accessibility rather than duplicate information.
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https://www.oregon.gov/docs/state_web_guidelines.pdf
https://www.oregon.gov/docs/state_web_guidelines.pdf

The ODOT Governance Plan and Content Strategy (insert link) including the vision, goal and core
strategies (audience first, task-oriented, quality over quantity and consistent brand) are the basis of our
standards. Aligning with our agency mission, standards help to ensure our website provides timely,
efficient, effective and consistent information, resources and services for customers, stakeholders and
our employees.

2 General requirements

2.1 Branding

ODOT uses SharePoint, a web application framework and content management system customized for
the state of Oregon by NIC USA, to produce and maintain the ODOT internet website
(https://www.oregon.gov/ODOQOT). It is mobile first and task-based. All Oregon.gov/ODOT web pages and

applications are subject to design styles and standards provided by the state of Oregon and the ODOT
Web Governance Board.

Division, section or program branding, if any, must be subordinate to the ODOT brand. Exceptions must
be approved by the Web Governance Board. Contact a Web Governance Board member to request an
exception.

2.2 Contracted or specialty sites

The agency’s static internet content resides on servers provided or approved by ODOT and the state of
Oregon. Exceptions may be granted by the Web Governance Board. Those granted exceptions must
adhere to all sections of ODOT Governance Plan and Content Strategy including these standards.

2.2.1 Design compliance

Contracted and new specialty sites must use the state of Oregon wrapper, header and footer. Some
specialty sites (TripCheck.com, Oregon Trucking Online, Oregon DMV Online, OReGO, etc.) have an
exception from this requirement. Exceptions may be granted by the Web Governance Board.

2.2.2 Contract provisions
Include the following provisions whenever an ODOT contract includes consultant tasks for development
or maintenance of websites or web content related to ODOT projects or programs:

“Consultant shall perform all web-related services required under this Contract/WOC in
conformance with the ODOT Web Standards and Expectations, as they may be revised from
time to time (available at: ), which are not physically attached but

incorporated into this Contract/WOC with the same force and effect as though fully set forth
herein. ODOT shall have ownership and control of Work Product developed by Consultant as set
forth in the terms and conditions of the Contract Price Agreement, section ___ - Ownership of
Work Product.”
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2.2.3 Availability of analytics

Contracted and specialty sites must comply with the Review, Retention and Evaluation standards. Site
owners must coordinate the site’s inclusion in ODOT’s approved analytics program. If the inclusion
results in additional cost to the agency, the site owner is responsible for paying that additional cost.

2.3 Custom URLs and domain names

If a custom URL or domain name is essential for conducting state business, you may request one and
purchase it through the approved purchasing process coordinated by the ODOT Computer Security Unit.
Keep in mind that custom URLs or domain names must be renewed on an annual or semi-annual basis.
There are many risks to the agency if they are not properly purchased and maintained.

2.4 External website exception process
Exceptions to Section 2 General requirements may be granted by the Web Governance Board in the
following instances:

e Oregon.gov/ODOT does not have the functionality required to carry out business objectives, and
the lifecycle of the content is defined as less than two years.

e The website represents a multi-organizational effort or a public-private partnership where
ODOT branding would not be appropriate.

Before requesting an exception, discuss the concept with your immediate supervisor and obtain
approval through your division’s chain of command. In addition, the program or project coordinator
should consult with the Web Governance Board member that represents their division to ensure that
the planned site fits within the work of that business line.

Process

e Phone orin person conference with ODOT’s web content strategist.
e Prepare a business case that outlines —

1. The purpose of page/site. What are the benefits to the intended audience and what are
benefits to the agency and your division, section or program?

2. If a custom domain name is needed, that the business will work with ODOT Computer
Security to purchase and manage the domain to ensure ODOT ownership continuity.

3. Define how ODOT maintains access to the site and ownership of content/intellectual
property.

4. Define how state and federal accessibility requirements (Section 3 of this document) will
be met.

5. Define how any applicable public records requirements will be met. For example, no
original records will be posted on the site. Any information collected via online forms
will be done so in compliance with records retention guidelines.

