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This guide will act as corresponding instructions to the “CPE Website Content Form”.  The “CPE Website 
Content Form” is a template guide for the submission of web content for newly developed CPE programs, 
courses, seminars and special events.

The “CPE Website Content Form” can be also be found on Blackboard (http://oll.depaul.edu), under the CPE 
Blackboard course within the “Website Resources” > “CPE Website Content” section.  The “CPE Website 
Content Form” can also be directly downloaded from the CPE site at http://learning.depaul.edu/network/zip_
files/cpe_website_content_form.zip

The following instructions and diagrams identify individual sections of the CPE website that correspond to 
information which may be found within CPE programs, courses, seminars and special events.   Each identified 
section is detailed with examples and instructions pertaining to informational content to be completed on the 
“CPE Website Content Form”.
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Course Title

Photo

WebsIte Content seCtIons

Benefits/Introductory Text

Overview

Affiliations

Topics

Who Should Attend

Frequently Asked Questions

Disclaimer

Informational Course Grid (Continuity)

Other Information (Addtional Headings and Content)

CPE website content for each program, course, seminar or special event follows a distinct pattern of placement.  
The diagram below categorizes website content into discrete sections.  Each section is explained in detail in 
pages following the diagram.

Contact Information

Agenda/Syllabus

http://cpe.depaul.edu
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WebsIte Content seCtIon detaIls

Course Title
The exact title of the course is derived from the program, course, semainar or special event as designated 
in the Continuity system.  Titles can only be changed from within the Continuity system because the titular 
designation is derived from the Continuity database, rather than from any website content.

Photo
Images for website page content inclusion are optional, but are highly recommended.  Images provide an 
aesthetic appeal for a web-page and provide memorable cues for a site visitor.  

Benefits should be a paragraph or two in length, imparting how the particular offering will address the needs of 
the student. In order to increase the likelihood of this page being found in search engines, it is recommended 
that the text be peppered with appropriate words that a user will enter into a search engine, if looking for this 
particular offering. This opening paragraph is the most important text on the page – the student determines if 
they will read on by what they see here.

Benefits/Introductory Text

Customers now expect consistent, reliable business practices that deliver world-class products 
and services. Six Sigma is the methodology that allows you to operate with the highest levels of 
quality.

Six Sigma is one of the most potent strategies ever developed to accelerate improvements in 
processes, products, and services. It radically reduces manufacturing and administrative costs 
and improves quality through relentlessly focusing on eliminating waste, reducing errors and 
eliminating defects.

EXAMPLE

http://cpe.depaul.edu
http://cpe.depaul.edu
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WebsIte Content seCtIon detaIls

Overview
The overview builds upon the benefits to give the student a clear idea of what the offering entails – the features. 
Information worth including is the duration of the offering, research or documentation that demonstrates the 
worth of the offering.

Why pursue the CFP® designation? The public’s growing need for objective financial planning 
advice, combined with the rigorous standards demanded of CFP® certificants, have placed 
professionals with CFP® marks at the forefront of the financial planning profession. Introduced 
in 1972, the CFP certification marks have become the most widely recognized financial planning 
credential among consumers.

CFP Board research shows that clients of CFP® practitioners are more satisfied. In this financial 
climate, professionals can increase client satisfaction and client retention by earning and 
maintaining the CFP ® designation. Having the CFP ® designation sets financial planning 
professionals apart from the crowd and assures that their clients know that they are trained 
professionals.

Depth of information: Students will receive at least 30 hours of instruction for each course; this 
provides participants with in-depth information on each topic. Student interaction with instructors 
and ongoing class participation are encouraged strongly. Every effort is made to select the highest 
quality of instructional materials available.

Experienced instructors: All courses are taught by instructors with hands-on professional 
experience. Instructors have either the CFP® certification or other appropriate professional license 
or designation. DePaul University’s instructors use the financial planning topics as outlined by 
Certified Financial Planner Board of Standards, Inc. (CFP Board) as a framework for all courses. 
They then add their own exercises, case studies and handouts. The result is a series of courses that 
combine sound financial planning theory with practical skills development.

Convenient campus locations and scheduling: Courses are offered at DePaul’s Loop, O’Hare, 
Lake Forest, and Naperville campuses approximately following the university’s quarterly 
schedule. Classes are offered on weeknights and Saturdays. The program makes every effort to 
accommodate working students and their business and personal commitments.

EXAMPLE

http://cpe.depaul.edu
http://cpe.depaul.edu
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WebsIte Content seCtIon detaIls

Affiliations
This sections provides a listing of institutions, programs, companies, individuals or other important references 
that a website user or student may recognize.  Affiliation logo images are placed in this section.  It is useful to 
consider contacting an affiliation and informing them of the CPE website web-page.  When affiliations link to a 
particular CPE program, course, seminar or special event web-page, this increases the search engine “ranking” 
of this particular program, course, seminar or special event in many of the major search engines.

Topics

This section provides students, who may be unsure about the offering, with an idea of whether this is the right 
thing for them. Additionally, this aids individuals who may be researching the offering for others (onsite/
corporate training).  Targeted audiences can be either written out in paragraph form or listed as bullet points.

This area provides potential students with a quick overview of what will be covered.

