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How to Conduct a Content Audit

How to Conduct a Content Audit
Complete the steps below to create your site inventory and audit template.

	Begin by making a copy of the YaleSites Content Audit Template. 


	Click on File>Make a Copy
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	Rename file and select an appropriate location for the file.
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	Sign into Siteimprove using your Yale NetID, and authenticate your session. 


	If you have access to multiple sites, select the site you intend to audit from the dropdown menu at the top of the screen.
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	Click on “Quality Assurance” from the left sidebar menu. Then, on the expanded Quality Assurance menu, expand “Inventory” and click on “Pages”. 
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	From the Pages view, click on the Export button located at the top right of your screen. This will expand a short section below. Under the Download Excel file (.csv) heading, ensure “Main (Table) is selected and click on the “All Rows” button.
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	Locate the file on your computer and open it in Excel or a similar program that supports .csv files. Copy and paste all of the data beginning with the 5th row (columns A-J). 
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	Go to your copied Audit Template and navigate to the “Audit/Inventory” tab (this will be indicated at the bottom of the sheet). Click into cell B4 that says “Copy and paste Inventory export data here beginning with row 5” and paste your data.  
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Your site inventory data has now been transferred to your Audit template! Now that you have an exhaustive list of each page of your current site, you can begin your page-by-page assessment. For the best results, we recommend completing rows L-Y to the best of your ability.
There are three main sections:
Identify Page Details
The purpose of this section is to establish the structural components of the page as well as to identify the page owner (if it is different from you) and primary audience. You’ll be better equipped to complete the following sections having pinned down these details. 
Imagery Assessment
This section is designed to help you take stock of images currently being used and identify appropriateness and opportunities for improvement. Consult the Imagery Checklist tab for more guidance. 
Copy Assessment
Last, but certainly not least is the Copy Assessment. We’ve created this section to help you evaluate the quality of your page content using four criteria: Usefulness, Clarity, Readability, and Accuracy. Your notes on each of these content areas should be reflected in column Y: the “Verdict”. This is the space where you will indicate whether the page should be retired, improved, kept as-is or merged with another page. Use the Notes section to the right to identify any relevant notes including the URL(s) if you intend to merge two or more pages.
Related Training
· Basic principles of Information Architecture: How to structure your website*
· Interpreting analytics and using data to inform content auditing and creation*
· Regular auditing and web maintenance*
· How to decide if your website should be archived (and how to archive it)*
*Coming soon
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23 | Cultural Hist« https://histo https://my2. 22 44540 8/22/22 14:59 84.05 2039 3
24 | Ph.D. Prograi https://histo https://my2. 1276 44184 2/11/21 18:47 88.8 1538 2
25 | Timothy Sny« https://histo https://my2. 13 58165 2/11/21 20221 79.89 1472 3
26 |Admissions | https://histo https://my2. 1276 42146 2/11/21 18:47 88.48 1419 2
27 |Master's Deg https://histo https://my2. 1276 40844 2/11/21 18:47 88.82 968 2
28 | Graduate Prc https://histo https://my2. 1276 39142 2/11/21 18:46 88.23 957 2
29 | Prospective ¢ https://histo https://my2. 1276 39723 2/11/21 18:47 86.91 840 2
30 |Requirement https://histo https://my2. 1276 54967 2/11/21 18:47 86.63 791 2
31 |Marci Shore https://histo https://my2. 7 63821 2/11/21 20:55 80.95 750 4
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43 |Arne Westac httos://histo https*//mv2. 7 417200  2/11/?2120%85 & 483 a!




image8.png
YaleSites_AuditTemplate ¥+ <)

File Edit View Insert Format Data Tools Extensions Help Last edit was seconds ago

o~ @ T 00% v $ % O 00 123~ Calibn -~ 12 v B ISA & Hs:E-~ - i~ W Y-3- 298
B4KI279  ~ Department of History |
A s c > e F 3 " | J 3 . M

Siteimprove Inventory Data Identify Page Details

Referring DCl Page
pages Size First Detected _Score Tags Pageviews  Pagelevel  Sitesection  Contenttype

