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Introduction

The purpose of this document is to establish a set of standards for new application development and for major re-writes or modifications of existing applications. By establishing a set of standards for the graphical user interface (GUI), users will be able to quickly adapt to new applications using the same standards, which will result in a shorter training process for those applications. This is designed to be a living document that has an established change control process.

1.0 Interface Components
This section deals with the presentation of the interface and provides a pleasing visual experience for the user.  This section describes the basic visual organization and indicates whether a component is required or optional.  In addition, this section describes the purpose of each component.
1.1 Component Layout
The following displays the standard layout.
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1.1.1 Enterprise Branding and Navigation
Purpose: To increase awareness and user confidence in official Commonwealth of Kentucky Government Websites.

Required: Yes

Placement: This component must be placed at the very top of the visible page. Nothing is to be above it and nothing to either side.

Styled: No variation to the default styling is allowed.

Options: Links in this component on an application’s homepage, as described in the template, are required.  Interior pages do not require any links in this component (Kentucky.gov logo is required).
1.1.2 Application Branding (Banner)
Purpose: To allow a space for branding, imagery and to identify the site or page.

Required: Yes (See options for details)
Placement: This component must be placed just below the Enterprise Branding and Navigation Component. No other component can be to either side.

Styled: By default, this component must be no less than 40 pixels high. It must contain the entity identification (i.e. the cabinet name, application name, etc…). The full application identification must be included in the alt attribute of the image.  As a minimum, interior pages are only required to have the application name.
Options: This area allows for optional, appropriate imagery of the entity's choosing with a set font, font size and location for cabinet identification and application name.  A banner is required for the homepage of all applications.  For interior pages of an application, only the name is required (see the GUI Intranet Site for details).
1.1.3 Site Navigation
Purpose: To provide a consistent location and style for entities to place application wide navigation links and a link to application help.

Required: No (see style for details).

Placement: This component must be placed just below the Entity Branding Component with the help link aligned right. No other component can be to either side.

Styled: While it is not required to have navigation links in the component, it is required to have a link to application help.  This link must be the first link and flush left. If an entity has links other than help, the links must be visibly separated by the pipe “|” character with a single space on either side of the separating character.
Options: An entity can have no more links than can fit on two lines at the default font size.  This area can also be used to function as “tabs” (see the GUI Intranet Site for details).
1.1.4 Breadcrumb
Purpose: To supplement the other navigation components, the breadcrumb provides hints to a user’s navigation path and the potential to easily jump to a previous step in an application.  The path might not be an explicit step by step progression through the site but a progression through logical steps of the current process.

Required: Yes (see style for details).

Placement: This component must be placed just below the Site Navigation Component. No other component can be to either side.

Styled: While it is not required to have navigation links in the component, it is required to have the component, as a visual element, and be 17 pixels high. If an entity does have links in this component, the links must be visibly separated by the greater than “>” character with a single space on either side of the separating character.
Options: An entity can have no more links than can fit on two lines at the default font size.
1.1.5 Content Area
The Content Area of the page consists of three components: Content Navigation, Main Content, and Relative Content. It comes just below the Breadcrumb Navigation Component.
1.1.5.1 Content Navigation
Purpose: To provide persistent navigation in a consistent location and style.

Required: Yes, see style for details.

Placement: This component appears on the left side of the Content Area Component.  No other component can be on the top or to the left of this component.

Styled: This component will be used on the homepage.  For interior pages where the maximum amount is horizontal space is required, this component is optional.  If this component is not present, then some form of navigation must be provided in the Secondary Navigation or Main Content Component.  Top level links in this area should be below 10 but no more than 15.
Options: Navigation structure is determined by the application developer.
1.1.5.2 Main Content
Purpose: To provide space for application developers to place content.

Required: Yes.

Placement: This component is placed to the right of the Content Navigation Component. No part of this component can appear underneath the Content Navigation Component.

Style: Determined by style sheet and element used.

Options: An entity can have whatever content is necessary in this area.
1.1.5.3 Relative Content
Purpose: Provides a space to emphasize or draw attention to relative content.

Required: No.