Six Sigma Overview and Prerequisites
Six Sigma Improvement Process I (Define and Measure)
Six Sigma Improvement Process II (Analyze and Improve)
Six Sigma Improvement Process III (Control)

Who Should Attend

Professionals from the investment brokerage, insurance, banking, accounting and legal arenas 
should find this comprehensive program in financial planning important for their professional 
advancement. The importance of the eventual attainment of the CFP® certification is gaining 
momentum across several industries that recognize the need for comprehensive financial advice 
for their clients. 

OR

Brokers ◒

Insurance agents ◒

Accountants ◒

Legal experts ◒

EXAMPLE

EXAMPLE

http://cpe.depaul.edu
http://cpe.depaul.edu
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WebsIte Content seCtIon detaIls

Frequently Asked Questions
The FAQ is both a miscellaneous heading and an area where valuable information that is otherwise repeatedly 
asked can be found. The student policy paragraph is required for all FAQs. Suitable information to include is:

Textbooks / materials ◒

Grading policy ◒

CEU information (beyond the actual number of CEUs awarded) ◒

Reimbursement ◒

Exams ◒

Dress code ◒

Class size ◒

What are the student policies?
Please follow this link for DePaul University Continuing and Professional Education student 
policies.

Should I take the optional courses?
In addition to the five required courses, students may choose from a list of optional courses. 
Two of these courses (Calculator Training and Comprehensive Review) are established to 
help maximize students’ program performance and preparation for the CFP® Certification 
Examination. DePaul University strongly recommends that students consider taking these courses 
as they map their timeline for program completion.

Where can I buy the textbooks?
Textbooks are required for each course and will be available for purchase at the Chicago Loop, 
O’Hare, Lake Forest and Naperville campus bookstores. Each bookstore arranges the books under 
the headings FPEC 100-200. Study guides are required for each course and payment is required 
at time of registration. Additional related textbooks are on reserve at the Loop Campus library 
reserve unit. NOTE: O’Hare, Naperville and Lake Forest campus bookstores have limited hours 
of operation. Call the campus for store hours.

Do I have to take the courses in order?
Although we recommend that you take the courses in order, it is not required. You may take the 
courses in whichever sequence best fits your schedule and current needs. Students in the program 
are expected to spend at least 10 hours a week outside of class time on each required course.

EXAMPLE

http://cpe.depaul.edu
http://cpe.depaul.edu
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WebsIte Content seCtIon detaIls

Disclaimer
Place any necessary legal notifications in this section.  Affliations with certfication oversight often require 
various standards to be met in course content, publication (online or on paper) or course programming.

Certified Financial Planner Board of Standards Inc. owns the marks CFP®, CERTIFIED 
FINANCIAL PLANNER™, and CFP (with flame logo)®, which it awards to individuals who 
successfully complete initial and ongoing certification requirements.

DePaul University reserves the right to alter the general course outline sequencing in accordance 
with required presentation of course content as designated by CFP Board.

EXAMPLE

http://cpe.depaul.edu
http://cpe.depaul.edu
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WebsIte Content seCtIon detaIls

Agenda/Syllabus
The posting of a schedule of learning events, or topics, for a course or program gives prospective students the 
opportunity to evaluate a course and see if the program meets his or her needs.  Current students often utilize 
a syllabus to track and evaluate their progress in a course.  A syllabus may act as a framework for a course and 
provide a framework for examinations.  A syllabus may appear on the CPE website in the form of a list, table, 
or, alternatively, may be provided for download utililzing a PDF file.  A PDF file is an advantageous alternative 
for all students because a PDF file can be printed out as a separate document from the residuum website.  A PDF 
file will also be consistent for all website users while web browser content may differ for individual computers.

OR

EXAMPLE

Click here to download an Adobe PDF file of the Paralegal Studies Certificate Program syllabus

PDF

Part 1: introduction

introduction to seo ◒

Strategic vs. Technical ◒

How the internet works ◒

Routing, caching and TLD’s and DNS ◒

HtMl and browsers ◒

Basic marketing concepts ◒

List

http://cpe.depaul.edu
http://cpe.depaul.edu
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WebsIte Content seCtIon detaIls

Contact Information
Information regarding the centralized contact for this particular program, course, seminar or special event will 
appear in this area.  Contact information is derived from the Continuity system via the “Programmer” drop-
down menu within the “Approvals” section tab.  Programmers are, primarily, limited to Program Managers with 
other contacts appearing for “non-centralized” CPE courses.

Other information (Additional Headings and Content)

Additional sections may be incorporated into a program, course, seminar or special event web-page as 
is necessary for customization.  Headings and sections my include information about faculty, textbooks, 
testimonials, syllabus postings, registration forms or any other information that serves as vital information for 
students.

Informational Course Grid (Continuity)
The informational course grid derives information as designated in the Continuity system.  Information found in 
this area can only be changed from within the Continuity system because necessary program, course, seminar or 
special event information is derived from the Continuity database, rather than from any website content.

Information that appears in this area includes a course’s code, term designation, section number, schedule 
number, instructor(s), location, dates offered, CEU units, notes, course material fees and registration fees.

http://cpe.depaul.edu
http://cpe.depaul.edu

