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Website Development Documentation

Working Guidelines

About These Guidelines

This document explains how we partner with you to create and maintain your website. It is a partnership as both parties will work cooperatively throughout the process and together harness numerous skills, resources and services to produce the objectives of establishing your business online.

About Us

We are a professional Cambridge based Internet Development company that provides a wide range of solutions to enable small to medium sized businesses to establish a credible and profitable online presence.

Our solutions cover the complete design and implementation cycle needed to take your business goals and objectives onto the Internet, in order to grow sales leads.

Our expertise covers a number of areas that enable businesses to establish themselves on the Internet and benefit from all the options available to create a successful online presence. These include some of the following:

- Domain Name Registration and Management

- Robust Web Hosting Plans optimised to ensure your website is efficiently managed and operational 24/7

- Website Layout and Design using standards compliant code for accessibility and flexibility
- Bespoke E-Commerce solutions to enable you to earn money immediately from the Internet

- Content Management Systems whereby you take control of your website

- Site Optimisation to drive more traffic to your site through numerous strategies and campaign controls

- Effective E-Marketing to keep you connected to your customers and generating new business

- Training that will help you or your staff make the most from your site

- Expert Consultation that brings clarity and a roadmap for you to grow and expand into new areas of online sales as   your business expands

At present, you may not have any website, simply an idea to take your early concepts or business online. We are able to come along side you, shape your ideas, advise on current technologies to help your ideas take off successfully online and ease the transition from a traditional business set-up to the dynamic world of doing business on the World Wide Web.

What Are These Guidelines For?
Having clear documentation assists both you and us in a number of ways before the process of building your site begins. It is important that such documentation exists at the outset of working together as it helps in the following ways:

1. Effective Project Management – If we know what the requirements are, we can both work to the same ends ensuring the project is accomplishing what it should do along the way and in the final product itself

2. Manage Expectations – Frustration can creep into a working relationship if either party does not understand what they are supposed to do or it is done different to what they expected or thought would happen. By outlining what we do and what you do, this potential weakness is reduced, letting all concerned get on with what each party should be doing.

3. Set Milestones – Milestones enable us to measure the progress of the project. This will typically include setting up hosting, purchasing domain names, approving designs, finalising web content to the ultimate signing off the project as finished to the satisfaction of all. You will be advised what milestones are incorporated and when they have been reached along the way. Agreement on Milestones greatly helps our partnership and ensures your website is built within the time frame requested.

The Process

How does the process work of getting from A to B, from an idea to a fully developed website?

A number of things have to happen to get your site operational within the deadline that we have all agreed upon. Delays may be introduced into the process if either you or we do not commit to the appropriate steps. Therefore, it is essential to know what is expected from both parties to minimise disruption and create a positive working relationship.

Some of these steps are of a technical nature and largely carried out by us. Other areas will be undertaken by you to make sure work can move ahead. Your role in this process will be outlined shortly and it is crucial to the development of your site, your satisfaction and in exceeding the expectations for your website.

Typical Stages of developing your website will include the following areas of co-operation between you and us:

Domain Name - What will the name of the website be? Once agreed, names are registered and managed by us on your behalf.

Hosting requirements – Configuring the necessary hosting package that is right for the site now and allowing for any future growth and additional functionality. Once agreed, hosting is set up and ready for development of your website.

Imagery & Site Colours – You may have strong ideas about the colours to use on your site. You may, also, have corporate branding and logos that need to be incorporated into the final design. These will be needed upfront to help us mock up potential site designs at the earliest possible moment for you to sign-off this phase and for us to commence site design.

Site Structure / Outline – This is a detailed breakdown of what pages the site uses. For example, an ‘About Us’ page. Text will be needed for such a page that can be inserted into the design or the database if a Content Management System is being developed for you.

Site Functionality – Agreement and clarity on what the site is supposed to do. For example, if your site is an online store, then functionality might describe what happens when a user clicks on a product. What happens next and after that? We would describe the clicking of the product on the screen as an ‘event’. We then breakdown the event into descriptions of what the website should do upon that click.

In the example of our online shop, a click is made on a product; this opens a detailed description of the product. 

On this page, you can add the product to a shopping cart, maybe then checkout or continue shopping.

Agreeing functionality helps us understand the work necessary to make the events happen successfully.

If this is clear, then it becomes much easier to develop other parts of the site simultaneously as we understand how each part contributes to the make the whole happen.

Administrative Elements – Will you require Email accounts on your new web address? How many? Online Forms are a useful way to capture user input. What information will be needed from users of the website and to whom is this information to be sent to? What back-end functions do you require to administer your site more effectively? 

Questions like these provide us with a clear schedule of developmental tasks to carry out. Many obvious questions can be answered upfront but others will come into the process at a later stage as a result of our interaction.

This is normal and we encourage you to communicate your queries with us so a smooth development cycle is maintained and you fully understand every aspect of your website during this phase.

