Portal UI Naming and Message Guidelines
This document provides conventions, such as style and grammar, for UI element labels and messages that are displayed to:

· Portal end-users 

· Technical internal and external users, such as UX, UI Engineering, Operations, and Documentation 
This document is intended to be used by the UX, UI Engineering, and Documentation teams to ensure that UI labels and messages are consistent, clear, and helpful. This reduces the time and support needed by users to learn or integrate Portal products. Currently, the UX team defines UI labels in the wireframes and prototypes. They also include some messages. Other messages are defined by the UI engineering team.
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Naming UI Elements

Field Labels
· It is important to provide consistent UI labels that are concise and explanatory.
· Use initial caps for field labels. In other words, capitalize the first letter of important words, usually nouns, verbs, adjectives, and adverbs. For example:
Course Name

Email Address
· In general, avoid long field names. However, if it is unavoidable, use lead or sentence caps. In other words, capitalize only the first letter of the first word (aside from proper names like Pearson). For example:
User must change password on first sign in
· Avoid using symbols such as a slash (/) or ampersand (&). 
· Avoid abbreviations and acronyms.

· Make sure date labels include the word date. For example:

Start Date
Date Added
Buttons
· Make sure the button label accurately represents its function. For example, use Send instead of Email.
· Make sure button labels are concise. It is acceptable to omit articles (a, an, the). For example:

Create Profile
· Try to include only one action in button labels. For example, use Save instead of Save and Close.

· Avoid using symbols such as a slash (/) or ampersand (&).
· Avoid abbreviations and acronyms.

Links

· Avoid Click here links. Link text should reflect the action or information behind the link. For example, the Advanced Search link displays the Advanced Search page or a help topic on the Advanced Search feature.
· If a link is a complete sentence, use lead or sentence caps. In other words, capitalize only the first letter of the first word (aside from proper names like Pearson). For example:

Open all topics
· If the link is not a complete sentence, use initial caps. In other words, capitalize the first letter of important words, usually nouns, verbs, adjectives, and adverbs (but sometimes prepositions as in Save As). For example:

Advanced Search

Create New

· Avoid abbreviations and acronyms.

Help Text

Help text is the gray text that appears directly on the page inside a text box or as explanatory text for a field.
· Use help text sparingly and make sure it is clear and concise.
· Verbs are active, present tense. For example:

Separate multiple email addresses with commas.

not:

Multiple email addresses should be separated with commas.

· Avoid including please. For example, use:
Separate multiple email addresses with commas.

not:

Please separate multiple email addresses with commas.

· Use proper punctuation, such as including periods at the end of sentences.

Pages

· Verbs are active, present tense. For example:

Make a Contribution
Join the Directory
· Make sure you include the article (such as a/an or the in the name). For example:

 
Make a Contribution and not Make Contribution.
Join the Directory and not Join Directory

· Avoid including redundant words. For example, in Create a New User Account, new is implied by create and should be omitted.

· Pay attention to the use of plurals. For example, use Create a Profile and not Create Profiles if only one profile is created at a time.
Message Guidelines

Messages provide feedback to the user after taking an action in the UI, such as creating or changing a document. They indicate the status of processing, problems with the information the user entered (such as required fields without values), or areas where the information entered conflicts with information stored elsewhere in SMS. Many of these problem validations and messages can be configured by the partner application.
Message Types
Different types of messages include:

· Error messages seen by users: These errors must be resolved before the user can submit the page. For example, the user did not enter information in a required field or entered information with an invalid format, such as a date.
· Informational messages seen by users: No problem exists, and the message indicates the current state of the page (such as validated), confirms or indicates the results of a particular action, recommends the next step, or provides other information. For example, after a user submits a page successfully, a message appears indicating that the submission was successful. A page with information messages (and no errors) can be successfully submitted.
· System messages seen by developers and system integrators.
Process for Writing Messages
A suggested process for writing messages follows:
1. When designing wireframes and prototypes, determine the applicable UI element, such as Name or Date.

