EsTABLISHING A WEB SI1TE TO PROMOTE SURETY

well-designed Web site is a powerful ool

for communicating your

ideas, sharing information, and promoting your organization. Yet
developing and maintaining such a site can seem a daunting task.

The jargon can be confusing. the options overwhelming,

510 has received several inguiries from Local Surety Associations
(LSAS), industry professionals, and others on how to establish a Web site
to promote surety bonds. This article provides guidance on the basics of
petting a new Web site up and running. The January/February 2002 issue
of the Surety Bond Networker will include information on Web site design

and content.

GETTING STARTED

he first step s to come up with ai
name for your Yeb site—

referred o as your domain
name or Web address. The name
should be connected clearly to yvour
organization. ites like Register.com
(www.reglster.com), Metwork
Solutions (www.netsol.com). Verio
wwweverio.com), and HTML .com
Pwraw himlcom) allow you to deter-
mine the availability of a domain
name and will walk you through the
registration process. Costs range from
$19 to $40 a year. You will probably
weant to hold off on the optional ser-
vices they offer because many of these
will be taken care of as you develop
YO Site.

PLam Your SITE
Good planning is crucial to the

sucoess of your site. These are some of

the steps vou will want to include in
your planning process,

1. Seck assistance of those within your
organization whao have Web experi-
ence, If vou have the resources, con-
sicler contracting a professional Web
designer 1o help with the initial se-
up of your site,

2. Dutline the development process.
Homw will diecisions get made? Who
will have input? Whether you have
QN PErSon oF a leam guiding the
project, make sure the process is
clear,

3 Develop a budget for the site.

Registration, hosting, and consultant

fees are just a few of the expenses
assockated with Web site develop-
mient. Final costs will vary but it is
wise to consider and keep track of
them at the start of the planning
procass.
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4. Concepiualize the design and con-
tent. Effective Web sites are tools;
they fulfill an integral role inan
organization's communication ancd
outreach activities,

ComtracT WitH A Wes
Server Company 1o Hosrt
Your SiTe

T b aceessible on the Web, your
site needs o reside ona server with a

I hosting company. Hosting companles
offer an array of plans, Including
various conflgurations of essential
services along with lots of bells and
whikstles

You may be limited to the number

of pages or amount of memory you
can use on the server. Consider the
services you really reed. IF vou are
poing to manage the Weh site your-
self, you will want the host to provide
an FTP (file transfer protocol) site so
vou can easily update and manage it.

Mlost organizations can meet thelr

needs with a hosting package under

: $30 a month (there may also be a
setup fiee, which should be under $50).
Your Web site developer may be able
to sugpest a trusted hosting server,

. ManAGE YOUR SITE

Maintaining vour Web site is just as

important as building it in the first
i place. Mew information will always be

i waiting to be uploaded, old informa
i tion will need to be updated, wsers will
i provide sugpestions that need 1o be

i incorporated, Make a commitment to
i keeping your Web site upo-date.

Whether vou pay a developer o

rreinain your site or you maintain i
in-house, it is important to quality con-
trol your site, It is a big mistake to put
- up a Weeh site and never use it You are
trving o communicate through yvour
Web site, 50 make sure it's saying what
- vou want it to say. Here are some tips
| o making sure your Weh site is fresh,
EL_:t'u:nmml and fulfilling

' Wiew your Web page with differemt

high-speed connection w the Intermed.
Muost organizations pay a monthly fee |

i 1o rent space on the servers of a YWeb

browsers, e.g, Microsoft Internet
Explorer and MNetscape Mavigator,
Theese @re you [wo most Comimon
hroswsers and cover most Web users,
Each browser outputs the code dif-
ferently. Sometimes vour Yeb site
looks great in one version but net
another, Your Web developer should
fix any of those problems,



® Whenever yvou make an addition or
change o the Web site test it thor-
aughly and proof it carefully o
make sure there are no errors,

® Check every link on vour Web site
at least once a month, Often, pages
get moved, links are broken, anc
outside Web sites change domains,
Make sure your links are sending
your visitors where you intended,

& If vour Weh site is used to provide
information, make additions 1o
your Web site as soon as you have
new material, IF visitors see you
have new information on a regular
basis they will come back o see
whal is new,

VisiEiiry
Letting a skte on the Web s an

achievement. but It doesn’t count for

much if no one sees your site. Bring
traffle to your site by marketing It to
your key audiences.

