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Introduction

Establishing your own web site may seem like an overwhelming task, but this Web Site Planning Kit will help simplify that process. It will provide you with the tools necessary to determine what information you should include, how you feel it should be presented, and what results you can actually expect from your web site. So, whether Arborcorp.com is involved in the development of your web site or you utilize a different web development company, the information you’ll generate by completing this kit will help the process along.

When answering the key questions it contains, be honest with yourself and think about what the overall goals for developing your web site will be. 

The Basics

What is your Main Reason for establishing a web site?

Reasons might include:

· To gain a favorable impression of the company or organization.

· To develop a list of prospects or organization members.

· To sell products directly to consumers or businesses (e-commerce)

· To encourage potential customers or organization members to contact us by phone to consummate a sale or become a member

· To make available product information and price lists to consumers and/or distributors.

· To strengthen brand identification – a products-style site.

What are your Top 5 Goals for the website?

1.

2.

3.

4.

5.

Goals might include:

· Increase sales of products or membership in an organization.

· Provide an on-line calendar of events for customers or members.

· Provide an on-line resource of or for distributors for my products.

· Reduce administrative duties at my business or organization.

What is the most important message the web site must convey?   …second most important?

Most important:

Second most important:

Do you currently have a “Marketing Image”? If so, how would you describe it?

If not, what “Marketing Image” do you wish to portray?

“Marketing Image” considerations:

· Do you currently have a logo?

· Your Company’s or Organization’s current color scheme.

· The tone you’d like to set: Professional, Technical, Casual, “Warm and Fuzzy”, etc.

Do you currently have a “Domain Name” (e.g. mycompany.com, etc.)
Yes, it’s __________________________________________________.

If not, what domain name would you like to establish? Remember, the shorter the name, the less likely it may be misspelled when entered in a browser and use only alpha or numeric characters. Spaces are also not allowed in domain names. (You can always check domain name availability by visiting the http://www.netsol.com web site.)

Choice #1 _________________________________________________

Choice #2 _________________________________________________

Choice #3 _________________________________________________

Determine Your Target Audience

Determining who will be your target audience may be the single most important factor in developing your web site…

Who will be your primary target audience? (professionals, home computer users, business-to-business, age group, income, etc.)

Who will be your secondary target audience?

What do you feel you have to offer to your Target Audience? (i.e., Why should they visit your web site, use your goods or services, or become a member of your club or organization? It’s helpful to think in terms of “What’s In It For Me?” as a member of your target audience in order to attract them to your web site.)

What are some of the things you believe will help you reach your Target Audience via a web site?
Web Site Contents

Second to determining your target audience will be deciding on the actual content to be incorporated in your web site. Below is the typical “basic” content that would be in contained in either a business web site or a club or organization. On page 12, is an organization chart for you to complete to help you plot the contents you feel need to be incorporated in your web site.

The basic web site contents for businesses would most likely include:

· Company information aka ”About Us”

· Goods and Services you provide with sub-pages detailing more information.

· Products for Sale (if contemplating e-commerce).

· Locations or List of Distributors where purchases made be made or products ordered.

· On-Line Contact Form (sent to your e-mail address).

The basic web site contents for clubs and organizations would most likely include:

· Club or Organization information aka ”About Us”

· Services you provide members (which may also include sub-pages detailing more information).

· Meeting Calendar with meeting locations.

· On-Line Newsletters in either an HTML or Adobe Reader format.

· On-Line Contact or Enrollment Form sent to your e-mail address.

Use the flowchart on page 12 to begin organizing the content on your web site, from the “home” page through the main and subsections your site will contain. A good analogy would be to think of your website as a three-ring binder with tabs. The binder cover is your home page, containing descriptive information about what you’ll find inside the binder. Each main section is the individual “tabs” with various topics (subsections) organized behind each tab. Like a binder, you can have a number of pages (or subsections) located within each “tabbed” area.

Use the other forms in this kit to keep the required tasks/responsibilities on track as well as a page-by-page content worksheets.