6. Describe how ODOT branding and design requirements (Section 2.1 and 2.2.1 of this
document) will be met. If applying for a branding and design exception, state what
business needs using an alternate branding scheme or design achieves.
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Describe how page/site will comply with state of Oregon privacy policies. To comply, the

page/site may link to the state’s privacy policies.

Explain how the page/site will comply with the Veteran’s Outreach web link law. To
comply, the page/site may link to the state of Oregon’s Veteran’s Outreach form.
Explain how information security requirements will be met. For example, no sensitive
data posted, the site is secure. If needed, please consult with Information Systems to

ensure compliance.

Submit your business case to the Web Governance Board for review.

Web Governance Board members will review your request; discuss it among themselves in

person or via email. They may reach out to you with questions.

The Web Governance Board will vote and send you a written response via email.

All pages/sites granted an exception must adhere to these basic requirements unless otherwise

negotiated with the Web Governance Board.

(0]

Domain name must be approved, owner and controlled by ODOT (via ODOT Computer
Security).

For sites/pages with a lifecycle of less than one year, files and data should be returned
to ODOT before the site is deleted.

For sites/pages with a lifecycle of more than one year, consult with ODOT Information
Systems or ODOT Communications about housing the site files on an ODOT owned
server or hosting account.

ODOT Communications must have access to site files during the life of the page/site.

3 Accessibility
ODOT websites must be accessible to all site visitors including those with disabilities. We follow state
and federal accessibility regulations:

State: Oregon Web Guidelines Section lll
Federal: Section 508 of the Rehabilitation Act
Federal: Title VI of the Civil Rights Act of 1964

Documents must also meet accessibility requirements. Follow Oregon Web Guidelines Section Il for
making PDF documents accessible. Scanned copies of documents may not be accessible and may be
hard to make accessible using PDF tagging and are therefore discouraged.

4 Content

4.1 Intra-agency cooperation encouraged
We do our best to coordinate and co-locate related information. This helps to reduce duplication and
makes it easier for our audience to find what they are looking for.
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4.2 Audience

We keep our audience (customers, stakeholders, residents) in mind when creating content for the web.

Personas, mini-character sketches of our audience members, guide us in content creation and
information organization.

4.3 Task-oriented

Our content is based on customer and stakeholder tasks. We use data to determine top tasks. (See top
task list.) We carefully select and edit the information we post on our website. We avoid posting content
that isn’t task oriented or legally required.

4.4 Writing for the web
We follow plain language laws and guidelines and use the Web Writing Style Guide (link) to helps us
create current, easily consumable and relevant content.

Content is organized in an easy to follow and intuitive structure.
Meaningless text such as a welcome message is omitted.

Keywords are included in text. This helps improve search results.

4.5 All pages have content.
No “pages under construction” or “coming soon” notifications.

4.6 Contacts and feedback
Contact information is included on every page.

4.7 Preparing text and headings
To avoid formatting problems, type directly into SharePoint or paste plain text.

Our website has pre-determined styles for fonts, colors, mark-up, etc. To maintain site-wide consistency
and to keep the mobile-first format, do not override the styles.

Be careful about overuse of font attributes (bold, italic, underline). Too much bolding, italicizing or
underlining can be distracting.

For headings, use mark-up styles to apply heading hierarchy in ascending numerical order.

4.8 Spacing

Use only one space between sentences, after colons and after parentheses.
Do not add spaces before or after hyphens.

Remove all excess spaces at the beginning or end of text blocks.
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Watch paragraph spacing when creating content within the body of the page. If the “paragraph” mark-
up style is applied, only one return should be needed between paragraphs.

4.9 Images
In a mobile-first site like ours, images aren’t used as much. This helps to keep load time and data usage
to a minimum. When we do use images, we make sure they are impactful and help tell a story.

Try to use ODOT created images and graphics whenever possible. Never use images or graphics that are
copyrighted. Avoid clip art, stock images and animation.

Be sure any images you use are sized appropriately for web use:

e Homepage images: 1280 pixels x 300 pixels, target file size 100K (medium quality).*

o Task box images: 375 x 211 for four columns or 750 x 422 for three columns, target file size 25K
(medium quality).

e Page images: Any size as long as the aspect ratio is 16 x 9, target file size 50K (medium quality).

