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Planning Your First
Business Website

This Publication may be distributed freely in its entirety - more info from http://www.ASAT.biz

We have
produced this
ebook as a
helpful checklist
and a quick
reference that
covers every
aspect of basic
planning

Even now there
are hundreds of
thousands of
small and micro
businesses who
have not yet
expanded into
the eworld

INTRODUCTION

This ebook is aimed at people who are considering
whether they should have a web site or not, and if so
how to start planning the project. We expect that it
will be particularly useful for sole traders and micro
businesses.

We have produced this ebook as a helpful checklist

and a quick reference that covers every aspect of basic
planning. And that it will be a useful tool for both
people who intend to buy in design expertise and those
who plan to design their own website.

We hope that you enjoy this ebook and find the
contents useful. If you have any questions about the
ebook, or would like to ask our advice on any issues it
raises, please do not hesitate to email us at info@ASAT.
biz or telephone on 01631 567192 or write to us at the
address at the foot of the page.

WHY BE ON THE WEB?

Most medium and large businesses consider having a
web site to be as much a part of their normal
promotions and publicity as having a letterhead,
business cards or catalogue.

But even now there are hundreds of thousands of small
and micro businesses who have not yet created a
website and expanded into the eworld.

I think that this is a sad phenomenon because so
often it is just those smaller concerns who would most
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benefit by having a ‘shop front’ open online 24 hours a
day year round.

Having your own web site is one of the best
investments that a business can make. And, despite
what you may have heard to the contrary, the financial
investment does not need to be enormously high.

LACK OF SUITABLE ADVICE

It seems to me that part of the problem is lack of
easily available knowledge and advice for small
businesses and sole traders.

Oh, there are hundreds of pages that say they are
there to help small businesses, but far too many of
them are unclear, very confusing, hard to find your way
around and just not very people friendly.

Alternatively, there are the huge sites aimed at
“webmasters”, that I think are even harder to use.
Sure they have an unbelievable variety of code,
templates and images - some of it for free. But they
are SO huge, and most of them completely devoid of
explanation and support for the newbie.

In this series of articles and ebooks, I hope to address
some of the questions, concerns and information gaps
that so many small and new businesses face.

But let me assure you that there are plenty of people
around, both locally to you or on the web who are
giving great help and advice. I know, finding them can
be the trick.

RESOURCES

Rather than tuck these away at the end somewhere,
here are the three websites that I can recommend
without reservation
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Here are three
websites that 1

can recommend A List Apart “For people who make websites” - A List
without Apart Magazine explores the design, development, and
reservation meaning of web content, with a special focus on

techniques and benefits of designing with web
standards. http://www.alistapart.com

A List Apart is one of the most beautiful websites you
will find. The warmth of the people behind it shines
through so that you are not put off but pulled in. I
really do not have the words to thank them enough for
their wonderful resource.

Website design
& development

Market Position - great monthly newsletter > Market-
Position (tm) Monthly > A WebTrends(r) Publication >
Now serving over 575,000 subscribers! http://www.
marketposition.com

Optimising your Brel_nt Winte!‘s was one of the first marketing gurus, and
web pages I think the first to produce a great tool for
helping to optimise your web pages, MarketPosition
Gold. His monthly newsletter is essential reading for
keeping your pages visible.

Web Marketing Today - The Trusted Guide to Internet
Marketing since 1995 Serving readers in 200 countries
worldwide http://www.wilsonweb.com/wmt/

Marketing Dr. Ralph Wilson hosts the most extensive resources for

resources small business marketing I have ever seen. And hosts
is the right word. Dr. Ralph’s charm and good humour
shine out from every article, newsletter and ad, like his
California sunshine.
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The search for guidance

My personal experience is that an enormous number
of very well meaning people offer advice - both on the
web and in your neighbourhood.

The challenge is to be able to recognise what sounds
good from what IS good.

So often I have found that every single one of the
people who offer advice BELIEVE their advice to be the
best.

Unfortunately, they may not always be correct.

Your need for Resources

If you are planning to ask someone else to design your
website for you, I hope that this ebook will give you
enough basic information for you to feel empowered.

So that you can guide the development of your
website in cooperation with your designer and come up
with exactly the website you wish.

However, if you would like to know more about the
process and especially if you are planning to do your
own designing, then you really will benefit enormously
from the support and wisdom that those three
websites offer.