Be prepared to provide the copy you will want on each page of your web site. Many design firms will also have copywriting services available, but since no one will know your business or organization better than you… you will probably be your best spokesman.

“Content is King!”

Graphics and Colors

The Internet has become a very graphic medium. While early on, web pages were primarily text-based they have evolved to rely heavily on graphic elements and in most cases, the actual amount text has been reduced to a minimal amount.

There are 216 “Web Safe” colors – those that render well in the two most popular browsers. When deciding on the colors your site will use, it is recommended that you visit www.arborcorp.com/colors to review the web safe color chart. You may wish select a single color for the primary background (though white will produce the most readable page) and then select four to five accent colors to use for navigation and accent graphics. 

A word of caution… the overuse of graphics or dominant colors may lead to a confusing marketing image and the actual content and message you are trying to convey may not make the impact you intend. You should err on the side of caution when it comes to the use (or should we say overuse) of color in the web site.

Web images should be in either a JPEG or GIF format for cross-browser compatibility. Most photos are in a JPEG format (aid in quicker download time while also supporting the greatest number of colors) while most graphics will be in the GIF format for better resolution. 

If your primary target audience will be home-based users, the amount of graphics and/or multimedia movies should be minimized to decrease the actual download time for your pages. Pages that take longer than 30 seconds to load on a 28.8kb modem connection tend to send visitors away from your web site… they will regard it as “too slow” loading in their browser. This consideration will change over the next 2-5 years as many more home users begin using broadband connections, but that currently represents less than 2% of home users.

Plan on providing your web site developer with any and all photos and graphic images you currently use to incorporate within your web site.

Finally, always remember, your web site “Marketing Image” should reflect your current image or an image will need to be created for use in the web site design.

Customized Programming and Special Requirements

Many web sites will have customized programming or special requirements for their visitors. Items such as downloadable files (most commonly in a Adobe Reader format), inclusion of multimedia presentations (RealAudio, RealVideo, Flash, Shockwave), and customized content based on a visitor’s preferences (usually set-up via database or using “cookies”) are also becoming extremely popular. Incorporating web applications to reduce the amount of time their employees spend “key punching” information while speeding up the overall customer service process can be valuable.

Multimedia Pros and Cons

Try to avoid adding multi-media just because you think its “cutting edge” technology or “cool.” Multi-media should be an accent to your overall message and not take away from your actual web site content. Constant movement may take your visitor’s eyes away from the real content you’re trying to communicate. In addition, users with slower Internet connections will also not appreciate the longer download times associated with large multi-media files.

Database Integration

Incorporating database information is a quick and easy way to either customize content for a specific visitor or maintain a lot of information that can be quickly retrieved (or searched) by a web site visitor. Common database applications will maintain product lists, pricing, availability, etc. Many companies also use database applications within their web sites to reduce their internal record keeping methods and speed up the customer service process.

On-Line Forms

Since the completion of an on-line web site form (pages with specific fields in which visitors enter and then submit information) is voluntary on the part of web site visitors, it is an ideal way for your site to work for you 24/7. Commonly used for basic contact or to request specific information, the information contained in the forms is submitted either via e-mail to you or is stored in a database (or both).

Pop-Up Windows

Pop-up windows can be useful when there is some advantage in keeping the original window visible at the same time. But, using “in front” or “in back” pop-up windows for off-site ads, etc. has become such a common problem that many visitors now have pop-up blocking software installed on their computer. As a consequence, the use of pop-up windows for critical information should be minimized.

Custom Scripting and Applications

Depending upon your needs and the needs of your web site visitors, adding “web apps”, (small programs or scripts designed to function as calculators, dynamically create calendars and the like) may be a useful addition to your web site design. 

Intranets and Extranets

Intranets (networks usually located within the same physical office) or extranets (in reality intranets that can be accessed via the Internet anywhere in the world) are also becoming popular methods to share information within a business or organization. Usually, these types of web sites use security features allowing only authorized users to access the information they contain or make data changes to be shared with others.