Always include a description of the image in the alt tag. Image maps must have alt tags for the map as a
whole and the clickable regions as well. Follow accessibility guidelines.

Embedding Flikr photo albums or data.oregon.gov datasets or slideshows is also an option.

4.10 Video

You can post a video file directly in SharePoint but know that files over 15 megabytes will slow the load
time. Instead, take advantage of ODOT'’s YouTube channel to embed videos. Work with the agency’s
social media coordinator or your public information officer to upload video to our YouTube channel.

Make sure your video is close-captioned or has a text-based alternate format. See Oregon Web
Guidelines Section lll for specific instructions.

5 Site Structure

5.1 Navigation
V4.X Subsites

Oregon.gov\ODOT
Top Level Navigation

Doing Business with ODOT \ODOT\Business

Oregon Driver and Motor Vehicle

Services \ODOT\DMV
Teen \ODOT\DMV\Teen

! Because placing header images requires going into the master cascading style sheets for the site, only the web
content strategist and backup may place header images. Send the image to the web content strategist and she/he
will place it for you.
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V4 .X Subsites

....50plus \ODOT\DMW\50plus
Motor Carrier \ODOT\MCT
Data & Statistics \ODOT\DATA

Get Involved \Get-Involved
Planning & \ODOT\Planning
Programs & Sections \ODOT\Programs
About Us \ODOT\About
Subsites not in navigation
Forms \ODOT\Forms
Bridge \ODOT\Bridge
Construction \ODOT\Construction
EAST \ODOT\EAST
Engineering \ODOT\Engineering
Engineering Automation \ODOT\ETA
Fuels Tax \ODOT\FTG
Geo Environmental \ODOT\Geoenvironmental
Geometronics \ODOT\ETA
Local Government \ODOT\LocalGov
Maintenance \ODOT\Maintenance
Performance Management \ODOT\PerfomMgt
Projects \ODOT\Projects
Project Delivery \ODOT\ProjectDel
Real Time \ODOT\ORGN
...Stations \ODOT\ORGN\Stations
Rail and Public Transit \ODOT\RPTD
Right of Way \ODOT\ROW
Safety \ODOT\Safety
STIP \ODOT\STIP
SharePoint Training \ODOT\Training
Technology Transfer Center \ODOT\Programs\T2

5.2 Naming conventions

When you add a new version of a document or file, give it exactly the same name as the previous
version. When you upload the file it replaces the older version and keeps the links from breaking. This is
especially important for forms. Do not alter the name of a form.

If you need to keep previous versions online, you’ll need to change the file name of the old version
before you upload the new version.

Don’t use special character such as periods, commas, ampersands or the at (@) symbol.
Don’t use blank spaces in the names of pages, documents or images.

Regardless of how you name your pages and files, please be consistent.
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5.2.1 Division guidelines
Some divisions have additional division-specific rules for naming certain types of pages or files. Check
with your division’s lead web editor for specific guidance.

5.3 Documents, forms and lists

5.3.1 File formats
For documents, use PDF files whenever possible. People may not be able to open and use Word, Excel,
PowerPoint, etc.

For images, JPG is the most universal format.
For audio files, MP3 is the most universal format.

For video files, if you want people to download and save the video, MP4 is the best format. For playback
only, it’s best to first post the video to the ODOT YouTube Channel and link to it or embed it.

5.3.2 File size recommendations

As a courtesy to your audience, please keep your file sizes to less than 15 megabytes. Reduce
PowerPoint file sizes by optimizing the file for the web or using a PDF version. Reduce PDF size,
especially for documents with photos, to make them easier to download and view on the web. One
option for doing that is using Adobe Acrobat Pro. Choose File > Save As Other...>Reduced Size PDF.

5.3.3 Document libraries
A document library is used to store documents such as PDF files. Libraries can be organized using
columns and tags. This allows for sorting and filtering. It also helps with search engine optimization.

Many document libraries within our site will include a tagging structure based on columns and tags. If
the document library has a tagging structure (also known as document properties), please follow it.

Do not create folders within document libraries. Use columns and tags to sort your documents.

5.3.3.1 Document library views
When you only want to display some items in a document library on a page or if you want to sort item,
please create a new public view. Do not alter the “all items” view.