Page title/ H1 Page Report

Wnere s this page

found nthe
navigation? (Wat  What type of
3 Score incicatig the Namber o page secton ofthe st s content s 7
Number of URL Date the page was  overal viows witin he itie Facuy,  (Landing poge,
Link o Steimprove _lndng to another frstdetocted by affectvenessofa  Any tags associated past 30cays (of  Page’s herarchy  Academics, prof, news
Thets or i of the page The URL sructur/page path. page report. ste. Sizs oftha page. _ Sttemprove. page Wi thispage. _ Steimprove expor witinthe stemap. _ Courses? aricer)
4
Department of History | _|[https:/history.yale.edu/ https://my2.sit 1276 100801 2/11/2118:46 88.79 6106 1|na Homepage
s [m] Faculty | Department of Hi:https://history.yale.edu/people; https://my2.sit 1276 60872 2/11/2118:46 85.63 5312 2
6 [m] Faculty | Page 2 | Departm https://history.yale.edu/people; https://my2.sit 5 60364 2/11/2119:22 84.82 5312 3
7 [m] Faculty | Page 3 | Departm https://history.yale.edu/people; https://my2.sit 5 60873 2/11/2119:22 837 5312 3
8 [m] Faculty | Page 4 | Departm https://history.yale.edu/people; https://my2.sit 5 60816 2/11/2119:22 84.87 5312 3
B [m] Faculty | Page 5 | Departm https://history.yale.edu/people; https://my2.sit 5 53978 2/11/2119:22 84.82 5312 3
10 [m] Religion in Context | Depar https://history.yale.edu/undergi https://my2.sit 2 44799 8/22/2214:59 84.05 2313 3
n [m] Graduate Students | Depar https://history.yale.edu/people; https://my2.sit 1276 52943 2/11/2118:46 85.94 2063 2
12 [m] Graduate Students | Page Zhttps://history.yale.edu/people; https://my2.sit 6 53373 2/11/2119:49 81.84 2063 3
) [m] Graduate Students | Page 2 https://history.yale.edu/people; https://my2.sit 11 53169 2/11/2119:49 83.4 2063 3
1 [m] Graduate Students | Page 4https://history.yale.edu/peoples https://my2.sit 11 52742 2/11/2119:49 83.78 2063 3
15 [m] Graduate Students | Page ¢ https://history.yale.edu/peoples https://my2.sit 11 53569 2/11/2119:49 8351 2063 3
16 [m] Graduate Students | Page € https://history.yale.edu/people; https://my2.sit 11 53461 2/11/2119:49 83.42 2063 3
7 [m] Graduate Students | Page 7https://history.yale.edu/people; https://my2.sit 11 53173 2/11/2119:49 83.07 2063 3
18 [m] Graduate Students | Page € https://history.yale.edu/people; https://my2.sit 11 52785 2/11/2119:49 838 2063 3
19 [m] Graduate Students | Page € https://history.yale.edu/peoples https://my2.sit 11 53081 2/11/2119:49 82.83 2063 3
2 [m] Graduate Students | Page 1https://history.yale.edu/people; https://my2.sit 11 46196 2/11/2121:57 83.15 2063 3
P [m] Graduate Students | Page 1https://history.yale.edu/people; https://my2.sit 6 53203 2/11/2121:57 8351 2063 4
2 [m] Cultural History | Departmihttps://history.yale.edu/underg: https://my2.sit 2 44540 8/22/22 14:59 84.05 2039 3
% [m] Ph.D. Programs | Departmé https://history.yale.edu/graduat https://my2.sit 1276 44184 2/11/2118:47 88.8 1538 2
% [m] Timothy Snyder | Departmhttps://history.yale.edu/people; https://my2.sit 13 58165 2/11/2120:21 79.89 1472 3
2 [m] Admissions | Department c https://history.yale edu/graduat https://my2.sit 1276 42146 2/11/2118:47 88.48 1419 2
2 [m] Master's Degrees | Departr https://history.yale.edu/graduat https://my2.sit 1276 40844 2/11/2118:47 88.82 968 2
z [m] Graduate Programs | Depai https:/history.yale.edu/academ https://my2.sit 1276 39142 2/11/2118:46 88.23 957 2
2 [m] Prospective Students | Dep https://history.yale.edu/graduat https://my2.sit 1276 39723 2/11/2118:47 86.91 840 2
) [m] Requirements of the Major https://history.yale.edu/undergi https://my2.sit 1276 54967 2/11/2118:47 86.63 791 2
a0 [m] Marci Shore | Department https://history.yale.edu/people; https://my2.sit 7 63821 2/11/2120:55 80.95 750 4.
a [m] Undergraduate Program | [https://history.yale.edu/academ https://my2.sit 1276 40717 2/11/2118:47 86.51 683 2
- = Bt oo e Ao o Do = rerrrllEraEnemer T = =





image1.png
Al

YaleSites_AuditTemplate ¥ & &

File Edit View Insert Format Data Tools Extensions Help

New >
£ Open %0
Import

IO Make a copy

==="— & Share >
& Email >
& Download >

cture/page bath.




image2.png
Copy document

Name

HistoryDepartment_YaleSites_AuditTemplate

Folder

B My Drive

Select a file

L0 Computers

=% Shared with me

Yo Starred





image10.png




image9.png




image11.png
YaleSites