And, you may want to download the third in this series
of ebooks, “Activity & Visibility - Growing your website
with your business” for a more in depth look at web
design and development, plus a list of recommended
books.
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WHY THERE CAN BE A PROBLEM IN
FINDING REALLY HELPFUL INFORMATION

At the base of the dilemmma we have the World Wide
Web, the Eworld, cyberspace - call it what you like, it
truly is amazing. And new things are happening out in
this realm so quickly that not even the slickest geek or
cleverest nerd can honestly keep track of

everything.

In a way this makes it sound like leaping into the fray
is foolish, but actually it means that we are all in the
same boat.

Because no one can truly be an expert on everything, it
equalises us.

So if we focus on our small piece of the pie and learn
about it thoroughly, we have both a good chance of
succeeding in our own niche, and the possibility of
becoming advice givers ourselves.

This puts all the onus right back where you want it to
be - with you.

After all, you started your own business so that you
could sell the products or services that you believe in.

In your own way and in your own time.

THE SINGLE MOST PERSUASIVE REASON TO
BE ON THE WEB

I think that there is an excellent argument for every
single business having a presence on the web - no
matter what you offer, how large or small your target
market(s).

Customers and clients expect it.
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But the nature of that presence is entirely up to the
needs of your business, and the rate at which you wish

Web presence can be as simple as a single page. So
long as it gives a brief description of your business, its
aim or reason for being, your logo and contact details,
then it has fulfilled the first (and I think most
important) criteria for presence. You are there.

A FEW USEFUL TERMS

I am not suggesting that you need to be able to teach
web design, however simply when speaking to a

designer you will want to understand some of the most
basic terms of “jargon”.

Ensuring that all Accessibility

good practice is
followed in
terms of making
the site visible

CSS
w3C

recommends
that web pages
be structured
using CSS

Accessibility is really just what it
sounds like. It is about ensuring
that all good practice is followed in
terms of making the site visible,
easy to understand and simple to
find your way around.

The practical solutions to problems
of accessibility and optimisation are
interlinked, and are at the root of
what Web Standards are all about.

All of the more detailed suggestions
and guidance I offer later in this
ebook are with Web Standards in
mind.

Cascading Style Sheets are one of
the web designers essential tools.

The use of CSS has gained hugely
in popularity of late because the
World Wide Web Consortium (W3C)
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Ecommerce
Simply put it is
the language of HTML/XHTML
the web

recommends that web pages be
structured using CSS, and the W3C
have persuaded the computing
giants of Netscape and Microsoft to
design their browsers to understand
them and process the information
they contain more consistently. Any
other browser that wishes to stay in
use must follow suit.

The major benefit to all web users
is increased speed and efficiency -
two of the ultimate goals of a
good web designer.

Simply the term for selling anything
on the web.

It includes everything from a single
form for joining an organisation to
an enormous online superstore.

Hyper-Text Markup Language/
Extensible Hyper-Text Markup
Language. This is the ‘source’ code
that your computer and browser
understand. Simply put it is the
language of the web.

The problem that forced the move to
XHTML is that the original HTML was
only meant as a computer language.
When clever designers twisted it into
a design tool, they also made a great
mess - bulking out the source code
of web pages to make them do all
manner of amazing things, but in the
process also making them grindingly
slow and difficult to access.

XHTML is the interim language that
links the old HTML with the extremely
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Hyperlinks allow
you to jump from
place to place
virtually
instantly

Hyperlinks

Having links to Links
other websites is

one of the most

important ways

in which to bring

people to your

site

flexible new tool of XML (Extensible
Markup Language) which is the
language of now and the future. XML,
brainchild of the W3C is an

incredibly adaptable way of
structuring data - both on the web
and off.

These allow you to jump from place
to place virtually instantly.

You will often find these links within
the text of the page. Though they
are also what drives you around each
site (the navigation).

Hyperlinks can take you to another
part of the same page, to another
page on the site you started from or
to a specific place on a completely
new site. We are so used to them,
that we take them for granted now.

But I think they are just a little bit
of modern magic - like being able to
fax my scribble across the Atlantic.

Essentially these are just hyperlinks
from one site to another. But they
become very important when you
think about designing your own site
or simply planning it.

Having links to other websites is
one of the most important ways in
which to bring people to your site.

