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Faculty Web Pages

All USC Lancaster full-time and adjunct faculty are strongly encour aged to have
afaculty web page on the USCL web site. If the faculty member chooses to
maintain a professional web site on a private, off-campus server, it should be
linked from the USCL web site where other faculty pages are listed.

STYLE

Faculty pages are not required to adhere to the USC Web Style, as demonstrated
on the USCL homepage and departmental pages. Faculty members who have the
capability to create their own page(s) in HTML format are welcomed to do so.

Faculty may view atemplate for use in the development of their professional web
pages at http://usclancaster.sc.edu/faculty/template.ntml. Thisfile can be saved as
an HTML document and edited using Microsoft Word. Thisisonly a suggested
format. Faculty are freeto use their own style and add other information that they
deem appropriate. To see examples of existing faculty Web pages, go to
http://usclancaster.sc.edu/faculty.

Faculty members who are not familiar with Web authoring and would prefer that
the Web master create a Web page for them should submit the information listed
on the attached page to Lori Harris at LBHarris@sc.edu in an email.

FILE FORMAT
Homepages should be in HTML format.

Other information (such as syllabi, advisement information, scholarship, CV,
credentials, or classroom supplementary material) that the faculty member wants
tolink to can bein either HTML (.htm) format, Adobe Acrobat (.pdf) format, or
Microsoft Word (.doc) format. The Web master will upload these auxiliary filesin
whatever format they are sent; at the Web master’ s discretion, they may also be
converted to HTML or PDF, if it is deemed preferable. Faculty members who
have aformat preference should notify the Web master. Note that extensive
conversion by the Web master could require extralead time.

For more information on file formats, see ABOUT FILE FORMATS in this
handouit.
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UPLOADING

The USCL Web master has sole rights for uploading content to the USCL Web site. Therefore,
all Web pages to be housed on the USCL server must be forwarded to the Web master for
uploading. Send electronic files to be uploaded to the USCL Web site to Lori Harris, viaan
email attachment, at LBHarris@sc.edu. The Web master will create the appropriate links on the
faculty listings to access your page(s). The Web master reserves the right to edit pages when

appropriate.

Lead Tine Required

The begi nni ng of each senester is a very busy tine for submi ssions of new
informati on for the USCL Wb site. Delays are |likely during that busy tine;
action on requests to upload web information is likely to be nmuch nore
pronpt the earlier the information is submtted prior to the start of new
cl asses.

Odinarily, please allow *at |east 48 hours* between the subni ssion of

simpl e, ready-to-upl oad HTM., Adobe PDF, or WORD (not to be converted) files
to the Web naster and the time when you require that they be avail able on

t he web.

For web pages that the Wb master nust create, re-format, or convert to HTM
or Adobe PDF format for upload to the web site, please allow *at | east one
week* between the subnission of raw web page information to the Web naster
and the time when you require that it be available on the web.

The Web nmaster does accommobdate requests for inmedi ate changes to the USCL
Web site deened critical to USCL's mi ssion or reputation.

USING BLACKBOARD TO SUPPLEMENT FACULTY WEB PAGES

All USC Lancaster faculty and students have access to the Blackboard instructional system
located at http://blackboard.sc.edu/ and linked from most USCL Web pages. Blackboard alows
“faculty to easily create a course Web site for class communications, posting assignments,
posting readings, linking to complementary Web sites, administering exams, and much more, al
with little or no knowledge of Web site design or HTML”
(http://www.uts.sc.edu/ars/handouts/bb.shtml )

It is acceptable and may be advantageous for faculty who strongly desire to control the
availability of their own online course information to use Blackboard as the primary point of
access for course materials such as syllabi and supplementary classroom material, instead of the
USCL Web site. In that case, faculty should have an obvious link to the Blackboard site on their
USCL Web site faculty page with information about what course materials will be found there.

Faculty with questions about using Blackboard at USC Lancaster should contact Blackboard
Support, 777-6015 (https://uts.sc.edu/ars) or email bbsupport@mailbox.sc.edu.
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SUGGESTED CONTENT FOR FACULTY WEB PAGES

Faculty may view atemplate for use in the development of their professional Web pages at
http://usclancaster.sc.edu/faculty/template.html. This template incorporates some of the
following information:

Digital photograph of faculty member
(contact Shana Dry at 313-7008 or Drysf @mailbox.sc.edu to have your photograph made)

| dentification: Name, degree, Title (or rank), Department

Contact info: Office location, phone, e-mail address, fax, home phone (optional)
Background: Education and/or employment credentials

Office hours: (UPDATE THESE EVERY SEMESTER)

Link to USCL General Education Goals at http://usclancaster.sc.edu/acadstu/GEG.htm

Courses Taught:
Department & Number for each course taught (e.g., ENGL 101)
Name of each course (e.g., Introduction to Composition)
Links from each of these to current syllabi online or to Blackboard where course
materials may be located
Course descriptions

Any publications/resear ch done or ongoing
University, Campus, and Public service activities
Advisement and curriculum information for your discipline or for your advisees

Linksto library electronic resources; sites related to your discipline or program; other pertinent
pages within the USCL or the USC Web sites.

