[bookmark: _lcb65cl5xlwk]Office Page Title: 

[bookmark: _pfv2io7mlphx]Contacts
Best Practices: Please select your top 2 contacts for your particular office. If you have more than 2 contacts, there will be an option to add a button to more personnel.
Limit: 2 Contacts
Contact 1
Title: 
Name: 
Phone: 
Fax: 
Email: 
Contact 2
Title: 
Name: 
Phone: 
Fax: 
Email: 

[bookmark: _dr7z6qqw7nx6]What Can I Help You Find?
Best Practices: If you have more than 4 links, consider making a resource page as your 4th link.
Limit: 4 Links
Link 1 Title:
Link 1 URL:
Link 2 Title:
Link 2 URL:
Link 3 Title:
Link 3 URL:
Link 4 Title:
Link 4 URL:

[bookmark: _qmrqx8cn2fgk]Other Sidebar Options
View All Forms Button: Yes/No
View Careers Button: Yes/ No
View Resources/Links: Yes/No
View Personnel: Yes/No

[bookmark: _bg2ts48d7qej]Mondrian Tiles
Best Practices: If you are planning on using the What Can I Help You Find sidebar or the Calendar sidebar option(s), you should not use the Mondrian Tiles. Using sidebar options AND the Mondrian Tiles will result in a cluttered office page. 
Limit: 4-6 Tiles
Images: If you have specific images in mind, please attach the original file to your documents with instructions on which image goes to which tile. 
Tile 1 Title:
Tile 1 Current URL (if any):
Tile 1 Image Suggestion/Information:
Tile 2 Title:
Tile 2 Current URL (if any):
Tile 3 Image Suggestion/Information:
Tile 3 Title:
Tile 3 Current URL (if any):
Tile 3 Image Suggestion/Information:
Tile 4 Title:
Tile 4 Current URL (if any):
Tile 4 Image Suggestion/Information:
Tile 5 Title:
Tile 5 Current URL (if any):
Tile 5 Image Suggestion/Information:
Tile 6 Title:
Tile 6 Current URL (if any):
Tile 6 Image Suggestion/Information:

[bookmark: _p3n7i7ycweum]Circle Buttons
[bookmark: _s8h0gbx843ip]Circle Buttons can be used at any point in the page content. To place it into your page content, please copy and paste Buttons 1-6 where you would like it to go. You may use buttons multiple times on your page, with the limit of 1-6 buttons per use. 
(Example: paragraph of text, 3 buttons, paragraph of text, 4 buttons)
Best Practices: These buttons should serve as other quicklinks for visitors to jump off from. It may be specific programs or most visited sub-pages from your office page.
Limit: 2-6
Button 1 Title:
Button 1 Current URL (if any):
Button 1 Image Suggestion/Information:
Button 2 Title:
Button 2 Current URL (if any):
Button 3 Image Suggestion/Information:
Button 3 Title:
Button 3 Current URL (if any):
Button 3 Image Suggestion/Information:
Button 4 Title:
Button 4 Current URL (if any):
Button 4 Image Suggestion/Information:
Button 5 Title:
Button 5 Current URL (if any):
Button 5 Image Suggestion/Information:
Button 6 Title:
Button 6 Current URL (if any):
Button 6 Image Suggestion/Information:

[bookmark: _3hsh4e6cfcg]Page Content
Best Practices: The first paragraph on your office page should contain information about your office. The rest of the page’s content is up to you. Remember, circle buttons can be used throughout your page content. 
Limit: None