Visitors mean success - whether you
are into heavy merchandising, selling
a select service or sharing
information.
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can include
headers and
footers, but
could also be
lists of site links
in a vertical
block

How quickly your
website loads is
crucial to the
number of
people who

visit

Navigation

Optimisation

(3\;\ 'j
Y @ ® Everyone wants their site to be
visited, Links help - big time!

Perhaps the best way of describing
navigation is that it is made of
structural links. By this I mean a
collection of links that take you all
over your site.

You will recognise them on nearly
every site you visit as headers - a
horizontal list of main pages or areas
to a site normally found at the top
of each page just below the logo and
identifiers - page name, company,
byline, etc. (A footer is pretty much
the same except that you find it at
the bottom of the page.)

Navigation bars can include
headers and footers, but could also
be lists of site links in a vertical
block.

And you can get extra fancy with
image maps where you select part of
an image that takes you to a specific

page.

This is a BIG buzz word at the
moment. At the core of excellent
design is speed and efficiency.

Web surfers are not a patient bunch
on the whole, so how quickly your
website loads is crucial to the
number of people who enter.

Optimising your website is largely
about reducing the amount of space
that each image or graphic uses, and
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the two main culprits in poor
download speeds.

Also, once on the site, people need
to know where they are, how to get
around, and of course, find what
they are looking for. This is not
rocket science, just common sense -
about making yourself available to

a new breed of customers and
clients. And it’s called optimisation.

The way this is accomplished is
slimming down your HTML code,
making your image files smaller, and
just generally tidying up the
elements behind the design that you
see.

Robots/spiders  These are software programmes that
are sent out by search engines to
look for and catalogue new web
pages.

Presence You guessed it - having a website -
no matter what the size, once you
are out there you have presence.

Standards Web standards are just what they
Web standards say they are. The guidelines are set
are just wiat down in great detail (though
41875 7157 EIE continually evolving) by the World

... Their major Wide Web Consortium or W3C. Their

goals are major goals are accessibility and
accessibility and flexibility.
flexibility.

I mentioned accessibility briefly
above - the flexibility tends to come
in at the back end so to speak - with
an upgraded version of HTML to
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All the
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would
recommend are
actively working
to Standards

Visibility

XHTML, more complicated ways of
using style sheets, etc.

Essentially after some years of work,
consultation and diplomacy, they
have come up with an industry
standard. All hardware and software
should now be built to work with the
elements of desigh and coding in the
same way.

Of course it will no doubt be a few
years before all designers have been
persuaded that you can have
accessibility and great looks, and for
all business owners to accept the
need to go down this route - but
legislation is quickly following the
guidelines. Indeed many public sites
MUST adhere to Standards.

All the designers that T would
recommend are actively working to
Standards.

Again, you can guess that visibility
on the web is based on how visible
you are. The way this is judged is
how high up on the list on a search
engine your site appears, when
relevant (to your business) search
criterion is selected. This is largely
about selecting the “right” keywords
and using them well, I'll go into this
in much more detail later in this
ebook.
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THE COSTS OF YOUR WEBSITE - MAKING IT
WORK FOR YOU

Before I go into some solid basics of web site planning,
I think I must address the subject of COST.

One thing everyone should remember is that it is
essential to shop around. Any reputable design firm
large or small should:-

offer a free initial consultation

be able to produce an itemised estimate of costs
have clear terms and conditions

be willing to answer your questions

0000

Small Independent Design Firms

So many of the people who have come to me at ASAT
Productions have been delighted at what they get for
their money. Particularly when they have very clear
ideas of what they need and want on their site.

Honourable designers should be charging you by the
hour, not by some arbitrary figure that they think they
can get away with. The starting figures that they quote
for home page, additional pages, forms and etc. ought
to be based on a realistic price for combining your
information with their design skills.

But do not be put off by these ‘starting’ figures. We
designers use them to protect ourselves from
exploitation.

Let me explain how we work at ASAT. Our starting
price is exactly what you will pay if you have planned
your site well and can provide the logo, idea for colours
or house style you currently use, and the copy (text)
for each page.

If someone comes to us who has not prepared, planned
or done much of anything for the website they require
- that’s fine.
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all the planning for free. The hourly cost of these
additional services are therefore added to the ‘starting’
cost.

The Big Boys

You will find that the ‘labels’ cost you much more, ie a
large, well known design firm is likely to be far more
expensive simply because it is large and well known.
Not because their design work is necessarily better.