Anything elsethat isimportant for studentsto know about you or your program.

KEEP YOUR WEB PAGE CURRENT!

At the beginning of each senester, faculty nmenbers should
send a schedul e of current office hours to the Wb naster.
The Web nmaster wel comes updates to web pages at any tine
t hr oughout the year.
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FILE FORMATSFOR SUPPLEMENTARY MATERIAL

The USCL Web master recommends these file formats, in descending order of preference:

Fil e For nat

Advant ages

Di sadvant ages

HTM.

(.htm
et al.)

.htm,

easily vi ewabl e by nost
ever yone;

no need for additiona
sof tware ot her than

br owser .

not everyone is famliar with
creating HTM. docunents or has the
appropriate software

appear ance/ | ayout of page, even the
font, can vary depending on the

vi ewer’ s workstation specifications;
printing format may be
unpr edi ct abl e.

Adobe Acr obat
(. pdf)

appear ance/ | ayout of
page is preserved

Adobe Acrobat Reader is
a free software

downl oad; printer-
friendly.

must have Adobe Acrobat downl oaded
and installed on workstation to
convert docunents to . pdf;

have to wait, briefly, for Adobe to
open the page; docunent has to be
created in anot her product (such as
Word, etc.) and then converted to
Adobe Acrobat format (either by the
Wb nmaster or soneone el se who has
the fully-1icensed Adobe Acrobat
package) before being upl oaded to

t he Web;

slightly nore difficult to nake

m nor editorial changes, if needed,
after conversi on.
Ri ch Text can be opened by nmany
For mat di fferent prograns and
(.rtf) operati ng systens;
preserves many
formatting features
wi t hout requiring
specific software
M crosof t avai | abl e on all USCL the built-in “save as Wb page”
Wr d conmputers on canpus, to |feature creates unnecessarily
(.doc) create docunments and conpl i cated code and sonetines extra

vi ew t hem

al ready used by faculty
for many written
docunents; if it is
desirable to convert it
to HTM. format, can use
“cut and paste” nethod
to nove content to an
HTM. page, although

wi th some code cl eanup
af t erwar d.

files, requiring an extra step of
code cl ean-up by the Web naster;
appear ance/ | ayout of page, even the
font, can vary dependi ng on the

vi ewer’ s workstation specifications;
soneti nes, grammar and spelling

mar kup appears onscreen, which can
be undesirabl e;

if the reader has an earlier version
of Word, document may fail to open.

The Web master discourages the use of the following:
FrontPage, Microsoft Publisher, conversion of MS Word documents to HTML using the
built-in “save as Web page” optionin MS Word.
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ABOUT THE USCL WEB SITE

The Web site addressis | Nittp: /fusclancaster sc.edu |
Notice thereis no “www” anywhere in the URL, a common misconception.

To refer others to the USCL homepage, you may also use Ié;i- bt /fusclancaster s edu/indes himl

but the “/index.html” is actually unnecessary--and
unnecessarily lengthy.

The common format for a faculty member’s homepage on the USCL Web siteis

2 http: ffusclancaster.sc.edu/faculty/[faculty member's last name]

as in http://usclancaster.sc.edu/faculty/harris.

ABOUT THE WEB SERVER

The USCL Web siteis maintained on a Web server belonging to the University of South
Carolina System Affairs and Extended University officein Columbia, SC. It isphysically
housed at 1600 Hampton Street at USC Columbia.

Knowing that may help one understand that the operational status of the USCL Web siteis not
necessarily tied to the operational status of the USCL local network. For example, our local
network could be down but the USCL Web site may be fully operational for others accessing it
from off-campus; similarly, the USCL Web site may go down because of technical issueswith
the server sitein Columbia, while the USCL network may be fully operational.

ABOUT THE USCL WEB MASTER

Your USCL Web master is Lori Harris. | have built and maintained the Web site since
November, 2000. My web master duties are a separate administrative responsibility, reporting to
the USCL Dean, while coordinating with all offices, faculty, and staff.

My full-time and primary job is as afaculty librarian at Medford Library. The maintenance of
the web siteisnot alibrary function. Similarly, while receiving technical support from Blake
Faulkenberry in USCL’s IT Department, the web site is not maintained through local IT.
Therefore, in the case of my absence, other Medford Library staff and the USCL IT Department
are not equipped to handle requests about web site changes or maintenance. In that case, contact
me, Lori Harris, at LBHarris@sc.edu (I do try to check e-mail regularly while off-campus). In
an emergency, contact Randy Rollings, Assistant Director of Information Technology for System
Affairs and Extended University, at randyr@mailbox.sc.edu or at (803) 777-5444.

The Web master has responsibility for the content and functionality of the USCL web site and
therefore reserves theright to edit pages when appropriate.
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