Please Note: During development, there are, invariably, a number of revisions to be made to your site and its content. Documentation, such as this Guideline, is designed to minimise surprises and manage expectations better. Of course, changes are necessary and we work with you to incorporate revisions, whether graphic, textual or functionality. If items are requested that are outside of the agreed Design Proposal and Quotation, extra charges may be incurred for their implementation. A maximum of three iterations is permitted but beyond this, additional will be charged at our Development Rate.

OUR Role In Building Your Website
We are involved with you throughout the whole process, from initial discussions to the final deployment of your solution online. 

To help you understand what we do and need you to understand that we do, we have broken down these areas of our expertise and involvement for you.
1. We will register any domain names required for setting up your site, including domain names that will not be used for the site but reserve them for either future use or to make sure they remain your exclusive property.
Typically, when registering a domain name, we will also register variants. For example, .com, . co.uk, .net and any required .org. There are many variants on domain names and suffixes. It is not assumed you will want variations and this will be agreed before development begins.
You may already own your chosen domain name(s). If so, we are happy to manage these for you. If you are choosing your website to be hosted with us, it is preferable and easier for us to manage the domain name(s).
2. If you chose to host with us, as the majority of our clients do, we will set up hosting services on our servers for your website. Our servers are professionally managed and installed with the latest server-side software to ensure your website operates at an optimal level. We will monitor your website on our servers and from time to time, carry out any necessary maintenance work to ensure the highest technical performance of your site.
Charges for our hosting packages are paid for 12 months in advance and are quoted and detailed as such within our standard Web Site Proposal & Quotation.
You will have a Control Panel that will permit you to carry out certain functions on the server, specific to your site. This may include setting up new mail accounts, accessing visitor statistics, managing the files that make up your website, etc.
3. We will provide a provisional design and layout of your site based upon initial discussion with you. At this stage, it is not a fully functioning site but designed to give you a feel for appearance and the inclusion of your theme and corporate colours. Sample content will help you see how your content will sit within the pages as well as how the site navigation works to arrive at the various pages. 
Discussion and agreement is critical at this point to make sure we are both satisfied with the design concepts. From agreement at this stage, site building begins in full.
4. We will incorporate your content into the site or site database, if you are purchasing a Content Management System. 
5. If other site functionality has been requested, management and implementation of this. For example, if our E-Marketing Software has been requested, we will install, test and deploy this as part of the site build.
6. Thorough testing of site features and any requested administrative features. Examples may be mail managers, secure log-ins, online forms.
7. We will report on the progress and completion of all major milestones achieved on the way. Mutual agreement on this is important to ensure you are happy with the progress and the overall objectives are being accomplished.
8. When your site is ready for full deployment, we will inform you of any final requirements from your side to make sure deadlines are reached. Typically, these are small details but nonetheless, the absence of them can hinder finally going live.
YOUR Role In Building Your Website
You know your business better than us. You will know what you want to say about your company, what you do, where you do business, etc. These thoughts form the basis of the raw content that will eventually be merged into the pages of your site, into meaningful content, whereby visitors will know how to interact with the site, your services and your products, and ultimately form their impressions of you.

One of your most important roles in building the website with us, is the supply of content that will be used for the pages of your site. This among other things is a key function that you will have during the duration of our partnership building your site.

The areas of your website that you need to pay attention to, and those which you will be required to undertake include:

1. Site Content
Preparation of the text and any relevant images to be used on the pages of your site. From the Site Outline, you will know what pages your website will contain and therefore can plan and write the text for each page. Please bear in mind that for sites to communicate properly, they will generally need more than one line of text. This is especially true when considering your site getting noticed by search engines. If you are not particularly confident about writing content, then you should ask someone who is capable of providing this type of content. Text can be supplied via Word Documents or any format. Emails can be used to send on content as they can be archived for future reference.

Any images you require for the site can be sent to use in the post or via e-mail. We can work with various industry standard formats. If needed and requested, we can take additional photography for your site. This will be charged accordingly in the Proposal. Any use of professional stock images that we procure for use, will be included in the cost that we will provide in our Proposal.

From our experience, the stage of development that prolongs development and hinders progress consistently is the supply of content from client to us. In the past, without documentation, assumptions have been made that we write content for websites. This is not the case. We do ask you to bear this in mind and as the site will be severely hindered without it, we ask you to give diligent consideration to this critical area and have a plan for creating your content.

From agreement to build the website, there is an agreed period for the content to be prepared and you should do your best to adhere to this for the benefit of all concerned.
Initially, we will not need all content upfront, but at least 50% of content should be passed on in the formats mentioned previously. The remainder will be requested during the remaining stages of development and it should be available to us to preserve any deadlines that have been mutually agreed upon.

If you are relying on content from third-party providers, you are responsible for collating this and passing on to us at your earliest convenience. If this is a significant part of your site content, you may find providing supplementary guidelines to them useful in obtaining the content sooner rather than later.


