DESIGNING AND PUBLISHING A WEB SITE

Answering the following three questions will help inform the development of your web site and assist in determining the content.

I. WHY

a. Why does your program need a web site?

II. WHO

a. Who is the target audience for your web site?

III. WHAT

a. What information do you want your web site to convey to your target audience?

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

	why
	who
	what

	Information
	The Community
	Organization Mission

	Communication
	The Public
	Organization History

	Marketing
	Volunteers
	Organization Background

	Recruiting
	Staff
	Contact Information

	Retention
	Potential Volunteers
	Recruitment Information

	Volunteer Support
	Colleagues
	Resources for Volunteers

	Staff Support
	Supporters
	Events and Activities

	Public Awareness
	
	News


	suggested pages for your web site

	Home (Index)
	Include items you want users to see upon opening the site.  Include GAL mission, navigation bar, basic information about the program and what volunteers do, recruitment notices.  



	About GAL
	Include history of GAL program, other factual information about



	Contact Page
	Include GAL office mailing and physical addresses, main office number, fax number, and staff names, telephone numbers, and email addresses.



	Training
	List upcoming training opportunities and include dates, locations, and contact information.



	Resources & Links
	One-stop resource for volunteers – include local human service agencies, law enforcement, government, forms and documents, articles and research.



	News
	Announcements, news articles about GAL, etc.



	Events & Activities
	GAL sponsored or community events of interest to GAL volunteers.



	Attorney Advocate Page
	Ask your Attorney Advocate to provide he would like to make available to volunteers



	(Nonprofit Support Org)
	If there is a nonprofit organization that supports your program (such as Friends of GAL) include a page for them on your web site if they do not have one of their own.




HOW TO ENSURE YOUR WEB SITE SERVES ITS PURPOSE

1. Theme:   Have a concept for the theme you want to convey.  GALs do serious work, but there is room for fun stuff and a little levity in the appropriate place.

2. Organize:  Make sure the site is easy to navigate and easy to read.  Have a plan for the content of each page and be consistent.

3. Design:   Be careful about font, color, and graphics.  Limit the use of “bells and whistles” so the site is not busy or distracting.

4. Create a Community:  Talk directly to users.  Use quotes, photos, clip art, mention volunteers and staff by name.

5. Create Familiarity:  Give recurrent features a name, such as “GAL Factoids,” GAL Stat Box,” “Resource Highlight,” Volunteer Spotlight.”

6. Keep it Current:  Review, revise, and update frequently.

7. Proofread:  Check for grammar, spelling, names, dates, research.

8. Encourage Ownership by Volunteers:  Create areas appropriate for submissions from volunteers.

9. Respond to Input: Be responsive to input from audience.

10. Webmaster:  Designate a Webmaster and limit management of the site and revisions to that one person to ensure consistency, timeliness, and responsiveness.

11. Helpful Hints:

a. Visit all other GAL web sites to get an idea of content and what does and does not work well.

b. Be careful about the use of photos and copyrighted material.

c. Brevity works best on the Internet when possible; keep material short and concise.

d. Scan documents as PDFs to avoid re-typing.

e. Link to sites instead of copying document to your web file so you will not have to update the link when changes are made to the document.

f. Leave a little white space on each page to enhance readability and break up text on the page with color and other components.

g. Avoid too much variation in font size, type, and color.

WEB PAGE DESIGN PROGRAMS

You will probably use one of the following:

I. Front Page

II. Microsoft Word

	TERMS TO REMEMBER

	Domain Name
	The name of your site. Ex: wakecountygal.org.  Once it is registered, no one else can use the name.

	Web Site Address
	www.wakecountygal.org

	Publish
	Simply means to “upload” your files to the host company’s server making the site visible on the Internet.

	Browser
	i.e., Explorer

	Web Host
	The company that stores your web site files on its server and charges a fee for registering the domain name and hosting the site.

