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A guide to help you get your  

small business on - line  

efficiently and painlessly  



 

  
Introduction  

Most businesses fail due to poor planning and a lack of a business plan.  Good planning makes 

good business sense and planning your website should take the same approach.  Use this tool to 

help you create your website.  With this plan completed you will be ready to talk to the web designer 

of your choice, or build your own site. 

ñMap out your future, but do it in pencilò Jon Bon Jovi 

Letôs start with some basic information on what you do and how wonderfully you do it. 

Company Name: 

 

 

Who we are: 

 

 

What we do: 

 

 

How we are better than our competitors: 

 

 

 

 

 



 

 Home or Landing Page  

All websites start with a home or landing page.  This page will create a lasting first impression.  You 

need to be clear about  what you do and why someone should enter your site. 

Rules for driving traffic to your site:  

Have a clear and direct headline: 

Your landing page should be designed so the headline is the 

first thing a user sees upon landing.  Make sure the headline 

is a direct and simple statement of what you are trying to 

accomplish. 

 

 

Place high value on whitespace 

Users scan the text and take away only SOME things that they use to make a decision.  Clean use 

of space allows users to scan and absorb key messages you want them to absorb. 

 

Deliver Short Direct Messaging 

The long version will go on subsequent pages if they are 

interested.  The landing page should be completely visible 

at a glance . 

 

Have a persuasive message: 

Every great salesman has a message they use to persuade 

prospects sitting on the fence.  Think of your landing page as your online salesman.  Like the smell 

of home made bread cooking on a cold winterôs day ï get their interest going. 

 

Do: State their problem and how you are the solution. 

Donôt: Give away all your secrets ï too much information will confuse and bore your readers. 

Do: Include a clear and concise description of what you offer.  What do they want, what can you 

deliver and how  - with honest content. 

Donôt: Include your mission statement ï it is an internal measure of your standards and most 

customers are not interested in reading it on the home page, it belongs on another page. 

Ask us about  

custom  HOLDING 

pages while your 

site is being built 

Trust is still  

incredibly  

persuasive 



 

  

 

 

Affluent 
 Cozy  Humorous  

Animated  Crisp  Interactive  

Artistic  
Culturally spe-

cific 
 Metro sexual  

Boomers  
Disability Ac-

cessible 
 Practical  

Casual  Dramatic  Reflective  

Child Friendly  
Easy to navi-

gate 
 Rustic  

Conservative  European  Senior Specific  

Contemporary  Folksy  Simple  

Cool  Formal  Traditional  

Corporate  
Gender Sensi-

tive 
 Warm  

      

      

      

Look and Feel  

Make the site tie in with other marketing material.  Take this time to decide on 

a consistent image and corporate colours that give the message you want to 

convey.  Colours can be a strong indicator of the image you want to portray. 

Think of words that describe how you want your website to look.  Check the 
boxes below to indicate the overall thoughts on your site and how important it 
is for you to have your site accessible for those with disabilities: 



 

 Content  

The content of your web pages must be written in a clear and concise manner.  Write your web copy 

yourself, or consider getting a web content writer to do it for you.  Writing for the web is very different 

than writing in any other form.  The web is not just a printed page put into electronic format; it is an 

art form all to itself.  To entice the reader you must write in ñchunksò.  A visitor will get bored very 

easily and move on with no sense of loyalty to you, the writer.  

 

 

 

 

Writing for the Web: 

ü High light keywords.  Hypertext links serve as one form of highlighting; typeface variation and 

colours are others. 

ü Meaningful sub heading (not clever ones). 

ü Bulleted lists. 

ü One idea per paragraph.  Readers will skip over any additional ideas if they are not caught by 

the first few words in the paragraph. 

ü Be solution orientated.  State the problem, be the solution. 

ü Use the inverted pyramid style ï start with the conclusion and let people read the journey if 

they want to. 

ü Half the word count or less, than conventional writingéthis is the quick fix TV generation. 

ü Use spell-check. 

ü Write at a grade 8 level. 

ü Include gratuitous or free items to make sure people return to get some more free item like 

recipes, stain removal tips, technical tips, workbooks and articles and become frequent visi-

tors. 

 



 

  

Subpages or Sections Secondary Pages 

Home Page 

Site Map Navigation.   

 

This page will help you organize your site and decide which page 

goes where and how they link together.  



 

 

 

Forms 

These are used to collect information from your audience and can 

be simple contact forms or more complex ones that put informa-

tion into a database 

 

Newsletters 

A  wonderful way to keep in touch and inform your audience of 

news and happenings in your company 

 Blog An online interactive diary or log of events 

 

Events Calendar 

Calendar - can be used to schedule appointments or show a se-

ries of events 

 

Site Search 

Enables your audience to search your site or branch out into an 

internet search 

 

Content Management Enables you to update and maintain parts of your site yourself 

 

Survey 

A number of questions can be asked to enable you to get some 

quick and instant feedback on a variety of subjects 

 Shopping Cart This will enable you to sell products or services on-line. 

