
Guidelines and Standard EIL Practice for Text Submissions 
----------------------------------------------------------------------------------------------------------------------------
PURPOSE

These Guidelines aim to maintain a recognizable house style in a blog with many contributors and many editors. The standards and practices outlined here are based on the practice of the founder of the EIL site, the late Chris Al-Aswad. 

For all cases not covered below, including uncertainty over what is grammatically correct, please consult and work with your editor. If you are not sure who your editor is, or if you have any question or specific issue, feel free to email Mandy at mandy@escapeintolife.com. Thank you!

----------------------------------------------------------------------------------------------------------------------------

EIL POSTING GUIDELINES - Part I - Text

1. Spell Check

Before anything is posted on EIL, use spell check to avoid unnecessary errors. 

2. Uploading Text into the EIL Word Press blog

Make sure the text font and size from your source gets converted to the EIL standard fonts and style. You can do this either using the HTML view or the visual view in WP.  

2.1 For the HTML view, simply copy and paste while in that view.

2.2 In the visual view do NOT copy and paste directly but instead:
· Select and copy the text to be uploaded
· Select the "W" icon, which will open a text box
· Use "control" + "v" on PC or "command" + "v" on Mac then click "Insert"

3. Text Formatting

Keep the posts "clean" by not using too many fonts, font sizes or styles (bold, block quote, italics) except as indicated in paragraphs below.

4. Use of Italics

· For titles of books, movies, records, images, poems etc. (do not use double quote marks, underlining or brackets)
· To give thanks or acknowledgment for help in "discovering" an artist
· For all the text about the EIL writer or the author of poetry or prose, in the bio section at the end of the post. 

5. Headings 

· Please always use Bold and Font Size 4 (14pt) 
· Do not use any colons or semi-colons after Headings
· Do NOT add links directly to Headings

6. Block Quote 

There is a click-able icon for Block Quoting, which is preferred over the use of quotation marks. The Block Quote format is used: 

6.1 In most cases when a quotation in a post is over four lines
· This may not apply to all post types, for example it is NOT standard practice to use Block Quotes for Artist Statements in Artist Watch posts. Please work with your editor if unsure.

6.2 Where useful in Lives of the Artists, Essays, Book/Art reviews, etc. for direct quotes
· While the use of block quote adds visual and textual variety useful in long texts, aim for an appropriate balance between the voice of the artist or writer that the review/essay is about, and the voice of the EIL writer who is author of the piece.

6.3 If you are directly quoting and there is an error in the quotation, you may leave it as is, especially if English is not the author's first language. 
· If English IS the first language of the person you are quoting, you may indicate that the passage appears exactly as in the original source by typing [sic] after the error. As this may be construed as ridicule of the author, it may be kinder to correct the passage, again using square brackets.

I enjoyed driving amid dessert [sic] dunes when living in Oman.
I enjoyed driving amid [desert] dunes when living in Oman.

6.4 For any additional questions regarding use of quotations/ Block Quote, please see www2.ivcc.edu/rambo/eng1001/quotes2.htm

7. The "Excerpt" 

The Excerpt on the EIL WP blog is a summary or brief teaser of your post and is featured on the Home page of EIL. Please bear in mind each post should be fully understandable on its own, as in many cases visitors go directly to the posts without having seen or read the Excerpt on the home page.

7.1 Always complete the Excerpt box with a brief captivating "preview" or background text so the reader clicks to view the post and read more. 

7.2 Do not add spaces or click <enter> between sentences or statements in the Excerpt as this throws off the spacing when displayed on Home page. 

8.  Links

8.1 Select a couple, most appropriate link headings from the following standard headings that are designed to be brief and to highlight and repeat the artist/writer name so visitors will remember.

8.2 Make sure you have a single hyperlink that runs across all words of the heading.

Tina Smith’s Website (not "website"; not "site"; not "Web Site")
Tina Smith's Flickr (not "flickr" nor "Flickr site") 
Tina Smith’s Twitter 
Tina Smith's Blog (not "blog") 
Tina Smith at Cycle Gallery, Berlin (a real life gallery)
Tina Smith on Carbonmade (an online submissions gallery)
Tina Smith Interview   (not "Tina Smith's Interview")
Tina Smith Forthcoming Book
Tina Smith Upcoming Show
Tina Smith Show Review
Tina Smith’s Behance 
Tina Smith’s Cargo 
Tina Smith on The Escape into Life Arts Store 

IMPORTANT: Behance, Cargo or similar can be used to refer to an artist’s “portfolio.” However, if the artist has their own website, please just list their website rather than sending them to a competitor site. 

8.3 Please note it is not current EIL practice to include Links to Facebook, Tumblr or any other social sites not listed above unless this is the only link an artist has. 

8.4 For fiction and poetry, EIL gives top priority to the writer and their personal creative sites, rather than to their publisher/s sites.

