Easy Websites
For website development software, try Microsoft FrontPage and take a class to learn to use it. Dreamweaver is a better program, but more difficult to learn. To publish a website that you have developed, go to a hosting site such as www.godaddy.com or www.tigertech.com; then follow the instructions in Section 2 to set up your domain name and hosting arrangements. 
Section 1 – Find a host and do-it-yourself website development services
If you are not using web development software, I would suggest one of the hosting sites that offer site builders to develop a simple site. Example: the 10-page Website Tonight package from www.GoDaddy.com. There are various goodies that come with it, such as the pre-designed templates, 'hit-counter' and e-mail forwarding.  
See a sample for Florida Suncoast - www.friendshipforcefloridasuncoast.org;  they used this package and I think they have a nice website. They began with just a few pages, but now have developed it nicely.
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All the information is on the Godaddy website; you pick your domain name and the plan you want and they charge it to you. Then you can set up your site using their software.
I have a site for another organization at Tiger Tech - http://www.tigertech.net.  They do not charge a fee for a domain name if you have them host your site. However, they don’t have do-it-yourself development services available. 

Another alternative is to publish your site at www.thefriendshipforce.org. See a sample for FF Northern Ohio at http://www.friendshipforceneohio.org/. Contact Jim Ecklund at ecklund@mac.com.

Most e-mail providers have options to set up a simple website with them if you don't want to spend much money on a site. But you may have a long domain name, as you are part of yahoo or some other provider.

Additional hosting/development sites are listed in Section 4 at the end of this handout.

Costs: You will set up a domain registration fee, which is renewable. Many hosting sites are now giving you the domain name free (it’s called competition). You will have monthly hosting fees, or you can get a price break for a longer time commitment.  On GoDaddy, our domain fee is $24.90 for three years - $8.30 per year. We also pay our hosting fee yearly, which is cheaper than paying monthly. We have a medium-sized site and pay $83.88 per year for hosting ($6.90 per month). My small site on TigerTech costs $48.90 per year ($4+ per month) with free domain name. However, TigerTech does not have site building help.
Section 2 – Set up your site
The more complete your information is before you begin, the less time it will take to put it into the website. No matter whether you develop your site using web software, or you use a development package on a host site, you need to do these things to get ready:

1. Have available your choice of a club domain name (such as www.friendshipforcehouston.org), have a second choice ready in case the one you want is taken. Select a password for publishing (putting on the Internet) the site.
2. Have available the contact information for your club (you want those interested to be able to find you!), such as a contact person in your club, your club address, your club e-mail.
Draw a diagram of the categories you would like to have; these will be the navigation devices you use on your website.  The title of your home page should be the name of your club. It is the entrance to your other pages. Under each page have subcategories that you link to other pages - such as information about an exchange, or photos from a particular exchange – see next section.
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Ex:

On the Dallas website, the major navigation buttons are Newsletter, Exchanges, Visit us (Club Profile of Dallas for incoming groups), Articles, Events (including meeting schedule), FFI, Past Newsletters, 2009 Conference (just for this year). 
3. Have in a Word or a text file the information you want to include in each category (Ex: on the Exchange page, your outbound exchanges, your inbound exchanges, past exchanges; on the Meeting page, your meeting schedule).
4. Have photos and art you plan to include  (Photos must be in a jpeg format with no spaces in the name of the picture - Ex: party_9-2008.jpg ), clipart, and logo for your club. You can only use jpg, gif or png images.
5. Have links (the web address / URL) to other organizations, your town visitor bureau, whatever else you want to include; have handy the e-mail addresses of people you reference so you can provide a link to the person.
6. Write down all the information about your account – including host’s website, your account number, your password - so you can access your account when you need to. Also write down your domain name and password. Give someone else in your club (president, treasurer) a copy of this information.
7. Have a credit card number ready to charge your fees to; I suggest one person (probably the webmaster) in your club use his/her charge card and then that person can invoice your club. 
8. When you enter all your information and photos, preview how it will look. Publish it to the Internet using your domain name and password. Then look to see how you look to the world!
Section 3 - Tips
1. Always remember the viewer. Your members want current, accurate information about events, interesting articles, and photos. E-mail and your website are the preferred ways you communicate with members.  Non-members, our wider audience, are interested in who we are as an organization, what we do, what we believe in, and what fun we have! You only have one chance to make a first impression about Friendship Force and your club. What would you want to see on the Home Page when you visit a new website?
2. Have an attractive Home Page.  Put some basic information about Friendship Force and your club on your home page, not just an Enter link to another page. Make it look easy to access your entire site. See #1.
3. Keep it current. There is nothing worse than a sadly out-of-date website. It will discourage viewers from ever coming back to it for information. Keep it up to date and add things constantly so that your own members will be eager to see what is new on it.
4. Strip the text of coding. Type all the information that you know you want on each page. Then, copy the text into Notepad or other small editing program. This will strip out all the formatting that Word puts on the text so you don’t have conflicting codes between Word and the website software. From Notepad, copy sections of text into each page on your website. Do any formatting you want in the website software directly. This is easier than trying to fix inconsistent formatting.
5. Beg, borrow, copy from other sites. I have information on the Dallas site that I am glad to share: info about FFI, exchanges with other clubs, conferences, festivals (from FFI), clipart and logos that I already have and use on the Dallas website. You may copy anything you want from our website. (For pictures or art, right click and select Save Image As; copy them to your website’s image folder.) FFI sends e-mails about exchanges; newspapers and organizations send you stuff about events. Use them unless you see a copyright. Even then, ask for permission to use items you want; I have never been turned down. I always credit the giver.
6. Use lots of photos and art. You can store a lot of pictures, even on the cheapest/smallest sites. We have about 1800 pictures on the Dallas Friendship Force website now and are not close to using the space we have. (See separate handout on photos sharing sites.)
You will want to reduce the file size of very large photos taken with digital cameras or scanned; most of our photos begin being about 2500-3000 KB, but are cropped and reduced to 125-250 KB with a maximum of 300 KB. You can store about 10 times as many pictures, and they don't take as long to come up on the screen. You can reduce file size using any photo editing software or on most digital camera software; or you can download a small free program (Image Resizer PowerToy) on the Microsoft website.
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Use your new FF logo; your club logo is available at the FFI site: www.thefriendshipforce.org. Click on Leadership Forum, then the Club Logo tab.
7. Use tables. Tables help you lay out text and photos to keep them centered on the screen, and to retain the spacing you want. You can also specify that the table is a box – to set some text apart. Be sure the width of the table will not force people to scroll side to side; the Dallas site is 700 pixels across, which means all text is visible even on small monitors.
8. Have consistent formatting. Use the same fonts, colors, themes and styles throughout your site. Use no more than two types of fonts, and use color-coding sparingly. Too busy or too many colors is confusing. Make your site look attractive and appealing.
9. Spell check. Look up how to spell the names of those exotic destinations and your own members’ names. Your typos are there for the world to see (literally!).

10. Use a consistent navigation system. All your navigation buttons should look the same. If you use underlined links, have them all in one place, all in the same format. Your viewer should be able to get to any major page on your site from any page – or at least, to your home page. Label your buttons and icons. Make it easy to get around your site. 

11. Link to other pages. Direct people to other pages within your site by providing links to other pages. Be sure to provide a way back – at least to your home page – if not all your major navigation links. Remember that if you provide a link to another website, your viewer has left your site.
12. Use bookmarks. If you have a very long page, people may need to scroll down a lot to find what they want. Try using bookmarks, which are links within a page to jump directly  to a subcategory farther down the page. See the Quick Look boxes on some of the long pages on www.friendshipforcedallas.org. 

13. Make subcategories. If you have lots of information resulting in a very long page, try putting the details on a separate page and providing a link to it.
14. Hit and Search. If your software allows, install a hit counter to let you see how many visits you get; a search feature lets viewers find what they are looking for easily.