It seems that the
web design
market has been

It seems that the web design market has been
artificially inflated.

artificially

inflated. Cynically, I suppose that this is due in part to so many
of the early web design firms targeting only medium to
large businesses and making sure that they paid dearly
for each web site. And of course, these big business
sites often do run to many hundreds of pages.
Realistically, there are few small and micro businesses
who will ever need over 90 pages (unless you have a
big ecommerce shop), and most will be very content

Websites should with between 7 and 40 pages - depending on just what

not have to be information they want to impart. So logically their

prohibitively websites should not have to be prohibitively expensive

expensive to to have designed. Even by the big boys!

have designed
DIy

If you were to design your business website yourself,
the cost would be down to your time and the cost of
decent design software.

Frankly, unless you have an artistic bend or some
background in design or DTP, and loads of time to
learn your way around the software, then you may end
up being disappointed with the result.

If cost is a big problem for you, then I would
recommend that you do as much planning as you
possibly can, then go out and shop around for a
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There are plenty of smaller design companies who do
not charge the earth for websites, it simply takes a
little bit of patience to find them.

And then of course you need to have some idea of what
you want to have included on your site, so that you can
collect accurate estimates for the work.

A Wee Warning

If you surf the

web for design If you surf the web for design and hosting solutions,

and hosting you will find many companies who offer full packages

solutions... for very reasonable (even very cheap) fees. Some, I
feel sure must be reasonably honest, some may even
be reliable.

These people will normally offer combined hosting,
maintenance and design at a few levels.

The down sides may, however, outweigh the up sides

for you:-
The down sides <> all of them use a template for the design - this
may, however, means that your information is placed in an
outweigh the up off-the-shelf design layout, which means you
sides for you get:-

* little or no flexibility of “look”
* a site that looks identical to other websites
* little support for adding good meta tags, etc

<> [ have heard conflicting and worrying comments
on the reliability of their hosting maintenance
and support.

<» The hosting and maintenance packages that are
normally sold alongside the template designs
simply offer one size fits all - or perhaps three
options, none of which are suited to your needs
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<>» They do not seem to be able to support the

needs of micro businesses and sole traders who
may wish to have just a few pages on the web
initially, but then expand every few months as
the business evolves

> Also, beware of “cheap” hosting charging little

each month, twelve times that figure is often far
higher than yearly hosting

PLANNING YOUR WEBSITE

Even if you are going to look for someone to design
your website, create the navigation, structure and code
it is still YOUR website. No designer can know your
business as intimately as you do. And they will never
be able to guess what you want, so the better you can
explain your needs, the better chance your designer
has of producing the website of your dreams.

As such you really owe it to yourself to understand
enough about the process and the outcome so that you
can judge if it is working for you.

If you plan to design your own website, then this
ebook and the next one in the series on giving your
web a “Activity & Visibility” should go a long way to
helping you keep sight of all the decisions you need to
make and elements you should include.

Also, in “Activity & Visibility - Growing your website
with your business” FREE ebook, I have included a
reading and reference list.

Professionalism

Whether you are going to design your website yourself
or you are going to have someone else do it for you,
please bear in mind that the resulting website is going
to be the way most of the world sees your business.
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The site will need many hours of thought, planning and
testing BEFORE it goes up on the web.

We can all let our enthusiasm get the better of us, and
you really will want to get in the habit of testing and
re-testing when you work with websites.

Partly because there is an “out of site out of mind”
thing that we all fall foul of on the web.

Mostly because you NEED to present a consistent and
professional looking image to attract the customers and
clients you want.

The only way I know of avoiding this is to make
absolutely sure that each page is word perfect, and that
takes time and checking by at least two

people.

THE MESSAGE

There is no mysterious secret about planning a
website. Essentially it is about putting down your ideas
logically, and writing your copy in a clear way.

Before you put anything on paper at all, you will need
to think about what you do that is unique or specific to
your business.

Whilst many of you will already have publicity
materials that you will wish to make use of on your
website, I think it is essential for you to put them to
one side and take another look at your business.
Because one thing that stands out more than any other
on the web is old material. We all need to periodically
re-write and update what we say about our business so
that it appears fresh and energetic.