#® Contact other organkzations that
have Web sltes and see iF they will
link your site to theirs,

#® Place yvour Web address on amy
material your organization
develops.

& Solicit feedback from Web visitors
to improve yvour site and make it
mare affective.

Adapted from Building an Effective
Web Site: A Cuide for Monprofit
Organizations by Adam Sharnon,
Clxygen Lommruamications,
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“Make three correct guesses
conseculively and you will establish a
reputation as an expert.”

LAuRENCE J. PETER

jargon and acronyms that can be

very confusing, Here is a look at
some of the language you may
encolunter a5 vou begin establishing

your own Web site,

I mterret technology is flled with

WEB

TERMINOLOGY

B rowser— A software program
designed to locate and display Web
pages. Browsers are deslgned to read
HyperText Markup Language '
(HTML), which ks simply the author- ;
Ing language that Is used to write
Web pages. The most commaon
browsers are Microsoft Internet i
Explorer and i
Metscape MNavigaton

Domain NaAME—
The unigue name
that identifies an
Intermet site.
Domain Mames
always have twio or
IMOTe parts, sepa-
rated by dots. The
part on the left is
the most specific, and the part on the
right is the most general, e.g. sio.ong.

FTP—(File Transfer Protocol) A
very common method of moving
files between two Internet sites. FTP
is a special way to login to another
[Internet site for the purposes of
retrieving and for sending files,
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This is the simplest method Tor i
upsdating a Web site that is main- |
tained on a host's server. '
HOST=—»~Any computer on a et :
work that is a repository for services |
available to other computers on the
network, For most associations and
small organizations. a host provides
s Wby services,

i HTML—Hypertext Markup

Language |s the most comiman code
usedd 1o develop Web pages. HTML

s comprised of opening and closing
i “tag lines” that indicate how the taxt
i will appear and link the text to other

places on the Weh.

HTTP—>5hort for “HyperText
Transfer Protocol,” 1t is the
protocol used by the World
Wide Web to format and trans-
mit messages. For example,
when you tyvpe a Web address

into your browser, an HTTF com-
- mand Is sent to the Web server,

telling it how to get and transmit the

i desired YWeb page.

i HyperTExT—"Text that contains
i links to other documents—words ar
i phrases in the document that can be

chosen by a reader
and which cause

another document
1o be retrieved and

displayed.

PDF — (Portable
Document Format)
Created by Adobe,
allows doruments
created in any saft-
ware to be viewed
from any computer
in its original format It is basically
an image of the original, not an
edlitable document.

SERvVER—A compuler, or a softwane
package, that provides a specific
kind of service to client software run-
ning on olher computers, The term
can refer o a particular picoe of soft-
ware, such as a World Wide Web
(WWW) server, or 1o the machine on
which the soltware is running.

URL—(Uniform Resource Locator)

i The standard way 1o give the
b oaddress of any resouree on the
Internet that is part of the Workd

ide Web [AWW), A LIRL looks like

L this: hitp/ S wwwsio.org. @




ot surprisingly, thers
iz a wealth aof infor-
mation on the Web to

bl youn sEan your own YWebh
site. These are just a few Weh
sites that can help get vou on
vour way. Most of these are commercial sltes, but they
are filled with valuable information.

hitpfwebdesign.about.com/
library/weeklylaa082800a.him
Looking to register your
domain name without paying a
Iot? About.com's Web design
site lists some of the options for
reduced and free registratlon. As a bonus, there are
links to sites with information on a wide variety of Web
slte development toples.

www.networkforgood.orgmpo/
technology/answer?.himl

If you need help thinking
through the process of plan-
ning. creating, marketing and
evaluating Web sites, Metwork
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for Good's technology page provides a long list of helpfl
articles. Though the page is developed for nonprofit orga-
mizations, the material s widely applicable, There are arti-
cles on guidelines for Web site planning, how to
monitoring Web site traffic, and the top 10 mistakes of
Weh site development.

hitpdhotwired lycos.com/
webmonkeyv/glossary/

What Is WYSIWYC and why
should | care? For answers to
this and other Web-related ter-
minology, check out the glos-
sary of Webmonkey. [t has definitions for over 200
Internet terms. While vou are there, check out the other
offerings on this site, It is full of informatlon that will
help with many aspects of Web site construction.

http:fwww.techsoup.com/resourcelist.cfm?
resourcelistid=49

Looking for a host for your
Web site? Techsoup.org's listing
of web hosts is a good place to
start. [t lists and gives contact
information for more than

B0 Web server companies. &
number of the companies are also rated by present
users. Techsoup.com has a similar list of Web design
comipanies. @




THE NUTS AND BOLTS

lans for developing your Web site are progressing nicely. You have identified your target

audiences and created a list of documents to post. You have registered your domain name

and have a server to host your site. You even have a marketing plan and a plan for updating
your site when new material is available. (For more information, see Surety Bond Networker,

November / December 2001.)