5.3.4 Forms and forms libraries

5.3.4.1 Compliance with ADM 07-03 Forms Management policy

If you forms that were not created an maintained by the ODOT Forms Unit or do not have assigned form
numbers, please work with the ODOT Forms Unit to come into compliance with ADM 07-03 Forms
Management.

File naming conventions

When naming a form follow the naming conventions outlined in 5.2 of the ODOT Web Standards.
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For existing forms, keep the exact same file name as currently used on www.odot.state.or.us or

www.oregon.gov/odot. If you change the name it will cause problems for any redirects.

For new forms

1.

o vk wWwnN

8.

Get form number from the Forms Unit. Form numbers may only be assigned by the Forms Unit
as per the ODOT forms policy, ADM 07-03 Forms Management.

No spaces between the words for the file name

Limit number of characters

Maintain link name when updated (to avoid 404/broken links)

Alphanumeric with form number base

A single Capitol Letter following the form number creates a unique form number, used in a
series of a family of similar forms (i.e., 735-1234A thru 735-1234D).

Letter can also determines style of electronic file (e.g., “735-1234fill, 735-1234submit) “fillable,”
or “submittable”)

Use dash with form number (e.g., 734-1234).

No duplicates

Do not upload multiple copies of the same form to the site, only one form is allowed. (Linking to the

master form guarantees when that form is revised, it is revised for all linked locations.)

5.3.4.2 Metadata standards (columns and tagging)
Metadata is descriptive information that describes, explains, and locates information resources.

The Forms libraries in Oregon.gov use columns and tags to help sort and organize forms. When

uploading a form to one of the Forms libraries you must include all of the following:

Form # (7 digits with dash) established by Forms Unit
Revision date
Form title
Subject
Division/Section/Unit
Keywords specific to the form (choose from the drop down list, or enter a new one.
0 Include common misspellings or terms used by customers (e.g., driver’s and drivers)

5.3.4.3 Forms subsite an libraries
Official agency external-use forms developed and maintained by the Forms Unit will be uploaded to the

Forms subsite www.oregon.gov/odot/forms.

The Forms subsite will include the following libraries. It is critical that no folders or sub-sections be

added to the libraries without permission of the Forms Unit or the ODOT web content strategist.

10

e /forms/DMV
e /forms/motcarr/
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e /forms/odot/

If you have a form that you’d like to add to the Forms subsite, please work with your Forms Unit
representative to make that happen.

5.3.4.4 Forms review and retention cycle
Like other parts of a well-curated website, it is important to review our forms regularly. It is expected
that form review will follow the same standards as outlined in 6.2 and 6.3 of ODOT’s web standards.

At a minimum, an annual review of each unit’s forms should occur. When uploading a form, the revision
date needs to be filled out to ensure current information is provided. When a form is revised, the old
form should be removed from the website.

5.3.5 Lists
A list is a collection of information that is shared within a site or subsite. Lists are a useful way to
manage and display data. Do not use folders within a list.

5.3.5.1 Listviews

Our site uses custom list views to filter, sort and display information. When you want to display some
items in a list on a page or if you want to sort items, please create a new public view. Do not alter the
“all items” view.

5.3.6 Be consistent

Review the tags and common categories used in libraries and lists. When adding items to a list or library
use the established metatagging and categorization structure (document or item properties) rather than
creating your own version. Before you add a new item to a list or library, make sure it doesn’t already
exist with a slightly different title.

5.4 Page Specifications

In order to best serve our audiences our site is mobile-first and fully accessible. If you add custom HTML
to a page or if you over-ride styles you will ruin the page’s responsiveness and accessibility. Do not
attempt to customize a page without contacting the web content strategist.

To help with accessibility and mobility, pages don’t automatically open in new windows.

Suggestions for improving pages are always welcome. Please submit your ideas to the web content
strategist and she/he will contact our vendor and see what is possible.

5.4.1 Templates
Use the following V4.X page layouts only:

e Home page
e Standard page with left navigation
e Standard page with left navigation and aside.
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There can be no more than eight Task Box web parts on home pages (landing pages). Limit links in Task
Boxes to seven or less including the header.