 Live Support Enabling you to chat on-line with instant response 

 

Forum Facility to meet for open discussion about common experiences 

 

Polls 

A survey of public opinion from a particular sample of the popula-

tion.  .  Useful on intranets for anonymous employee input 

 

Quiz 

Questions are asked and instant percentage results can be shown 

on the same page.  For exampleò Do you prefer donuts or bagels 

at the meetings?ò10% say Bagels, 9-% say donuts 

 Surveys Observations and feedback for statistical purposes 

 

Communities 

A social group of people sharing an environment with similar inter-

ests and using an adjudicator for direction of the discussion 

 Bulletin Board Online forum or message board 

 

Skype 

Skype is software that allows users to make telephone calls  and 

chat electronically over the Internet  

Interactive Elements  

These can start small and be added over time as your site grows and evolves.   Interactive elements 

can add to the success of your website as people like to participate.  The cost of interactivity will 

make your website much more expensive to design, maintain and host as the backend services at 

the host provider may increase as well. 



 

  What others do well  

It is a good idea to know what the competition is up to.  Take a good look at their sites and pick out 

some things that you love and some that you hate.  Also look at other sites you like, not related to 

your business, check out their, colours, display, layout or interactive elements. 

 

Sit 

Notes or ideas: 

Competitive Sites: -Name Website Address 

  

  

  

  

  

 

 

Negatives  Positives  

  

  

  

Sites you likeðName Website Address 

  

  

  

  

  



 

 Strategy  

In order to develop and effective design, it is important to start with a well 

defined strategy for your website.  Without this design, you can start your site, 

then move in a completely different direction which will result in a poorly 

functioning site or total costly re-design. Start with a list of what you want.  

There are some examples below. Start small then add to the list. 

Rank Objective  

 Searchable database of information on our products and services 

 Communication Tool to provide company information like financial statements 

 

To increase sales as an information and distribution channel including self serve 

items 

 Contact list so people can contact us easily 

 Blog so we can publish articles about our industry 

 

Search engine optimization awareness to be built into site so we can expand on 

this in the future 

  

  

  

  

  

  

  

  

  

  

  



 

  

Demographic - age and gender Psychographic - Interests, Attitudes, and 

Opinions 

Female and over 50 Athletic and professional 

Male and 22 TV, Video Games, disposable income 

Female and 30 Single, saving for retirement and safety 

  

  

  

  

  

Target Audience  

Identifying your target audience is also incredibly important.  

To pinpoint who you want to ñsellò to, identify your target 

audience.  This is important as you would sell differently for 

example; kids toys with a target audience of ñmotherò, than 

you would stock and shares to adults with disposable in-

come. 

Who are they? Male? Female? 

Identify your target audience here:

 

And the demographic/psychographic profile to identify your perfect customer.  Here are some examples 

  

  

  

  



 

 

 

Colours  are very powerful.  

Red is the most emotionally intense colour.   

Pink is more tranquil.   

Blue causes the body to produce calming chemicals.   

Dark green is masculine, conservative, and implies wealth it is a calming, refreshing color.   

Cheerful sunny yellow is an attention getter.   

Purple connotes luxury, wealth, and sophistication.   

Solid, reliable brown is the color of earth and is abundant in nature.   

Black is the color of authority and power, white is light, neutral, and goes with everything.   

Remember different cultures have different meaningé.you cant catch them all, but try to be 
aware of your target market and if they may have some problems with your colours. 



 

  

Some rules:  

Rule of three is things should be found in 3 mouse clicks. Implementing the three-click rule 

might be just the thing to make your content more accessible and drive your site to the next 

level.  A good Web designer will consider the rule and then check it to make sure it works with 

the goals of the site.  Remember though, if you have seven poorly labeled menu items it's not 

going to matter what your users remember. 

Rule of Seven is the span of immediate memory is around seven items and could be applied 

Simple is good. 
Cramming too much into each page creates confusion.  Having to scan through rows of links and images to 

find what you are looking for will turn people away to other sites. 

 

Design is important. 
The overall look and feel of the site is the first thing your visitors notice, so make sure your site looks profes-

sional and attractive. 

 

Navigation should be easy. 
There are few things more frustrating than not being able to find what you are looking for on a Web site.  

Pages should be well-organized with a site map so people know where they are and where they are going 

 

Consistency breads familiarity. 
Visitors shouldn't feel like they have been sent to a completely different site each time they open a new page.  

Many home made sites or content management sites suffer from this inelegance. 

 

Develop for multiple browsers. 
Check sites in multiple browsers on multiple platforms.  What looks great to you in internet explorer on your 

PC will look totally different when seen with Safari on a Mac. 

 

Check the site for errors. 
These include typos, spelling mistakes, language that does not flow, broken links, and images that do not show 

up as you want them to or even don't show at all.   

 

Avoid templates. 
You have a beautiful site and then come across one that is so much the same, it is avoidable.  Be original, don't 

use templates, it shows. 

 

Avoid Blacklists 
There are many bad practices on the web, people suggesting things like keyword padding and white on white 

text.  There is nothing better than a well written site with honest content written to web compliant coding.  In 

these slow economic times, getting an inexperienced family member or friend to write your code is a false 

economy and could cause your marketing campaign to come to a complete stop blacklisted by search engines. 



 

 

Essential Pages: 

 

e are often asked how many pages we need to have on the site.  There are some things that need to be 

addressed within your site that can simple be dealt with using the 5 Wôs. 

 

 

Who ð you are  

What ð you do 

Where ðare you located 

When ðare you open for business 

Howðdo you do business 

 

 

 

Updates  

Will the website be updated by the webmaster or in-

house? Content management system can be updated 

by you after they have been designed, but can become 

very messy as each contributor puts his or her mark on 

the website. 

To keep your site ñstickyò (people returning back to your 

site) you need to keep your site updated and fresh by 

adding and deleting changing your content, sending out 

newsletters, entries in your blog. 