An Overview of the Development Process and

Marketing

The flowchart shows the normal web site development process used by many web site developers.
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Frequently Asked Questions

Isn’t the Internet and the World Wide Web the same thing?

No, although many people use the words interchangeably, they aren't. The Internet is a worldwide network that links various computers together while the World Wide Web is only the portion of of the Internet that uses the hypertext transfer protocol (HTTP) method for communication.

What is a web site host?

A web site host is the World Wide Web server where your web site is stored and accessed by other people. Some web site hosts also provide access to the World Wide Web and are called Internet service providers (ISPs). If your web site host does not provide you with Internet service, you will also need an ISP, such as America On Line or other Internet access method.

What is SSL security?

A protocol to enable encrypted, authenticated communications across the Internet. Web sites will use SSL security to send personal information from a web site visitor to the web server that is encrypted (meaning it cannot be read by anyone who intercepts the information). To have SSL security, a web site is required to have a security certificate issued by a recognized authority. The certificate, which in reality is a chunk of information (often stored as a text file) that is used by the SSL protocol to establish a secure connection, means the web site owner has been checked by the authority issuing the certificate. When connecting via SSL security, the prefix “https:” vs. the standard “http:” is used. When connected in this manner, the visitor’s browser will show a “locked padlock” and they may receive a message that they are viewing secure information. As a general rule, all e-commerce systems will use SSL security as part of their “checkout” process.

What’s the difference between an Intranet and an Extranet?

There really isn’t much difference between these two terms. Generally intranets are web-based networks usually located within the same physical office while extranets are nothing more than intranets that can be accessed via the Internet anywhere in the world. In reality, extranets are more popular since they provide selected access from anywhere and incorporate security features allowing only authorized users to access the information they contain or make data changes to be shared with others.

What are “Cascading Style Sheets” aka “CSS”?

CSS is a standard for specifying the appearance of text and other elements. CSS was developed primarily for use with HTML in Web pages. CSS is typically used to provide a single "library" of styles that are used over and over throughout a large number of related documents, as in a web site. A CSS file might specify that all numbered lists are to appear in italics. By changing that single specification the look of a large number of documents can be easily changed.

What is a “Domain Name”?

A domain name is a unique name that identifies an Internet site (e.g., www.microsoft.com or www.hftpchicago.org) Domain Names always have 2 or more parts, separated by dots. The part on the left is the most specific, and the part on the right is the most general. A given machine may have more than one Domain Name but a given Domain Name points to only one machine. 

What’s a “cookie”?

The most common meaning of "Cookie" on the Internet refers to a piece of information sent by a Web Server to a Web Browser that the Browser software is expected to save and to send back to the Server whenever the browser makes additional requests from the Server. Depending on the type of Cookie used, and the Browsers' settings, the Browser may accept or not accept the Cookie, and may save the Cookie for either a short time or a long time. 

Cookies might contain information such as login or registration information, online "shopping cart" information, user preferences, etc. 

When a Server receives a request from a Browser that includes a Cookie, the Server is able to use the information stored in the Cookie. For example, the Server might customize what is sent back to the user, or keep a log of particular users' requests. 

Cookies are usually set to expire after a predetermined amount of time and are usually saved in memory until the Browser software is closed down, at which time they may be saved to disk if their "expire time" has not been reached. Contrary to popular belief, cookies do not read your hard drive and send your life story to the CIA, but they can be used to gather more information about a user than would be possible without them.

Need more information about Internet terms? 
Visit http://www.matisse.net/files/glossary.html to find out more definitions.

Task/Responsibility List

Print as many copies of this page as necessary to cover all of tasks associated with creating or your web site.
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Structural Overview

Use the chart below to create an overview of how you believe your web site should be organized.
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Page-by-Page Breakdown/Content

Print as many copies of this page as necessary to cover the content of your entire web site.

	Page Title:
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