Naming PDFs for the RCC Website

General Issue
In order to avoid the problem of having old or out-of-date PDFs on our site, we’re now
requiring that All PDFs be named the same thing each time.
This means, that when there is a handbook or document that is loaded onto the website for
use, then the creator (you) must decide on a name of the file that will remain consistent.
Example:
We have this document:

Here’s what’s inside:

We don’t want 4 or 5 CLEP-related files floating around on the website (unless they are
for specific, archival purposes), so we’d want to name this file: “clep.pdf”
This way, when there’s a new version of this document, it will be loaded into the website, and it
will over-write the old one.
This is a must, because we cannot have out of date files on the site, which may not be linked to
a page, but may can still be found by a search on our site or by a Google / Bing search in
general. Outdated information being available on the site in any form may cause the college
legal issues if not clearly marked as archival documents.

Archival Document
If you have an annual document, like the RCC Catalog, then you’d want to note the date, like
this: rcc-catalog-2017-18.pdf
This is a file that we want to post for users who will be looking, eventually, for old or archived
information. The creator of the file would name the PDF the same thing each time (if there are
revisions), so should there be changes made, that too will be overwritten.
Text style
• Please use all lowercase and dashes in place of spaces.
• Please only use dashes so we are all using the same characters all the time to denote
word breaks.