Placement: If present, this component floats right, inside the Main Content Component.
Styled: This component is 150 pixels wide and should float adjacent to the content that it is relative to, if applicable.
Options: An entity can have whatever content is necessary in this area.
1.1.6 Application Footer
Purpose: To create a location for necessary but seldom-used application specific information and links, for example: feedback, content information, system support etc...

Required: Yes.

Placement: This component must be placed directly beneath the Content Navigation Component, Main Content Component and Relative Content Component of the Content Area Component.  No other component can be to either side of this component.

Styled: Must contain a help, feedback and system support link.  Links must be visibly separated by the pipe “|” character with a single space on either side of the separating character.

Options: An entity can have no more links than can fit on two lines at the default text size.
1.1.7 Enterprise Footer
Purpose: To create a location for necessary but seldom-used enterprise specific information and links.

Required: Yes.

Placement: This component must be placed directly beneath the Application Footer Component. No other component can be to either side of this component.

Styled: Must contain the following links: Privacy, Disclaimer, Individuals with Disabilities and a Copyright link statement. The links will default to the Enterprise statements on these topics. Links must be visibly separated by the pipe “|” character with a single space on either side of the separating character.

Options: None
2.0 Content

In conjunction with the component layout (Section 1.1 above), observe the following rules.  These rules apply to all web-based interface applications.  The target resolution for any Web-based application is 800x600.
All content will be controlled via cascading style sheets except where absolutely necessary.  If inline styles are deemed necessary or if provided style sheets do not meet a specific situation, then the GUI Standards representative for the agency will be contacted.  This will result in an exception, integration into the standard or a suggested alternative method.  Furthermore, local style sheets are not permitted.
All CHFS Web sites shall go before the OIT Web Team and the Office of Public Affairs (OPA) prior to initial and any subsequent publication.  The Web Team shall assess pages for compliance with GUI and ADA standards.  OPA will edit any textual content to ensure proper use as well as adherence to style where applicable.

2.1 Forms
2.1.1 Buttons

· Button placement should be appropriate for the content. For example: the ’Search’ and ‘Calendar’ buttons should appear next to the field for which the search is performed. In some cases, it may be appropriate to group certain buttons together to form a toolbar.

· The most intuitive action should be the default action (i.e. that which is activated when users press the Enter key).

· If the page contains multiple sections, it is permissible to have a button group for each section of the page.

· If using graphics on buttons, a text description must be provided.  The graphic cannot be text as image (i.e. it must be an icon).
· Default styling of buttons, defined in the style sheet, shall be used for all buttons.  All graphic buttons will compliment this styling.  Defer to graphic artist for compliance with this requirement.
· When ever possible, buttons with destructive actions such as Delete, Exit (without save) and Cancel, should provide a confirmation warning with an opportunity to abort the action. 

· Buttons should employ ‘tool tips’ which provide a more complete explanation of the processing performed when the button is clicked.

2.1.2 Error Messages (Method of displaying)

· Processing or HTTP errors will be presented using the standard page format with appropriate user-oriented language (See the GUI Intranet page for details).

· Use standard published set of error numbers for reference. Refer a unique incidence ID corresponding to the log entry and display this to the user.  All other details will be logged but not shown to user.

2.1.3 Field Layout
· Any screen must be viewable at 800 X 600 resolution with no horizontal scrolling (exceptions include but are not limited to data tables and maps, see section 2.5 for details).  Furthermore, all screens must allow for the text to be increased to 200%.  When a user increases the size of the text, the readability and usability shall not be degraded.  In addition, increases in text size will not force the user to scroll horizontally.
· Where possible, all labels will use the “for” attribute indicating the item that is corresponds to.
· Related fields should be grouped together using the <fieldset> HTML tag.
· A group of fields should be labeled with a meaningful group name using the <legend> HTML tag.

2.1.4 Required Fields and Validation

· Fields that are required must be indicated with an asterisk.  A statement informing the user of the indicator is required to appear before required fields are indicated (i.e. “*” indicates required fields).  The asterisk must appear before the label of the required field.
· After validation, required fields that were missing information must have an inline statement indicating the error.  The statement must appear before the label and use the correct styling. In addition, a list of each item that is missing or incorrect shall be displayed at the top of the Main Content Section in the order that they appear on the page.  Each of the items will be a link that will take the user to the error statement for correction.
2.2 Images
Images will not be used to represent text.  Further considerations for images will be deferred to a graphic artist.