8.5 For poetry, fiction, art essays, book and art reviews with a short bio at the end you may put in a Link to the writer's or artist’s main site (website, blog, flickr etc.) across their name. 

Tina Smith (name and surname with one hyperlink to her blog) lives and works in Boston. Her published poetry books include....

[bookmark: internal-source-marker_0.241744861359804]9. Inserting your Bio (pic and text) or that of the author of the post

9.1 Paste the biography text using either the buttons for Paste as Plain Text or Paste fromWord. 

9.2 Place the cursor on the top left hand of the text and upload the writer's image using the Add an Image button. This will appear to wrap the text in the edit view but not in the Preview.

9.3 Select the uploaded image and press the Insert/edit button (with the tree icon). Complete the settings as shown in the screen shot below and update.

IMPORTANT: This needs to look right in the Preview mode, not in the edit view so please check the bio in Preview to confirm it is formatted properly. [image: https://lh4.googleusercontent.com/BEPhrTQFKky8fDRz3hho_J2UoBjLuaS9AxnT0QL0yN_Xy1jqXAKAwirOwApe4Ws53VpqGSQofIGP59IafhrocH73-VNY1SSJxXkydZlmPyFw0BIDGk8] 





10. Interviews

With interviews, please Bold the interviewer/ interviewee names. The first question should include the full names of both interviewer and interviewee. For the second and following questions the interviewer (Tina Smith) name is abbreviated (T.S.) while the full name of the interviewee is used throughout the interview as in the example below:  


Tina Smith: Thank you for taking the time to interview with me. Can you first tell me a little about yourself? (where you were raised, what schooling you have had )

Chuck Bloom: Thank you, I am very happy to do this interview. I grew up in the small farm town of Bloomdale in what used to be called the Black Swamp, before it was drained to create farmland in northwest Ohio. I received a scholarship to Mount Union College in Alliance, Ohio where I received B.A. degrees in both psychology and painting (with honors in painting)…

TS: What three artists inspire you the most in developing your career as an artist?

Chuck Bloom: During school I was inspired by the Abstract Expressionists, such as Rothko and Pollock. My art from this time period reflects that as large abstract fields of color, very different from the work I do now......

TS: Do you see expressions of surrealism in the Portland arts scene? Is it growing and becoming more accepted?

Chuck Bloom: As the concept of Surrealism is one of the few art movements to enter the popular vernacular I, of course, see expressions of Surrealism in the Portland art scene.

EIL POSTING GUIDELINES - Part II - Images and Video Content

1. Use of Images in EIL Posts

1.1 Music, fiction, poetry, art reviews, interviews and essays posts benefit from the use of several images per post. Images help break up long sections of text making them more readable on screen. 

1.2 Select good quality large high-resolution images

1.3 Whenever possible, please illustrate your non-art posts with images from previously published EIL pieces rather than external images. Link the images and captions to the original EIL post to keep viewers on the EIL blog and lead them to more EIL content. You can use images from the Store as well. 

1.4 Use the EIL "browse" features to find suitable images.

1.5 All images from other sources MUST be linked back to the EXACT PAGE of the source via the caption. We expect this when others use our EIL content so we have to be sure to practice what we preach. 

1.6 If you need help with the image content of your post, please email mandy@escapeintolife,com. 


2. Editing and Uploading Images for Posts

You can edit images either on your own computer or within the EIL Word Press blog.

2.1 If you have photo-editing software on your computer

· Re-size the image to 600-pixel width. A pixel width between 550 and 600 is acceptable and for "tall" pictures, 550-pixel width is recommended.
· In the case of smaller photos, for example for Book or Album covers, use a pixel width between 300 and 500. 
· To help the image load faster, save it in low resolution. This save function often reads "Save for screen or email"

2.2 Uploading from your own computer

· In the WP blog, click to select "Upload/Insert Image", then select the image from your computer. 
· Do not fill in the Caption Box (see Captions below), nor the Description box
· For Link URL, select "None"
· Click “Insert into Post”

 2.3 To upload and edit in the WP blog

· In the WP blog, click to select "Upload/Insert Image", then select the image from your computer. 
· Choose "Edit Image" followed by "Scale Image"
· Enter or Select [600] in the left hand box leaving the right box blank (the height will appear there automatically). A pixel width of between 550 and 600 is acceptable and for "tall" pictures a 550-pixel width may work better. 
· Click the blue "Scale" button so the scaling takes effect.
· Do not fill in the Caption Box (see Captions below), nor the Description box
· For Link URL, select “None
· Click "Insert into Post"

3. Captions for Images

For all images in all types of posts, please do NOT enter caption text in the Image Caption box in Word Press but simply type right below the image to avoid a gap between the image and the caption text. 