MNow you are ready to actually create the site—to get to the nuts and bolts of designing a Web site.
Mot too long ago, creating a Web site meant writing code in Hypertext Markup Language (HTML).
MNow there are many ways to create a Web page. These are some options to consider.

HTML

HTML is the common language of
the Internet. All pages on the Internet
are based on it, This system uses pro-
gramming codes like <p> around text
or an image to instruct 3 Web browser
{such as Intermet Explorer or Net-
scape Mavigator) on how to display a
document.

The advantage of HTML is it
requires no expensive software pro-
grams, You simply type the code into a
word processing program like
MNotepad, save it as an HTML docu-
ment, and then open it through vour
browser, The downside is that learn-
ing to write HTML code can be a long
process with a steep leamning curve—
particularly if you are developing a
more sophisticated site,

<himl>
if;rf{“nﬂiug- from the Web/title™

Fortunately, help is available. Check
ol these sites for tutorials and other
respurces for the beginning Web
author,
® Webmonkev (Webmonkeyv.com)
® Homebuilder.com (buildereom)

& Web Design Workgroup

(wwnw hitmilhelp.com)
® HTML Goodies (www.himl

goodies.com).

HTML is for vou if you have a tight
budget, plenty of time, a basic Web
design in mind, and a knack for learn-
img techmical computer coding. If mot,
consider some of the other oplions.

OnLiNeE Wee DesiGn

Another option for developing your
site is using an online provider that
supplies templates for you to cus-
tomize. Offerings differ, but generally,
these sites advertise “point and click”
designing, professionally designed

wfhead=

bl ¥
<p-Hello wWorld! </p=

/hody=
</himl

I

Hello World!

=

HTMAL CODE v A MNOTERAD DOCUMENT [LEFT) DEPLAYED M A WER BRCHYSER [BaEHT )

A SAMPLE WES SITE GEMERATED FROM AN
CLME DESIGN PROVIDER,

templates, one-stop shopping for
domain names and hosting, and techni-
cal support. These sites offer Web pages
appropriate for business organizations:
® VeriSign (www verisignwebsites.com)
& Tripod.com [www.tripod.com)

# Yahoo's GeoClties

(geocities. vahoo.com S home)

Costs range from 55 to 330 a month.
Be aware that you get what you pay
for. Lower end packages limit the
number of pages and graphics that can
be used on the site.

Developing a Web site with an
online program can be as simple as

| writing e-mail. It can also be very

restricting in terms of what, how
much, and the design of the pages.
However, if vou are not technically
inclined, have little time and a bit
more money, and are looking for a
very basic Web site, these online
programs might just do the job.
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A FEW MIMUTES ON FronTPace $0042
PRODUCED THIS HOMERAGE.

WHAT YoUu SEE |5 WHAT
You Ger

Software that enables you to create
your own Web site design without
learning HTML code is called a WYS[-
WY0 (pronounced wiz-e-wig) pro-
gram. The name is an acronym for
“what you see is what you get”
because unlike a text editor such as
Motepad, these programs display text
and images pretty much as your Web
browser will present them. WYSIWYG
programs allow users to drag and
drop images and text onto a blank can-
vas while it quietly composes the
HTML code underneath.

Dreamweaver 4, FrontPage 2002, and
Print Shop Deluxe 12 are among the
better-known WYSIWYG programs on
the market now. Ranging in cost from
$5(0 tor S30, these programs include
tutorials, templates, and clip art allow-
ing beginning users o
quickly create a nela-
tiviely sophisticabed site,

F WEB SITE DESIGN

- EXPERIENCES IN WEB SITE DESIGN

- | everal Local Surety Associations
il S#I_'Li.ﬁ.s] have developed Web |

| Cassidy & Schilling—Rockville, MD)
| is developing a Web site for the Mid-
| Atlantic Surety Association (MASA),
and Melisa O'Brate of (EMC
| Insurance—Kansas City, MO)

sites. Erin Mullican {Early,

designed a Web site for the Kansas .

| City Surety Association (KCSA),

e=mail, 50 it made sense to have ome
place people could look for information.

i what surety bonds are, and links to

As 20001 President of MASA, i
Mullican realized the benefits 2 Web site. |
“We were communicating primarily by

Az an association, we also felt we coukd
do a lot to promote the industry.”