2. Corporate Branding
Any company logos or branding that you would like incorporated into your site should be passed on to us for use in our graphic preparation. If you do not have a corporate logo but would like something designed for your site, we are happy to provide a quote to design bespoke branding for your business and the website.


3. Corporate Advertising
Please make us aware of any strap lines your business uses. 
‘We are the #1 UK paper distributor’ is an example of a strap line. Knowing these details can help us with layout of graphics and placement of textual elements.


4. Supplementary Details
The names of relevant personnel, to whom form data should be sent, must be passed to us. If you/ they are using email addresses that are already set up, please supply details so we can incorporate these into our coding.


5. Deadlines
Please observe any mutually agreed deadlines and aim to meet them. This helps our development team and will mean your website is ready when required and often before.
If you cannot meet a deadline, please let us know, so adjustments of the project’s schedule can be made. This will be rare but, nonetheless, can happen.
In the instance that we are unable to meet a deadline, you will be informed and a speedy resolution offered to get all concerned back on track.


6. Communication
Please ensure all communication from us is answered during the phases of building your website. From time to time, it will be necessary to check certain information with you or make a request for additional material. Delays are caused when emails or phone calls go unheeded over time and the result will certainly mean missing deadlines and creating tension. This can happen unintentionally and we do realise you will not be contactable all the time.

Likewise, if you are unable to reach us, please leave a message either on our office line, 0870 8998 101, or via email and we will endeavour to respond within 24 hours.

Signing Off Your Website

The most exciting phase of building your website is the day when all milestones have been met, agreed upon and the day arrives for the signing off. This is where we both review the original objectives, site functionality, pass all the debug tests of the site and you are satisfied that all has been completed according to the Proposal & Quotation.


If so, the site is ready to be deployed live on the Internet. Deploying is usually a quick process and the results are instant to see. At this point, your website is officially ‘finished’ and the remaining 70% or any outstanding amount will be due and accordingly invoiced by us. 

We are happy to go through your site’s functionality after signing off and advise you of how to make the most from the site and your hosting or any other service you have purchased from us.

Ongoing Development

Finishing your website is by no means the end of interaction with us. You may desire training, extra functionality, graphic work or a number of new features not included in the original commission of your site.

We are happy to discuss the additional features with you and quote accordingly.

If you are seeking changes to site pages or additional graphics to be added to your site, for example, charges are made at our current Development Rate. Further details available upon your request.

Adding features such as E-Commerce or Content Management will be quoted separately as a project. Further details available on request.

If we are hosting your website, we provide 24/7 management of the server’s functionality. Should there be an issue with one of our servers and your service will be disrupted as a consequence, we will inform you and work to ensure minimum disruption to the web services we supply to you.

Hosting is payable annually and you will be invoiced every 12 months for payment for this. Your first year of hosting is included in the costs for building your website and outlined in the Proposal & Quotation as such.
Failure to pay within our payment terms for your hosting will result in a loss of service and suspension of your hosting account with us.

If we have registered domain names on your behalf, these will typically be renewable every two years. As the renewal date approaches, you will be invoiced to cover the ongoing renewal and management charges.
Failure to pay within our payment terms may result in non-renewal of your business web address, i.e. domain name, and a competitor may purchase it. It will also cause your website to be inoperative due to non-resolution of the domain name.
Support

In the event of you needing to contact us to request technical support, you can do so in a number of ways:


· Email: support@101netsolutions.com
· Phone: 0870 8998 101

· Mobile Support: 0791 258 0422

You may require Support in the event that your website becomes temporarily inaccessible, mail accounts are not sending/receiving mail, site forms not working, Content Management System not modifying your site and other functional issues that are provided for as part of the site agreement.

If your needs are outside of Support, they may well be Development issues and we are happy to discuss your requirements to add extra functionality to your web application.

In Conclusion

Your online presence is an important element of your marketing and with the growth of the Internet, the most critical advertising opportunity you have. Building a profitable, credible and highly visible website takes time, resources and effort to make it happen and exceed expectations on both sides.

We are committed to making your website an effective platform to grow your business online and generate new customers for your products or services. Working together as we have outlined in these Guidelines will ensure we arrive at Sign-Off contented, passionate about the product and ready to harness new technology to your advantage.

After reading these Guidelines there may be questions you wish to ask. Please do not hesitate to contact us. We will be glad to talk you through any aspect of these Guidelines or indeed any question pertinent to partnering with us to build your business online.
Thank you!
Contact Us

Please contact us in the first instance by the following means:

Telephone: +44 (0) 870 988 101

Email: info@101netsolutions.com
Website: www.101netsolutions.com
101 Net Solutions Ltd

Cambridge, UK.

Registered in England and Wales.

Company Number: 05636529

Registered Office: The Old Bank, 205-207 High Street, Cottenham, Cambridge, CB24 8RX, United Kingdom.
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