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1. Text and Font 

The default font (Arial) should never be changed. The default font color (off-

black) should never be changed. Font size should only be modified for titles within the 

body text of your page. For example, please look at the Drupal 7 User Guide page: 

http://ots.columbian.gwu.edu/drupal-7-user-guides 

You will notice that the words Documentation and Graphics are larger than the rest 

of the text on the page. This is because they serve as titles within the page. This effect 

can be achieved in two steps: 

1. Set the text to be Header 3 <h3> 

2. Set the text to bold 

There are three title formatting options that are frequently used. The first is what 

was described before, Header 3 <h3> Bold. The second is Header 3 <h3> without bold, and 

the third is Header 4 <h4>. In HTML, the smaller the number of the header, the larger the 

text will be. As such, Header 4 <h4> will result in a smaller font size than Header 3 <h3>. 

Add a Horizontal Rule <hr> to separate content on your page, as shown in the link above. 

The font face used for course listings is different from the default. Please refer to 

the documentation on the topic for more information. 

 

  

http://ots.columbian.gwu.edu/drupal-7-user-guides


2. Images 

 Images are perhaps the most likely aspect of 

web development to be done incorrectly. For these 

examples, the image that is proper for web is shown to 

the right. All images in the examples below are bad 

images that cannot be used for web: 

1. Content. 

Is this image appropriate for the website? Your image shouldn’t be too dark or 

too bright. The image should be readable and clear. 

  

2. Quality. 

Is the image blurry, pixelated, skewed, or stretched? This is a very common 

problem with images. When you resize an image, make sure to keep its 

dimensions proportional, otherwise you will end up with skewered images. 

  

  



3. File size. 

Does the image take too long to load? This is usually because of the file type 

chosen. Bitmap format should be avoided at all costs. PNG format is decent, but 

for images it tends to result in a large file size. JPG is preferable, but there is a 

caveat: JPG format will lower quality of the image. Make sure to use JPG-10 or 

above when exporting your images in order to avoid this. 

4. Resolution. 

Is the image too big or too small? Does the image have the proper dpi for web? 

There is a separate document available on sizing for Drupal 7. Please refer to that 

document when you resize your images for web. 

5. Alt text. 

Does the image comply with the Section 508 Amendment to the Rehabilitation 

Act of 1973? This is important because it allows your content to be accessible by 

those with eyesight disabilities. For most fields on Drupal 7, alt text will be 

required in order to save the content. However, images added to the main body 

will not force you to add alt text. Despite this, you should add alt text to properly 

describe your images. In addition, alt text helps web crawlers like Google 

properly index and categorize the content of your page. 

 

  



3. Links 

 All links internal to your site should open in the same tab you are browsing on. 

All links to external sites, or to PDF/Word documents hosted on your site, should be set 

to open in a different tab/browser. The target should be set to _blank in order to ensure 

this. For example, consider the following situations: 

• The History Department homepage links to their undergraduate studies page. 

This link should open in the same tab. 

• The History Department links to a page on the American Studies department. 

This link should open in a new tab. 

• The History Department links to a general GW page on graduation. 

This link should open in a new tab. 

• The History Department links to a PDF course schedule on their site. 

This link should open in a new tab. 

• The History Department links to a Smithsonian webpage. 

This link should open in a new tab. 

In addition to this, the university has guidelines on how to format linked text. It is 

common to see a full URL serve as a link, or a “click here” text used as a link, but these 

are recommended against. Rework your sentences and language to work with this 

standard. Examples below: 

• Bad 

For our syllabus, go to: http://columbian.gwu.edu/ 

• Bad 

For our syllabus, click here. 

• Good 

Access our Spring 2014 syllabus. 

http://columbian.gwu.edu/
http://columbian.gwu.edu/
http://columbian.gwu.edu/


4. Menu 

 The menu should contain nearly every public page of your website. All menu 

items whose parent item is Primary Navigation should be set as expanded if you have a 

horizontal menu. This is to ensure that hovering over your menu will display that menu 

item’s children. 

All menu items should be internal links to your site. If you want to link to an 

external site, you must have an internal landing page that links to that content. This is to 

ensure menu consistency—linking to external pages outside of your control can be 

problematic if those pages ever go down. While there is a general risk of that happening 

with links, the risk becomes greater if the link is in the menu. Do not ever link to 

external pages. To emphasize: 

• Good 

The History Department has a menu link to their Faculty page. 

• Bad 

The History Department has a menu link to the American Studies page. 

• Good 

The History Department has a menu link to an internal page that links to the 

American Studies page. 

• Bad 

The History Department has a menu link to a Smithsonian website. 