One of the worst things you can do is bore your
visitors... a single click and they can go somewhere
else, and they may never come back.
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So go back to the beginning again. Remind yourself of
your target market, as it may be slightly or totally
different on the web than in your physical office or
shop.

You will probably find that your business and its
message have evolved, and that this process is very
positive psychologically for you and well as essential to
a great site.

Aims & Purpose

Whilst your corporate aims may be largely the same,
the purpose may be slightly different for your website
than for your existing business.

So take a few minutes to jot down both your aims and
objectives for your business, and for the website itself.

You may find that you want to say more about your
purpose and your reason for starting your business
website.

Keep in mind that your potential web customers and

clients cannot meet you in person, and so it will take
more effort on your part to put yourself across on the
website.

There are several things that you can include on your
site that will make you seem more approachable (and
therefore familiar and trustworthy!):-

> Profile page with a bio of yourself, and key staff
members or partners when appropriate

<>» Photos of your physical workplace, yourself and
employees.

> Easy to understand site layout and text

It is absolutely essential that you have at least one
page, usually called contacts page, where you offer
your full mailing address, phone numbers, fax number
and email address.
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provide these details.

This may seem harsh, but remember that there are
unscrupulous people around, and many responsible
web users are doing their best to ensure that the web
marketplace is secure and safe.

This will be good for all of us - consumers and
business folk alike.

CONTENT AND DESIGN IN BALANCE

) I just wanted to say a quick word before I go on
There is no regarding the order of planning - there is no single
single . “right way”.
right way
Once your basic goals are in place, you can go on to
work on the look and feel of the site first, or start with
your keywords and copy.

The following pages simply cover all the important
steps in the way we most often tend to work - but of
course the development of each site is unique.

KEYWORDS

You may very well have heard of keywords in
connection with the web. They are one of the
essential tools used by search engines and spiders to
identify what a page or site is all about. Keywords are
how your visitors find you - or not, so it is essential to
get them right.

What you want to create for yourself is a list of words
and phrases that describe perfectly what you offer, but
that does not describe hundreds of thousands of other
businesses on the web. This is not easy, but nor is it
impossible.
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Your keywords and phrases will include all your
services. You may feel it important to mention your
target markets - especially if they are specialised. You
absolutely must try to reflect the uniqueness of your
products and services.

So for us at ASAT.biz we began with website design,
logo design, graphic design, digital photography,
training for Macs, archiving.

Then we looked at our target markets - people just
opening their business, small businesses, micro
businesses, sole traders, crafts people and artists,
SOHOs (Small Office Home Office).

So we put the services and the markets together and
our key phrases began to grow:- internet consultancy,
small business solutions, affordable website design and
hosting, etc.

Your Target

Your target at this stage is to come up with as many
keywords and key phrases as you can. Jot down all the
things that go to make up your business. Think what
terms someone will need to type into the search engine
to find you.

Go to the web and check out how your competitors are
describing themselves. Of course you do not want to
copy them, but you need to know what is happening
out there. You need to see what works and what does
not work as a punter, so that you can make your site
the best it can be.

Language is your ideal tool here, and you need to

come up with scads of options of words, then think of
how they could be combined into phrases. Few people
search for only a single word, so what would you search
for to find your business. Come up with as many
phrases as you can. Ideally at least fifty.
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wordtracker, that analyze your key words and phrases.
You need to find ones that ordinary people will type into
search engines, but that not to many other sites are
using - a real challenge.

USING YOUR KEYWORDS EFFECTIVELY
gsgvg‘;;c{ifcsost Please do not be put off by the use of keywor_‘ds - they
powerful online are one of your most poyverfu_l online market!ng togls,
marketing tools and once you start working with them you will begin to

see how helpful they can be in helping you to focus on

what you want to say.

When you start to think about each individual page, you
will then want to select the most relevant words and
phrases and make sure that they are carefully used.

For this purpose I would recommend selecting 2-6
specific key words or phrases, from your long list, that
you feel are particularly relevant to the page.

You might find it helpful to have these in two groups,
those specific to the page, and those that reflect the
whole site. So that you have 3 that are specific to a
page, and three general to your site keywords.

For instance on our page describing Archive consultancy
we might have:-

conservation preservation cataloguing data,

corporate solutions, archiving for small businesses

Using your Keywords Effectively

Once you have Once you have your keywords, you can start writing the
your keywords, text for each page with them in mind. You will want to
you can start use your most important keywords in your headings,
writing the text and in your copy.

for each page
with them in

: But be careful not to overuse them either. It is
mind

essential that your text makes sense. It may help to
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very light sprinkling of salt and pepper.