2. Determine the type of UI element, such as text box or list.

3. Determine the nature of the message, such as whether it is for missing information in a required field.

4. Use the guidelines that follow when writing new and revising existing message text. If you need help writing messages, contact the Portal technical writer. 

5. When you complete a draft of the messages, have the Portal technical writer review the messages.

6. Incorporate the technical writer’s feedback in the prototype or code.
Sample Messages
When writing or changing messages, use the standards and recommendations in the following sections.

This is a sample error message with a structure of [Problem] [Solution]:

The First Name is missing. Enter the First Name.
This is a sample information message:

The passcode was reset successfully.
General Message Guidelines
Use these general standards for writing messages:

· Be concise but specific. Avoid making messages longer than two or three lines.
· Avoid abbreviations and acronyms.
· Always use terminology that all users understand. Avoid displaying technical jargon and unnecessary or vague descriptions of system processing to users. For example, use:
This website is temporarily unavailable. Come back later or contact technical support.

not:

Unspecified system error: module xyz
· Capitalize the first letter of the first word in the message, and do not capitalize any other words in the sentence except field names (as displayed on the UI) or proper names (like Pearson).
· End all messages with appropriate punctuation such as a period or question mark. Do not use exclamation points!
· Use terminology accepted by Pearson and the Portal team. If you are not sure what the proper terminology is, ask others on the team.
· Describe the problem and provide a solution. For example:
The First Name is missing. Enter the First Name.

not just:

The First Name is missing.

· Describe only one problem in the message. For example, provide two separate messages for a missing First Name and Last Name.

· Verbs are active, present tense. For example:

Enter the Description.

not:

A Description should be entered.

· Avoid including please. It gets redundant, takes up space, and is unnecessary. For example, use:
Enter the Description.

not:

Please enter the Description.

· Avoid assigning blame. For example, use:
The Description is missing.

not:

You forgot to enter the Description.

Referring to UI Elements

Use these standards for instructing the user to take actions on specific UI elements, such as text boxes or check boxes:

· Tell the user to enter (not type) information. For example:
Enter the Subject.

· Tell the user to select list items, menu commands, check boxes, option buttons, and text. For example:

Select a Chapter.
· Tell the user to click (not click on) a link or tab. For example:

Click the New Edition Available link.

Click the Favorites tab.

not:

Click on the Favorites tab.

Required Fields or Sections

For required fields, tell the user to enter information. For example:

The Subject is missing. Enter the Subject.

Duplicate Information

If duplicate information exists, inform the user and describe options for what to do next. If possible, tell the user specifically which fields contain duplicate information. For example:

That Username already exists. Enter a unique Username.

Invalid Information

Do not tell the user information is invalid without providing detail, even in information messages. If possible, tell them exactly what is wrong with the information and how to resolve the problem. For example:

The email address is incorrect. Enter a valid email address.

Appendix

A Basic Design for UI Text

The following are some facts regarding UI text and its placement on the UI surfaces:

· During focused reading, users read in a left-to-right, top-to-bottom order.

· When using software, users are immersed in their work, not on the UI itself. Consequently, users don't read UI text—they scan it.

· When scanning a window, users may appear to be reading text when they are actually filtering it. Users truly comprehend the UI text only when they perceive the need to.

· Within a window, different UI elements receive different levels of attention. Users tend to read control labels first, especially those that appear relevant to the task at hand. By contrast, users tend to read static text only when they think they need to.
A Short UI Text Checklist

Here are a few high-level guidelines to keep in mind when writing UI text. 

· Use clear terminology. 

· Avoid technical jargon and colloquialisms. 

· Use as few words as possible without losing the meaning. 

· Use one term consistently for all concepts that have the same meaning. 

· Write active sentences. 

· When writing instructional text, present the result before the required action. For example, "To deploy the test to your test bank, click Add Test." 

· Allow for at least 30 percent text expansion for localization. 

· Ask a Portal technical writer to review all UI text. 
Portal UI Naming Guidelines
              1
5/11/2009