Mo matter what the reason for
developing your site, the first step is to
consider what the site should contain, |
C¥Brate wanted “to give members a
calendar of events, photos of past
evients, and a newsletter about the
imdustry in the area.” Mullican hopes
o include "a directory of the mem-
beers, list of events, information on

other related organizations,”
Owee youl have determined what

get technical assistance. Mullican says,
"1 have an idea of how the site should

be laid out, and 1 am working with the
| technology specialist at my office to

| help me with the technical aspects.”
('Brate had technical training going

| into the process, “l learned how to

| develop Web sites using HTML in col-

lege, so 1 offered to create the site. It

took me about 15 to 20 hours.”

Finally, determine how to pay for the
site, Mullican points out that, * You need

to take time to plan and budget fora

| Web site. A Web site is important to have
. given the need in the industry today, and
it will make things mone comeensent, The
| Mid-Atantic Surety Association
increased its dues is to help pay for proj-

ects like the Web site,”
Mo matter what your goal, a Web

sife can be an effective tool for keeping
viour members informed and for giv-
ing; your local market a resource for
their surety bond needs. IF vou are
considering a Web site for vour LSA,
 take the advice of others who have

: been involved in the process. Plan
viour site, get technical assistance, and
budget for your meesds,

i the site will provide, the next step is to |

Four EAasYy STEPS TO AVOIDING VIRUSES
Purchase a quality anti-virus software, There are lobs of software oplions that probect against

Those with a budget
and a short timeline
should congider a
WYEIWY G program for
designing their Web
site, Compare programs
before you buy, It will
be time well spent, Also
make sure your Web
server can support
everything vou want
the site to do@

wiruses, Some of the more trusted are MeAfee and MNoston Aanti-Vires,

2Upd.ﬂe your virus definitions weekly. With the increase in the number and sophistication
of viruses that come out daily, update your definitions, Mest anti-virus software allows you
to automatically update your definitions on a set schedule. If not, check the software manu-
facturer's Web site to download the latest virus definitions.

Always scan e-mail attachments. Mever open an e-mail attachment without scanning it

first. Viruses are capable of sending themselves o everyone in your address book_ So, even
if the attachment is from a trusted source, scan before opening it. Simply save the attachment
to a floppy disk and scan the disk for viruses. If it comes back clean, then open it

Only download Internet files from trusted sives. If given the option, save downloaded files

o disk and then scan them. If you muest run the file from the current lecation, answer one
question, “Do you trust this site with the your computer security?”



WHAT 10 EXPECT FROM A PROFESSIONAL WEB DEVELOPER

wlay's Wb sibes can be very com-
Tph-x and rich with images, anima-

ticn, and dymamic fext, Before
begpinning development of your own
sibe, conskder a professional developer o
et your site up and runming.

Set up a meeting with a project
manager

A professional developer should
appoint a project manager who will
mget with you to talk about vour sibe.
The project manager will bry bo get a
feel For the type of site vou need, show
you sites the company has developed,
and ask which ones you personally
like, He ar shie will also assess wha
your audience is. Are they technically
savvy, or do they need the information

provided in the simplest manner pos-
sible? How do most of your customers
connect to the Intermet? Are most of
them on T1 lines, or do they use
modems and dial-up connections?

Help the project manager get a sense
of who you are

The project manager should also
look: at existing printed material and
try to find out if there is a theme in
YOUr COMPany s of association’s oom-
munications that needs to be carried
i into the Web site. Finally, the project
: manager will look at any specialized
programming that may need to be
done. Things like Flash animations,
database publishing, secure “members
omly™ areas, store fronts, and custom

Tirs 7O CHOOSING A DEVELOPING AND HOSTING COMPANY

Because not all developers and
hosting services are the same, here
are some tips to help you assess
their capabilities and qualifications.

Find a company that offers both
hosting and development serdces.
While you can contract separate host-
ing and development services, a com-
pany that offers both provides you
with the expertise of system adminis-
trators, programmers, and designers
working together throughout the
entire process. Knowing what tech-
nologies are used to host the site
allows designers and programmers
to develop a Web site that will meet
your needs and function as efficiently
as possible.

