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Format Copy for Online 
Reading 









Formatting Web Copy 

Create vertical 
lists. 



Create Vertical Lists 

Keep each item relatively short. 
If each item would be the size of 
a paragraph, make them 
paragraphs instead, breaking up 
large blocks and introducing 
subheads as necessary. 



Create Vertical Lists 

Bold the introductory phrase or 
sentence of each bullet. Ensure 
the bolded text is the main 
takeaway of the bullet. Readers 
who only read the bolded text 
will get the message. 



Create Vertical Lists 

Make all of the list items 
parallel. As copyeditors, you 
know how important this is 
for clarity and readability. It’s 
doubly important online. 



Create Vertical Lists 

Reserve numbered lists for 
times when sequence is 
important. This tells the 
reader something important 
about the list. 



Create Vertical Lists 

Avoid embedding lists within 
lists. They’re hard to follow, 
especially when readers are 
scanning. 



Formatting Web Copy 

Create block 
quotes and pull 
quotes. 





Formatting Web Copy 

Create tables. 







Formatting Web Copy 

Use bold 
judiciously. 



Use Bold 

Use bold for: 
New terms 
Short examples 
Keywords and key ideas 
 
Use a light touch, but be 
consistent. 



Choose a Style Guide 



Choosing a Style Guide 

The Yahoo! Style Guide (2010) 
BuzzFeed Style Guide (ongoing) 
Wikipedia: Manual of Style 

(ongoing) 
Wired Style (1999) 
The Columbia Guide to Online 

Style (2006) 

http://amzn.com/031256984X/&tag=thewritreso-20
http://www.buzzfeed.com/emmyf/buzzfeed-style-guide%233gy7qzb
http://en.wikipedia.org/wiki/Wikipedia:Manual_of_Style
http://amzn.com/0767903722/&tag=thewritreso-20
http://amzn.com/0231132115/&tag=thewritreso-20
http://amzn.com/0231132115/&tag=thewritreso-20


Creating Your Own Style Guide 

Your web style should: 
Be consistent and 

unobtrusive 
Ease scanning and reading 
Be easy to apply 



Get the Presentation Online 

Main presentation: 
http://bit.ly/1IvT3ia 
 
Part two: 
http://bit.ly/1IvUUUr  

http://bit.ly/1IvT3ia
http://bit.ly/1IvUUUr
http://bit.ly/1IvUUUr