Retention dates are required for all pages except home pages.

5.4.2 Menu

The top navigation menu will be consistent site-wide for all divisions except DMV and Motor Carrier.
The web content strategist will manage the top navigation menu for all divisions except DMV and Motor
Carrier. DMV Web Service Center staff will manage top level navigation for that part of the site. The
Motor Carrier lead web editor will manage top level navigation for that part of the site. The web content
strategist is available to help as needed.

The left navigation is modified at the subsite level. Items in the left navigation menu are limited to top
task related items. See left navigation best practices for more information.

5.4.3 Footer

The footer will be consistent site-wide and managed by the web content strategist. The DMV and Motor
Carrier divisions may have a different footer. Because the footer content is stored in the master
cascading style sheets for the agency, the web content strategist will assist divisions with changes.

5.4.4 Tables

Because tables can be problematic for a mobile first site and have accessibility issues, do not use tables
for layout positioning. Only use tables for displaying small amounts of tabular data. Use lists and the
Data Table web part as an alternative.

If creating a table in SharePoint, use the table styles provided for best results. To ensure the table is
accessible to all users, follow the guidelines outlined in the State of Oregon Web Guide, section 3, page
17.

5.4.5 Web parts
Web parts are used to post lists, widgets, videos, image albums, etc. We use the following SharePoint
web parts only:

e DataTable

e Accordion

e Content Editor
e Task Box

5.4.6 Contactinformation

Every page needs to have contact information listed. The right column in the “Standard page with left
navigation and aside” is a good location contact information. A “contact us” link in the left navigation
menu is also a good option.
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5.4.7 Metadata

The Meta Description and Meta Keywords need to be filled out on every page. Search engines use the
Meta Description to display what the page is about in search results. Meta keywords help search
engines find the page. Separate the keywords with commas.

5.4.8 Badges
Promotional badges for ODOT programs or projects may be used at the bottom of the page, just above
the footer.

Badges need to be inserted into a row of three content boxes, each badge in its own content box. Make
sure to enter at least two lines of space between the end of the page content and the badges.

5.5 Privacy

By default, all Oregon.gov pages have a link to the state’s privacy policy in the footer. If you need to
augment that policy with a special statement, please coordinate with the agency’s web content
strategist to get that placed in the correct spot.

6 Review, retention and content lifecycle
All content has a lifecycle — Strategize, plan, create, maintain, audit/evaluate, and repeat.

We keep our website up-to-date.

6.1 Everyone has arole
All employees are responsible for reporting inaccurate or outdated content immediately.

We set agency and divisional review and retention dates based on audience and business need as well
as state record retention guidelines.

6.2 Review
We review our content at least annually or as specified by divisional review standards. We check for
broken links at least monthly.

6.3 Retention

The website is not used as a storage device. Only post or link to “convenience copies” of information
and documents; original documents or records must be maintained elsewhere and retained according to
the appropriate records retention schedule.

Outdated or obsolete material is removed from the site. Any material that needs to be archived for
business or records purposes should be moved to an offline location according to division/section
standards.

*  Until superseded means remove the document when a new version is created. It does not
mean keep the document forever. Remember, the document must be reviewed at least
annually. Obsolete material must be removed from the site immediately.
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*  Until no longer useful means remove it as soon as it is no longer useful for the target

audience. It does not mean keep the document forever. If you are unsure, remove it. If you

need to repost it you can. Remember, the document must be reviewed at least annually.

Obsolete material must be removed from the site immediately.

General web retention guidelinesz

Document Type

Retention Guideline

Administrative rules or statutes

Link to draft rules until rule is formally adopted, then link
to current rule. Link to enrolled copy of bill until it is moved
into chapter law. Link to current ORS once law becomes
part of statutes. Do not post duplicate copies of rules or
statutes.

Approval letters

Until superseded.

Brochure Until no longer useful.

Case Study Until no longer useful.

Checklists Until no longer useful.

Civil Rights reports and Please see Civil Rights’ retention guide.
documents

Conference fliers

Remove when conference is completed.

Design manuals

Please see Highway Division’s retention guide.

Directives Until superseded, incorporated, or deleted.
Fact sheet One year or until no longer useful.
Form Until superseded or no longer useful.