Your hosting package should
provide services 10 Ensure maxi-
mum full speed up-time. A standard
hosting package includes a defined
amount of disk space for your site,
which dictates how much room
your site can take up on a server. It

should also include a provision for

| backing up your data. Better hasting
seTvices provide additional ser-
vices—like firewalls, virus scanners,
redundant Internet connections, and
redundant servers—to protect your
site and ensure maximum “up” tme.
Determine whether the company
provides the services you need. There
such as a fixed number of e-mail
acoounts, chat forums, a way to track
usage, and options for updating your
site, These additional ibems and ser-
vices ane what set the very best pro-
viders apart from the marginal ones.

Choose a developer who has expe-
rience with a wide variety of Web
technologles. A well-designed Web
site takes advantage of the talents of
skilled programmers, graphic
designers, animators, imaging
experts, and database expertz, A
developer that has acoess to all these
varied resources is able to give vou
a site that fits your meeds withowt

i compromise, @

reports will all need to be well thought
out inadvance of turning them over o
the programmers.

Review written estimate

Onoe you and vour project manager
have a good idea what the site is going
to ook like and what technologies it
will emvploy, the developing company
should provide vou with a written
estimate that includes:
® development costs For the site itself;
& costs for specialized programming:

i @ costs for obtaining the domain

name and any licenses {such as a
Verisign secure key certificate]);

® how many preliminary designs you
will be shown;

¥ what the costs for additional work
will be: and

® the cost for updates and mainte-
nance o your site.

Know what types of technologies
your site will use

The project manager should also tell
vou what technologies will be used and
whal the requirements will be for the
users of the site. Technologies like
JavaScript, Shockwave, and Flash
require the viewers to have specialized

_ "plug-ins" installed on their computers.
. Understand the process and timelines

Designing and maintaining a Web
site is a very complex task that
requires the cooperation of many peo-
ple and many technologies. The most
important thing in choosing a devel-

| oper is to ask questions, stay involved
| in the development process, and make
sure your needs and the needs of your
customers are being met.®

By Kich Dusklve, HEBP Ine., Hagerstoum,

MDD, wrumedibp.con, HBP destomad qnd

| developed SIO cernent and meww Web sites
| using Dremveacer amnd ColdFusion, HBP,
dric, provides both hosting and developorent
SErTICEs ik verionis fechmokoegies and

U aplaciabroors Bo Dol ard ovarifan siles,
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www.carolinasurety.com

The Carolinas Surety

Association (CSA) Web site

was created using Microsoft

FrontPage. Navigation but-

tons to direct visitors through

the site, which provides:

@ membership directory, which the members can
update online;

@ online application for membership;

® relevant lacal news and information on local
legislation affecting the surety industry; and

@ advertisement page (this is one way to financoe a
Web gibe).

www.floridasurety.com W
The Florida Surety Asso- |
cation (FSA) used various w |
methods bo create 1ts Wieb I

site, which includes

® documents explaining
surety bonds (created with HTML coding);

# FSA newsletter, created in Microsoft Publizsher and
saved as an HTML document; and

& asimiple online form for ordering FSA golf shirts
(form created with Microsoft FrontPage).

www kesuretyassociation.com

The Kansas City Surety Asso-

clation (KCSA) was created with

FrontPage and HTML coding,. It

uses navigation buttons to direct

traffic through the site, and

features include:

® member roster with search feature;

® industry links section with more than 40 business,
trade, press, and government organizations; and

@ activity section with meeting dates and photos from
the last event.

¢ ix local surety associations have taken the plunge and
4 created Web sites. Here's a look at what they offer and

how they were created.

...... WWIW.SAANY.COMm

The Surety Association of

Nevada is an example of a

basic Web site using HTML

i 77T coding and internal links to

...... = guide visitors through the

site. The site is member oriented with a logo,

supporting companies, event photos, and officer

i m—

contact information.

www.suretysandiego.org

The Surety Association of San
Diego’s Web site is notable for
its breadth of information.
The site is ereated with HTML
coding and uses navigation

buttons to guide visitors

through the site, Visitors can access;

® officer and member contact information;
& current isses;

® schedule of upcoming events;

® link for emerging businesses; and

® links to other surety associations,

wwwsuretysbooom

The Surety Association of South Texas Web site was

creabed using Microsoft FrontPage and is onganized

using navigation links to guide visibors through

the site. The site provides:

® 3 membership
directory;

® descriptions of
UPCOming events;

® information on
Associate in
Fidelity and Surety
Bonding program; anc

® online membership application.