2.3 Page Elements

Coding details for Page Elements can be found on the GUI Intranet Site.  These elements are common across all applications and include but are not limited to the section container, button container, relative content and content section.
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Colors

Color for all page elements are specified in the style sheet and come from the CHFS Web Palette.

2.3.2 Fonts

All font properties are specified in the style sheet.

2.3.3 Tables and Data Grids

Tables will only be used for data grids and form layout.  Data grids should not specify widths or heights and will use the alternating background colors designated in the style sheet (See GUI Intranet Site for details).

2.3.4 Content Section Header
This element creates a header for a section of content.  It is intended to assist in defining a section’s content.  The use of this element is optional except when two or more content sections are used on a single page.
2.3.5 Content Section

To visually separate and organize content, a minimum of one content section will be used.  If two or more sections are used then a section header should be used.

2.3.6 Content Sub Section
The sub section element can be used to further delineate content.  This element is optional.
2.3.7 Relative Content

Relative content is an area that floats right in the Main Content Section.  This optional element should be placed near the content that it is relative to.  Application updates, system news or similar information could be placed in this element.

2.4 Page Title

The title tag must be prefaced by Kentucky.  See example below:

<title>Kentucky: Cabinet for Health and Family Services, Application Name</title>

2.5 Scrolling

· Horizontal scrolling will not be used. Exceptions to this rule are reports and query results where the width and number of columns is necessary for readability and usability.

· Vertical scrolling is allowed as long as the screen contains less than three printed pages of content at the default font size under normal page conditions (i.e. with all optional or  content hidden).  Exceptions to this rule shall be decided by the GUI Standards Committee.
2.6 Search Result Pages

· Use of Data Grid or Data List to display search results is left to the discretion of the developer, within the given standards below.
· Data Grids will allow the user to sort or edit in place. 
· Data List will be used when a large number of records are being returned.

· Display number of records found on search results.

· Utilize pagination for navigation of large result sets, making sure to notify user of total number of pages in search results.  Navigation of the paged results will allow for next page, previous page and the option to jump to ten consecutive pages while displaying the current page as bold and keeping it in the middle of the available pages when total number of pages exceeds ten.  If the total number of pages is ten or less, then a link to every page will be displayed with next and previous page options.
3.0 GUI Standards Website

The GUI Standards Website can be found on the Intranet at this address:

http://chfsnet.ky.gov/gui.htm
The GUI Standards Website has explainers, descriptions of page elements and the default template.  The site also has example pages as well as links to applications that are using the standard.  Finally, there are links to organizations that were used or used as references during the creation of the standards and template.
4.0 Administrative Process

4.1 Change, Revision and Version Management of this Document and Standard Template Files
The GUI Standards Committee is comprised of members, selected by supervision, from each agency that develops web-based applications. This document and template files (the standard) will be reviewed by the committee as issues are encountered or suggestions are submitted. All comments regarding the standard shall be routed through each agency's representative(s).  The representative(s) of the agency making the suggestion will complete a technical review of the proposed request or change. The review will be presented to the committee for approval.  After reaching a decision, the committee will grant an exception, incorporate reviewed changes into the standard or suggest an alternate method to address a situation or need.  If the standard template files are changed, then these files will be uploaded to the common location.  Owners of large, mission critical applications will have the option to cache the template files.  They will have up to 15 business days for testing after the release of a new version.  If no problems are identified by the 15th day, the latest template files will be adopted.
4.2 Training, Education and Dissemination of this Document

This document will be disseminated and referenced for education and training as a part of all major rewrites or new web application development.  This applies to work done internally or by vendors. This document will be used as the standard for addressing look, feel, and behavior of all newly created web application interfaces within CHFS. The document will be distributed via the Intranet.
Review Cycle: As needed
Timeline

Revision Date:  7-11-07
Review Date: As needed
Effective Date:  12-05
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