Naming Files and Directories

In general, Macintosh users will have to be more restrictive than usual in naming files and directories. DOS and Windows (pre 95) can be less restrictive. 

Avoid spaces 

Macintosh users like spaces. UNIX machines and URLs do not. Avoid them. In fact, Fetch, a Macintosh file-transfer program, automatically converts spaces to underscores when transfering files to UNIX machines.


Avoid special symbols 

Don't use & # or other odd symbols in your file or directory names. 

Avoid redundancy 

Don't repeat portions of directory names in the names of files and subdirectories. For example, in a directory called purchasing, you might want to create a staff directory. You might call it staff or purchasingstaff. Since you are already in a directory called purchasing, purchasingstaff would be redundant. Notice the resulting URLs. 

Good: http://www.utexas.edu/business/purchasing/staff/ 

Redundant: http://www.utexas.edu/business/purchasing/purchasingstaff/ 


Keep names short and descriptive 

Give your files and subdirectories short but descriptive names. Remember, these names appear in your URL. Also, keeping your names short simplifies your URLs. So, if you have to communicate one or your URLs verbally to someone, they are more likely to get it. For example: 

Good: http://www.utexas.edu/research/ 

Bad: http://www.utexas.edu/Office_VP_Research/ 


Use lowercase characters only 

Unless you have a compelling reason to do otherwise, always use only lowercase characters in file and directory names. Remember, URLs are case sensitive. For example: 

This works: http://www.utexas.edu/learn/ 

This doesn't work: http://www.utexas.edu/Learn/ 
(because L in Learn should be lower case) 


Give file names meaningful extensions 

File name extensions are three or more characters that follow the file name and are separated from the file name by a period. Extensions convey information about the contents of a file and help Web browsers know how to display or serve a document. For example: 

	index.html
graphic.gif
newsletter.pdf
movie.mpeg

	- An HTML file.
- A graphic file in GIF format.
- A newsletter in PDF format.
- A video in MPEG format.



Use these extension conventions for files that you create. Note that translation programs such at RTFtoHTML automatically append a .html to HTML files that it creates. 

Name your primary HTML file index.html 

If the primary file in your home directory is called index.html, you need not specify it in URLs. For example, both of these links work, but the shorter one is more conventional and might be easier for others to remember and for you to type: 

Okay: http://www.utexas.edu/learn/index.html 

Better: http://www.utexas.edu/learn/ 


Create an index.html for every subdirectory you create 

In general, each subdirectory you create should have an index.html file. Exceptions to this rule might be a graphics subdirectory in which you store graphics files and a forms subdirectory in which you store comments forms. 

Organizing Files and Directories 

Macintosh users are used to creating folders. A folder can contain files and other folders. Likewise, PC users create directories, which can contain files and other directories. In both cases, you use folders or directories to organize and categorize your files into logical units. 

On UNIX machines, you use directories to organize files, just as you would on a microcomputer. And as usual, directories can contain files and other and directories, called subdirectories. 

Create an index.html file for every subdirectory you create 

In general, each subdirectory you create should have an index.html file. Exceptions to this rule might be a graphics subdirectory in which you store graphics files that you use on your Web pages and a forms subdirectory in which you store comments forms. 

Organize files into subdirectories 

Create subdirectories to organize your HTML files by topic. For example, you might create several subdirectories, including one each of the following: forms, graphics, newsletters, brochures, etc. 

Plan for growth 

Your Web will never be complete. You will always be updating existing pages and adding new ones. It's important to plan for that growth at the outset. The best way to plan for this growth is to create directories rather than files. For example, suppose you want to serve a departmental newsletter in your Web. It's a short, simple, 1-sheet newsletter. You have a decision to make. Do you create a file, named newsletter.html for this newsletter, or do you create a subdirectory called newsletter for it? Corresponding URLs would be, for example: 

Okay: http://www.utexas.edu/coc/rtf/newsletter.html 

Better: http://www.utexas.edu/coc/rtf/newsletter/ 

Many might think that since the newsletter is a simple 1-pager, it doesn't need its own directory. This is true if you don't plan to keep old copies around, if there are no graphics associated with the newsletter, if you don't plan to put each article in your newsletter in a separate file, and if you are certain that the newsletter will never grow out of a simple newsletter.html file. 

Maintaining a Site

Designing a web site is only the first step. Managing and maintaining the site and planning for growth is what keeps your site fresh and useful. Specifically you should strive to keep your site complete, current and cohesive. 

· Complete - everything important is on the web 

· Current - nothing is out of date, archived information is clearly distinguished from current information 

· Cohesive - new pages follow your web site's style guide 

Tips for staying Complete, Current, Cohesive

Check Links - Use a tool that checks for broken links on your site. WebXM is available that will automatically check all the links on your site and send an email reporting any broken links.

Link and File Management - Fixing broken links on a large site can be tedious and time-consuming. Identifying orphaned files (files that don't have anything linking to them) can be difficult. Manually keeping all pages on your site up to date with your style guide can seem impossible. You can greatly reduce your link and file management workload by doing the following:

1. Use relative URLs rather than absolute URLs. 

2. Make common pieces of your web site modular. Analyze your site looking for common elements across pages like footers, headers and navigation bars. Isolate these common elements into a single location that is referenced by your web pages. Methods for isolating a common element include: 

· Server Side Includes 

· Dreamweaver Templates 

· Dreamweaver Library Items 

3. Use a Site Management Tool, such as Dreamweaver. Dreamweaver gives you the ability to do the following: 

· Check your links site wide or within a page. 

· Change the name of a document and have all links pointing to the document change site wide. 

· Use templates or library items to maintain consistency across pages. 

· Update the template or library item and have it automatically update all pages that use that template or library item. 

· Synchronizing the files on your local and remote sites. 

· Set up Check In/Check Out on files in a collaborative environment. Checking out a file is the equivalent of saying "Hey, I'm working on this file now, don't touch it." 

4. Consider using the refresh option of the meta tag to auto-forward people from the old location of a page to the new location of a page. This is helpful for external web sites that have direct links into your pages. To find out more about the meta tag and how to do a refresh, check out the Web Monkey article on What Can Meta Do For You? 

Regular Review - Hold regular web site review sessions with your content providers monthly or quarterly. Suggestions for your meeting agenda:

· Show & Tell - Review new content that was published since the last meeting. Recognize the people who created the new pages/content and show appreciation for their efforts in keeping the site complete and current. 

· Review - Bring up the major pages of your web site and ask the group - Is everything current on these pages? Is anything missing on these pages? Think outside the box/Think like a customer when you answer these questions. 

· Share - Share new tips, techniques and information that can help your publishers and content providers be even more effective. Give everyone an opportunity to ask questions. 

Web Analytics - tracking and analyzing your visitor logs can reveal useful information. You can tell from your logs what files or pages are most frequently visited and least frequently visited. It is always a good idea to support server log analysis with user tests if you are going to use them to make design decisions. Real people will tell you why something is happening, while a server log may only vaguely imply. 

Conduct Periodic Usability Testing - Ideally, every year or every other year, you should check with your users to see if you are still meeting their needs. Running a quick Focus Group or Usability Test can really help pinpoint opportunities to improve your web site. Don't let the terms "Focus Group" or "Usability Testing" intimidate you. I promise that there is a goldmine of information to be found from watching and listening to your users. For a quick introduction to Usability Testing check out Learn Usability .