3.1 Artist Watch Captions

· For Artist Watch posts, choose Font Size 2 and follow the standard format below:

Name of artwork in italics, year, media used (i.e. acrylic on canvas), dimensions of artwork in the format 25 x 100 cm. or 25 x 25 in.
· At The Mercy Of The Maid, 2010, oil on canvas, 140 x 110 cm.
· World #30, 2008, Cibachrome, 33 x 47 in 

· If any of the above is missing, leave blank, but follow the order above.
· If there is no info is available for any image, do not use captions at all.
· If info is available for some but not all images, use the caption "Info not available" where appropriate.
· For "Untitled" work, use Untitled as the name if it is one or two pieces but if all the works in the post are "Untitled" then leave the name blank.

 3.2 Captions for images in Art & Book Reviews, Art History, Art Essays, Fiction, etc

· Follow guidelines listed in previous section
· If all images in a post are by the same artist, do not add the artist’s name to each image.
· If all images in a post are by a famous artist you may use the following variation: 

Name of image, year, name of Museum/Gallery where exhibited, country
· The Silver Goblet, c.1760, Musée du Louvre, Paris 

· If the images in a post are by a number of different artists you will need to name the artist every time and may use the following variation

 Name of artist, name of painting, date (and optionally info on media and dimensions)
· [bookmark: _GoBack]Francois  Boucher, L’Odalisque, circa 1745

4. Video

Use video for all types of posts whenever possible to keep viewer on the page longer. In general Vimeo is preferred over YouTube.

4.1 To upload and insert Video from YouTube

· On the You Tube page find and click "Embed".
· Click to select "Use the old Embed Code" if this option is available.
· Deselect the other options (e.g. show related videos).
· Scroll down to the section offering size options and choose the custom option on the far right.
· Enter [600] for the width box - the height will be automatically calculated.
· Copy the embed code only after you have selected the size.
· In the HTML mode of the EIL Word Press blog, paste in the embed code and save before reverting to visual mode

At times the video disappears when you switch back to visual mode. If that happens you will need to paste in the video code, don’t edit anything else, then save and publish from the HTML mode without reverting to visual mode.

4.2 To upload and insert Video from Vimeo

· On the Vimeo page, select "Embed" from the right hand side of the video box.
· If you get the New embed code click the phrase in blue to "use the old embed code" instead. 
· Below the video box click "Customize Embed Options"
· Fill in the left hand size box typing in the number [600] to get 600 pixel width. The height will be calculated automatically.
· Deselect the other options (color, intro, and the 4 "other options").
· Copy the embed code only after you have selected the size.
· In the HTML mode of the EIL Word Press blog, paste in the embed code and save before reverting to visual mode

Videos are always placed at the end of a post for Artist Watch as well as for movie and film posts. For art reviews and essays they may be placed within the body of the post at appropriate points. 

EIL POSTING GUIDELINES - Part III - Artist Watch Extra Pointers

At the bare minimum, an Artist Watch post must Link at the end to the Artist's Website (or Blog or Flickr). More text in an AW post means keeping visitors on the page longer, so additional text, to fit EIL's standard headings, is welcome. AW headings should typed be in bold, Font Size 4 and should link back to source with the link running across all the words

Standard Headings for Artist Watch Text 

The headings that follow are well-established standard EIL practice. Please keep EIL posts standardized and professional by using only the four headings below.  

 AW 1 - Artist Statement 

The Artist Statement is usually labeled as such on the artist's website and it is written by the artist in the first person, though occasionally an artist may write their statement in the third person. The Artist Statement usually describes the artist's intentions and/or concerns and/or process: it is the artist explaining what s/he does, why s/he does it and how s/he does it.

AW 2 - Artist Bio

The Artist Bio is usually written in third person and labeled as such on the artist's website. The artist bio usually includes where and when an artist was born, what art studies and qualifications s/he has and where s/he lives and works now. It may also include information on where the artist's work has been shown.
 
AW 3 - About Tina Smith

This heading is used for text that describes the artist's work that is not written by the artist but, e.g. by the Gallery representing the artist, by an art critic or reviewer, by an online arts curator etc.

The source must be acknowledged in one of two ways:

1. A link to Artist’s website/blog
2. A link inside parenthesis typed in Font size 2(10pt) and placed at the end of the text for artist’s (bio/ interview/ statement) coming from a different website or gallery other than the artist’s own sites. 
In this second case the link may take the following forms:
(name of website) - For example (The Studio Chronicle)
(the website the text came from) - For example (Saatchi)

· A link to the source is not needed if the source is the artist's website to which there is already a Link (i.e.Tina Smith Website)
· Do not add links directly to headers (Artist Statement)(Artist Bio)
   
AW 4 - One or more Gallery Links where available

EIL actively supports AW artists by Linking to the real world galleries that represent
them. Online galleries may also be mentioned, but please note that EIL practice is to distinguish between real world and on line galleries as below:

· Tina Smith at Leo Frey Gallery (for a real world Gallery)
· Tina Smith on Deviant Art (for an online Gallery)

Be careful when referencing galleries or other sites as links may be removed and may not exist in the future. 

The above 4 headings should be sufficient for 95 % of texts about an artist. Please do not create additional headings of your own. 
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