15. Consider privacy. We do not list members’ phone numbers out of respect for their privacy. This is the WORLD seeing your site. Yes, this means your newsletter pdf file with phone numbers. If your viewer is on the Internet, he/she can use an e-mail address to contact you. 
16. Work around firewalls. When you attempt to publish your site, you may find your way blocked. If so, open your anti-virus software (Norton, McAffee, AVG) and temporarily disable the firewall. Then minimize it. After you publish the site, restore your firewall. (Minimizing it reminds you to restore the firewall.)
17. Getting listed on Google: Google is getting to be more prompt in adding new sites; your website will come up closer to the top of the list the more it is used and the more relevant it is to those who search.  You will not need to purchase an add-on Google package (which your host or developer might try to sell you). 
If you are developing in FrontPage or other software, add Keywords at the beginning; these are possible search terms that people might enter to find you or find Friendship Force.
Ex:

<title>Friendship Force of Dallas</title>
<meta name="GENERATOR" content="Microsoft FrontPage 4.0">
<meta name="Keywords" content="Friendship Force">
<meta name="Keywords" content="international homestay">
<meta name="Keywords" content="travel">
<meta name="Keywords" content="exchange club">
<meta name="Keywords" content="Friendship Force of Dallas">
<meta name="Keywords" content="international understanding">
<meta name="Keywords" content="world cultures">
18. Use the website as an information source. Continue to encourage your own members to be aware of and use your website so they can access all that updated information you put on it . It's for them as well as for prospects, other clubs, and the public. Use your web address in all your promotional material and publicity.
Section 4: Website development/hosting sites
These recommended hosting sites have site builder help and templates (you can use their software to develop your site), low prices, e-mail addresses, domain name free (in most cases), and lots of extras:
· JustHost: http://www.justhost.com/
· FatCow: http://www.fatcow.com/fatcow/special-promo.bml?offer=BH08
· HostClear: http://www.hostclear.com/
· HostExcellence: http://www.hostexcellence.com/index.php/v2/pages.dspmain?sc_cid=aff-he-besthosts
· Inmotion:  http://www.inmotionhosting.com/
· Hostmonster : http://www.hostmonster.com/
· Lunarpages: http://www.lunarpages.com/
· Dot5Hosting: http://www.dot5hosting.com/dot5/index.bml
· Godaddy – www.godaddy.com
Also see:
· VistaPrint - http://www.vistaprint.com/websites.aspx?xnav=TsrItem&xnid=aFreeWebsitesFreeProducts&dng=1021813
· Squarespace - www.squarespace.com
· FFI: www.thefriendshipforce.org
FFI has webhosting available for clubs for about $130 per year ($11 per month). Your club can have a professional-looking website that can be assembled in about an hour. And you don't need to be to be a design geek to make a good looking site your club can be proud of. If you know how to copy and paste on a computer, you can do this. There are easy-to-use templates complete with new FFI graphics. The templates include photo galleries, calendars, widgets and events pages your club can customize for your needs. And updating is easy. If your club wants to create its own website without the templates, your club can send the (FTP) pages to your website using FrontPage, Dreamweaver or any other web authoring software. Add up to 5 email accounts for about $5 per month. See the Friendship Force of Northeast Ohio website using the service: http://www.friendshipforceneohio.org/. Contact Jim Ecklund - FFI Webmaster – at ecklund@mac.com if you are interested in developing your site with FFI help.
These sites have more information on developing websites:

How to Set up a Simple Website 

http://webhosting.devshed.com/c/a/Web-hosting-howtos/How-to-Set-up-a-Simple-Website/ 

Having My Own Website: a guide to setting up your own website 

www.havingmyownwebsite.net 

How to set up a Website 

www.thewebseye.com/wsc.htm 

How to Set Up a Website
www.webmastercourse.com/articles/set-website-in-order 

WWW FAQs: How do I set up a website?
www.boutell.com/newfaq/creating/setup.html
Also look at sites (type into Google): how to set up a website, how do i set up a website
I welcome your questions and comments.

Mary Williams

txtravel@flash.net
www.friendshipforcedallas.org
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