	Server
	A powerful computer – this is where your web host stores your web site

	Tutorial
	A tool provided with the software to allow users to learn and use the application – it is an automated “lesson.”

	Wizard
	Wizards provide templates and pre-formatted documents or applications.  All of the work has been done.  You select, personalize, and save.

	Navigation File
	This file is set up automatically when you use a Wizard.  It is an organization chart that shows your pages and sub-pages and determines how your Navigation Bar works.

	Navigation Bar
	The automatically generated list with links to the pages of your web site.

	WWW
	World Wide Web

	HTML
	Hyper Text Markup Language (web pages are nothing more than text files with instructions for your browser – the instructions are commonly written in HTML)

	FTP
	File Transfer Protocol (transmits files or HTML over the Internet)

	HTTP
	Hyper Text Transfer Protocol (transmits files or HTML over the Internet)

	Front Page Extensions
	This will be important if you use Front Page.  Your web host will have to activate “Front Page Extensions” for your site to function properly.

	Propogate
	A web site populates the Internet and various search engines – this means when people look for your site, search engines can find it – this takes a few days after you initially publish.


WEB BUILDING FOR DUMMIES

I. If available, complete the Tutorial before starting.

II. If available, print out the instructions provided for building a web site.

III. It is not necessary to have knowledge about HTML.

IV. It is relatively easy, but it takes time to input the content.

V. You can work on the site until it is perfected; no one can see it until you publish.

VI. Domain Name:  Select your domain name – example: wakecountygal.org

VII. Open the program’s Wizard, select a template or theme, insert your organization’s information, name, and save (you can use blank pages if you are comfortable doing so).

VIII. Use Tables to contain your content on the pages.

IX. When naming files, use lower case letters, no spaces, no ampersands (&) or other symbols.

X. Rename image files so you can see what they are by the name.

XI. Some hosts require that the home page be named “Index” in the Navigation file.

XII. Usually, when you have received your user ID and password from the host company, you will publish your site to your FTP address instead of HTTP.  After your site has propogated, you will publish to your HTTP address.

XIII. You must be logged on to the Internet to publish your site.

XIV. Remember, depending on the computer used, publishing a site can take up to a few hours.

XV. Preparing to Publish:

a. Review and proof

b. Test all links

c. Verify names, telephone numbers, and other information

d. Publish the site and test pages and links while on-line

e. Have another person review the site before and after publishing

XVI.
Revising Your Web Site:  Make changes to the file on your hard drive and publish the revised site to your host’s server. Your options are to “publish all pages” or “publish changed pages only.”

ANNOUNCE YOUR SITE

Send an announcement about your web site to your intended audience. Include a note on your Home Page stating that the site is a work progress and asking for feedback.

WEB HOSTING COMPANIES

I. Select a web hosting company (HosTek is a good and inexpensive hosting service – they have a nonprofit package).

II. The fee will be paid monthly or yearly.  Once you pay the fee, you will receive a user ID and password for publishing and managing your site.

III. They will register your domain name. Remember to use the .org extension.

IV. They will host your web site on their server and make it available on the Internet.

V. Web hosting packages include technical support but they will not design your site (this a much more costly service).

VI. Remember, the web site file on your computer hard drive is not the site seen on the Internet – the site you published to the Internet is the site seen by visitors – if you make changes to the site on your hard drive they will be only be visible on the internet when you publish the changes.

VII. Email:  Web hosting companies provide email as part of your hosting package.  If you decide to use the email service, it will involve more work to manage the email accounts.  For smaller offices, use of the email service by volunteers might be good.  Email addresses will be volunteername@yourdomainname.org.

VIII. Information You Will Provide to the Host Company:

· Primary contact name and contact information 

· Business name and contact information

· Domain name (including domain type - .org)

· Terms for search engines (guardian, volunteer, advocacy, child abuse, neglect, etc.)

· Payment option and corresponding information, such as charge card information

NOTE:  See the Handout: Publish a Web With Front Page
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