Also remember to use headings, bullet points and
subheadings. These make the pages easier to scan and
provide the perfect place to repeat your keywords
without losing the good sense of your material.

META TAGS

If you look on your source code page, you will see at
the very top the header area. The information
contained here is used to give search engines a handle
on what each page is all about.

There are three essential tags that you may use to sell
your wonderful pages and entice people to come visit
your site, they are the title, the description and the
keywords.

In your title and description you will want to include
your most important keywords for each page, but you

In your title and only need to use them once between the two tags, ie if

description you
will want to in-
clude your most

you use your favorite key phrase in the title, use other
keywords in your description.

important key-
wo‘:-ds £ In the keywords area you simply list all the keywords

and phrases for that page

Title - This should ideally be not more than
40 characters long, because several
search engines only display that
amount of your title, (max is 60)

Description - Ideally 15 -28 words long, and it
should be written in sentences.

Keywords - Your keywords for your page. One
thing that you could include here are
common misspellings
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Ah, just as you thought you were getting your head
around meta tags I have to throw in a small

Not every search spanner. Not every search engine looks at these tags,

engine looks but enough so that you would be silly not to take
at these tags. advantage of them.
Enough so that
you would be The way to work around this is to make sure that you
silly not to take put a title and brief description of each page on the top
Z‘,’Va"tage of of the page itself when you write the text.

em

This allows you to either paraphrase what you have in
the tags, or slightly reword it for a different market, or
give it a whole new slant. Your choice.

WRITING IT

Here is a

useful checklist
for when you
are writing your

copy

Here is a useful checklist for when you are writing your
copy for the web pages:-

> Use short sentences and short paragraphs

» Use the simplest words that describe what you
mean accurately

> Use the language appropriate to your target
market

<>» When you must use an abbreviation, an acronym
or a phrase of jargon, always define the term in
parentheses the first time you use it

People surfing —» Remember that people surfing the web seldom
the web seldom have the patience to read long winded copy, so
have the ensure that most of your pages are short
patience to read
long winded <» Use headers and bullets points to aid scanning
copy

> Long pages are appropriate for articles and when

you are giving specialist information.

Published by ASAT Productions, Dunstaffnage Mains Farm, Dunbeg by Oban, Argyll, Scotland PA37 1PZ
© ASAT Productions 2004 http://www.ASAT.biz email peter@asat.biz



C@'\’U’e& Planning Your First Business Website 24
% mmuhnyj-.

Gh g =3
%?‘ b <>» On the whole its best not ever to scroll sideways

and not to scroll down more than twice your
usual page length.

Try to offer information rich content. Even if your site
is little more than a shopping basket, make sure you
describe your goods accurately and clearly, that you
include your Terms & Conditions of sale, Refund Policy,
and some details about your shop or business

SIMPLE HIERARCHY

Level One

If you think about the hierarchy of your site with the
first click your home page, this top layer should have
very short sharp explanations, loads of bullet points,
and options of places to leap into.

Level Two
Your second click takes you to the areas where you give
general information about your business, yourself, your

products and services.

Here, you will expand a bit more, still using bullets
when appropriate, and focusing on headings.

Generally, its much better to have several pages under
a subject area than one long page .

On the third click Level Three
area
(the deepest On the third click area (the deepest level of your site)

level of your
site) you can be
more expansive

you can be more expansive.

It is fair to assume that your visitors are looking for
more detail on the subject, so you want to give it to
them.
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that they can jump to top of page, and to subtopics on
the page.

Also include links that are specific to this subject on this
page. This helps you in two ways:-

<» Search engines such as Google like to see that
your links are to an “important” page. A high
content page is therefore much better than one
with hundreds of links. In fact I would
recommend that you think very carefully before
having over 100 links.

>» People on those other sites are much happier to
be placed on an interesting and relevant
information page, and therefore may be much
happier to exchange links with you.