Guidelines (technical)

Until superseded. See Transportation Development
Division’s retention guide or Highway Division’s retention
guide.

Handbooks

Until superseded.

Maps

Until superseded.

Meeting agendas

Remove after meeting is completed.

Meeting agendas, OTC

No longer than one year.

Meeting minutes (including ACTs
and OTC)

No longer than one year.

Meeting handouts (including
ACTs and OTC)

No longer than one year.

Modal plans

Please see Transportation Development Division’s
retention guide.

Newsletters

No longer than one year.

News releases (including radio
news)

No longer than one year.

? Divisions may have division-specific guidelines but they may not be longer that the agency standard without an
exception granted by the Web Governance Board.
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Document Type

Retention Guideline

Org charts

Until superseded.

Policies

Until superseded.

Presentations

Until no longer useful.

Procedure manual

Until superseded or not applicable.

Procedures manual (Civil Rights
programs)

Please see Civil Rights’ retention guide.

Progress reports

Until superseded or project is complete.

Research reports

Until superseded or until no longer useful. Please see
Transportation Development Division’s retention guide for
Research Unit reports.

Reports (Civil Rights programs

Please see Civil Rights’ retention guide.

Reports (general)

Until no longer useful.

Specifications

Please see Highway Division’s retention guide.

Studies

Until no longer useful.

Technical training manuals

Updated annually, until superseded.

Training Manuals (general)

Keep only current copy online. Remove when training no
longer offered.

7 Testing and evaluation

7.1.1 Testing

We conduct biennial usability testing with our audiences. New sections of the site are tested as they are

created. We also conduct ongoing simple customer surveys and gather web feedback. Periodically, we

conduct in-depth customer surveys. The ODOT web content strategist coordinates testing in conjunction

with the agency web team and Web Governance Board.

7.1.2 Evaluation

Site metrics and analytics are reviewed regularly (at least monthly) to measure progress toward

achieving goals and objectives. Web editors are responsible for compiling monthly analytics and quality

assurance reports and sharing them with site owners and others.

We conduct rolling content audits biennially meaning that different sections of the site are audited at

different times of the biennium.

8 Resources and help

8.1.1 Compliance

Division web teams are responsible for following these standards. Compliance will be monitored by the

agency web content strategist and the Web Governance Board as stated in the ODOT Web Governance

Plan and Content Strategy.
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These standards will be reviewed at least annually by the agency web team in conjunction with the Web

Governance Board. Suggestions for additions and changes can be made at any time. Contact the web

content strategist or your Web Governance Board representative.

8.1.2

Exception requests

Exceptions to some of the standards or the Style Guide may be granted by the Web Governance Board if

appropriate. For exceptions to Section 2 General Requirements follow the process outlined in sub-

section 2.4 External website exception process. For all other exception requests please follow this

process —

8.1.3

16

Before requesting an exception, discuss the concept with your immediate supervisor. Talk your
request over with your division’s Web Governance Board representative as well. Then obtain
approval through your division’s chain of command.

Consult with the ODOT web content strategist.

Submit a written request to the Web Governance Board. Please include a description of the
exception you are requesting, the customer or business need behind the request, how you will
maintain compliance with any applicable policies, laws or requirements such as accessibility,
privacy, records and security.

Web Governance Board members will review your request; discuss it among themselves in
person or via email. They may reach out to you with questions. The board will vote and send you
a written response via email.

Resources
oDoT
O ODOT Web Governance Plan and Content Strategy (PDF)
O ODOT Web Writing Style Guide (PDF)
0 ODOT Web Personas (Call 503-986-3253 for a copy)
State
O State Agencies’ Website Guidelines for Usability and Accessibility

Federal
0 Federal Usability Guidelines

O Federal Accessibility Laws

Last Updated April 4, 2018


https://www.oregon.gov/ODOT/Documents/ODOT-Web-Governance-Plan.pdf
https://www.oregon.gov/ODOT/Documents/ODOT-Web-Writing-Style-Guide.pdf
https://www.oregon.gov/docs/state_web_guidelines.pdf
https://www.usability.gov/
https://www.section508.gov/
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