SPECIFIC PAGES

Just a quick run Just a quick run through of some of the pages that you
through of some should consider having on your site:-

of the pages that

you should Home page

consider having - include your goals/objectives or mission statement
on your site - list all important services and links on the site

- make sure the title is relevant and clear

Contacts page

- ideally with a photo of you

- and or workforce, bricks and mortar shop
- full address and contact details

Site Map

- site map or site index is recommended for all sites 20
pages or more

- site search on larger sites (over 100 pages)

Terms & Conditions
- privacy policy
- and terms & conditions of sale & service
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FAQs

fabulous
opportunity to
answer the
questions you
want answered!

Be sure to get
permission from
the people you
wish to quote
BEFORE doing so

Your look and
feel will want to
reflect the style
that you already
use

want answered!

Feedback
- provide a form for questions & feedback

Testimonials & Portfolios
- portfolio (folio) page so that people can view
examples of your work

- testimonial page where you list all the great things
your clients and customers have said about you.

On testimonial pages, it adds to the weight of the
recommendation if you can attach full names and a
home town after their quotes, but be sure to get
permission from the people you wish to quote BEFORE
doing so!

Links page
- this is one of the best tools for increasing traffic to
your site

(for more on this please refer to the next ebook in this
series “Activity & Visibility - Growing your website with
Your Business”)

STRUCTURE AND IMAGE

I presume here that you already have a house style
and a logo with a byline that describes your business.

Your look and feel will want to reflect the style that
you already use, so obviously you will use your current
logo, byline and colours. You may want to alter these
slightly for the web. This is particularly true if you are
targeting people who are influenced by fashion, kids,
young people, artistic and creative folk, etc.

Your designer should be able to handle this for you. If
you are a DIYer, then one of the best ways to find out
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customers and clients will frequent.

I am NOT suggesting that you steal anyone else’s
ideas, but if you surf the web for a couple of hours you
will get a very good idea of what is currently out there.
Put that knowledge together with your house style and
bingo - you have a place to begin.

From this beginning you will construct the look of each
page - remember that accessibility requires us to make
our navigation consistent, to have a nhame for each
page, to explain clearly where you are, and how to get
elsewhere. So you will need to think about header,
footer, navigation bars or maps.

One simple and effective way to show where you are is
‘breadcrumb’ navigation. This is the sort of thing you
see on directories:-

Health > Alternative > Scotland > Reflexology
Where each of the words or phases describe a search

area in the directory, and you can get back to where
you were by clicking on any one of the earlier words in

the string.
The structure of Structure
your site will be
dictated by logic The structure of your site will be dictated by logic and
and intuition intuition.

If you have just a few pages, up to about 12, you can
probably just have everything interconnected, however
if you have a larger site, then you will need to have
categories and subcategories.

For instance on my partners site, http://www.Ashwhin.
com, she has five main headings - Optimum Health,
Corporate services, Resources, Self Development and
Retreats. Her other sixty pages fall into one of these
categories.

Published by ASAT Productions, Dunstaffnage Mains Farm, Dunbeg by Oban, Argyll, Scotland PA37 1PZ
© ASAT Productions 2004 http://www.ASAT.biz email peter@asat.biz



cef‘trea

0

D _

Of course there
is no right way
to organise your
site, but there
are a couple of
essential rules

On the whole san
serif is
considered to be
easier to read on
screen

Be very selective
when you choose
images

3¢ ¢ mmuny
& a & co UNic, ¢

>

w

Planning Your First Business Website 28

Of course there is no right way to organise your site,
but there are a couple of essential rules:-

—>» Make sure you can get from any page to any
other page on your site in no more than three
clicks

< >» Ensure that every page clearly tells your visitors
where they are, and what area they are in

<>» Create a consistent look, where the navigation,

logo, page titles and descriptions are in the same
place on every page

THE NITTY GRITTY

Fonts for accessibility

On the whole san serif is considered to be easier to
read on screen, whilst serif is better in print, however
the most important thing regarding visibility on screen
is character recognition.

In order of accessibility:-
SERIF Georgia, Times New Roman

SANSERIF Verdana, Geneva (Tahoma), Trebucket

Using Images

—>» Be very selective when you choose images
<>» images are generally slow to download and if they
do not add to your site then they are almost certainly

going to be distracting

<>» on the whole less is more
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in a gallery or shop, put them in small “thumbnails”.
This means that the page can still load relatively quick-
ly, but you can still provide larger images that people
can click on to see the picture in more detail where
appropriate (these will actually be on a different page
altogether so they won't interfere with the download
time of the base page).

Charts and graphs

Charts and graphs can be very helpful in giving more
interest to your site, but be sure that the image can be
optimised (size reduced) and still be legible, and
remember to include a clear and concise explanation of
the data.

Hyperlinks

Always make sure that you select different colours for

Always make links, links active and links visited.
sure that you

select different e o . - .
S (T S, Some people still insist on sticking with the original link

T T ey “Iook_”, yvhe_rg 'the link is unc_ler_lined. _ And it is bright
links visited blue in its initial stage, red in its active or mouse over
stage and dull magenta or plum in its visited stage.

Unless your chosen site colours look well with bright
blue, fire engine red and dull plum, I can see no reason
for you to use those colours for links.

However, it is essential that you make it clear where
links are, and the simplest way to do this is to make
the mouse over or active link colour quite different from
the text colour.

The rule here is back to accessibility - make sure
people can easily spot your hyperlinks.

Commonly now the links are not underlined. They can
be any colour, but they do change colour dramatically
when you run your mouse over them, also this state is
sometimes made bold or a larger size.
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Colour

You can have a very free hand with colour, using it

so that it says what you want it to say. Gone are the
days when your normal computer could only read 256
colours

However, the difference in hue of your text and your
background has to be sufficiently different so that
people can read your words - or else all your hard work
is in vain, and people will think you are pretty silly.

It sounds so silly to have to say this, but every time I
surf the web I still find sites where I have to squint at
the text. And not just because it is extra tiny again.
But because some designer (or site owner) has thought
blue on blue was masculine or sexy or whatever.

I am not suggesting that you need to make any design
sacrifices to be accessible - after all what is the point of
having great content if no one can read it simply
because your colours make it impossible to read!

HOSTING

I thought that I had better say a few words about host-
ing and mention some of the other services that are
available.

When you buy hosting, what you are purchasing is the
space on someone else’s computer (server), where
your website will be safe (we hope). Primarily what the
host provider gives you is this space for a monthly or
yearly fee, and technical support should anything hap-
pen to their server.

Other Services
If you have someone else design your site, then they

probably will arrange the hosting for you, and offer you
various packages of support that can include:
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Updating information on your site

At ASAT, we offer a wide range of hosting and
maintenance packages to suit your needs
precisely. Make sure that when you select your
hosting and maintenance package that they can
provide the support you need.

Adding Pages and re-design

Again, most designers will offer this as part of
your maintenance fee within given parameters at
set fees and larger changes to be charged based
on time spent.

Link Checking

Link checking is an invaluable service, and one
that you will want to consider on any site over
twelve pages long. The service is just as simple
as it sounds - they make sure that your in site
and your external hyperlinks are working
correctly and advise you with their details when
they are not.

Search Engine Listing

Whilst there are thousands of less than
wonderful search engine listing opportunities on
the web, there are some that are legitimate and
useful. Whether you choose to pay the fees will
depend on you and your business.

Site Statistics

Site Statistics can be purchased from your
hosting provider.

Good packages are seldom free, and again you
will want to consider how important they are as
an investment. I have seen people get far too

tied up in knots about statistics, and lose focus
and energy in more essential directions.
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all follow all the guidelines in the ebooks we have
produced and leave things for nine to twelve
months.

If you are not happy with your visitor numbers
by then, then statistics may be a useful tool for
targeting new links. Two stats packages that
have been recommended to me are Webtrends
and MediaHouse.

QUESTIONS

Please feel free
to contact us If you are planning your web site with a view of going
anytime to a web designer, then they will be able to answer any

) additional questions you have.
email
R o) If you are considering coming to ASAT.biz, please feel
telephone free'to contact us anytime on email - info@asat..biz..
(44)1631 Or ring or fax us on 01631 567192 (if you are ringing
567192 from outside the UK substitute 44 for the initial 0).

At ASAT Productions our first consultation is free, and
we provide you with a detailed contract based on your
unique needs - before starting work.

We would encourage you to get similar quotes from at
least two other firms, and compare what you get
carefully before selecting your website designer.

It is not always true that you get what you pay for in

this world. Some very expensive designs are neither
accessible or well optimised - which you will want for

your site. On the other hand those people who offer

bargain prices may not be able to offer a high level of
support and back-up.

We wish you all the best for your business and for your
launch onto the web.

This Publication may be distributed freely in its entirety - more info from http://www.ASAT.biz
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