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There are now plenty of free and easy ways to set up a website without the need for technical expertise or lots of money.  So it no longer has to be a scary process.  This factsheet takes you through the process in a few easy steps…
Step 1: Before you start
Having a website can help promote your work, keep people up-to-date with what you are doing, reach new members, and act as a way for getting people involved.  It is a key marketing tool and may be the first point of contact for some of the people that you are trying to reach. 
Before you start however, think about why you would need a website and how it will be maintained.  How much time will you have to put towards it? Will you have a named person who is responsible for updating the website and what would happen if this person were to leave? What are the main aims of your website?  Who is your audience? Many of the best websites are ones which are kept up-to-date and which encourage others to support your work.

Step 2: Plan your structure and design
Plan your website around what you want out of it and think about who will be using the website and how they can find what they need in the simplest way.  A good tip before you even start is to have a look at other websites that you like and to decide what the main bits of information are that you want to display.  Think about how you can get your key message across in the fastest and simplest way.  
Many websites have menus along the top or sides of their homepage that identify your key work and help users to find what they are looking for.  For example, ‘about us’, ‘support’, ‘directory’, ‘get involved’, ‘contact’.  Think about what is most important and remember to make it as easy as possible for the user to find what they are looking for.  

Another tip is to remember the ‘three click rule’ which means that everything on your website should be accessible within three easy clicks from your main page.  Depending on the size of your organisation and number of projects that you are currently working on, this can sometimes be difficult.  However, it is worth considering, because people are less likely to spend a lot of time on your website if they cannot find what they need and many people use the internet because it is a fast, easy and accessible way to find information.
You should also think about the design of your website.  If you have a logo, are you using it so that people can recognise your organisation? Are you basing your colours and design so that it fits in and complements your other marketing materials (such as leaflets)?  Are you using a set number of fonts, sizes and colours so that your website is accessible to those with visual impairments? Try not to over-complicate your website and have too much information as visitors will feel overwhelmed.  Write for the skim reader and avoid large blocks of text that people are unlikely to read.  Where you do have huge blocks of text (for instance, when producing online alternatives for reports) make sure you also have a downloadable version in Word or PDF that people can print off and read later if they need to.  For more information on accessible websites, see the ‘Accessible websites, newsletters and publicity’ factsheet.
Step 3: Costs and decisions  
Once you have thought about what you want for your website and how it might look, you will need to decide on what type of website you are going to use.  Here are some different options to consider:
Domain name 
You will need to consider the costs of a ‘domain name’ if you want a particular website address (or URL).  There are many to choose from and you should look for one that ends in ‘.org.uk’ or ‘.net’.   There are many free websites that enable you to have an online presence without your own website or domain name, but if you want a particular one, there is a small cost (usually between £2 and £10 per year).  There are many providers such as www.cheapdomainnames.co.uk or 
www.123-reg.co.uk to compare prices and check to see if the name you want has been taken.  If the name you want has been taken they will also offer alternatives that you could consider.
Hosting costs 
Depending on what you want for your website and particularly if you are developing your own website, there may be different hosting costs involved.  The hosting costs will depend on how specialised your website is, how interactive it is and how much data it will need.  For instance, if you have a lot of videos, podcasts, photos or large files on your website for visitors to download, you will need more ‘online space’ to do this.  See the ‘How to choose your web host’ factsheet for more.
Community websites for free 
There are many free or low cost resources that you can use if you just want a simple website with some basic features.  
The BT Community Web Kit is a free resource created specifically for charities, not for profit organisations and community groups to build their own website in a few simple steps.  This resource is straightforward to set up, easy to maintain and enables you to get a professional look (with additional features) to publicise your work for free.  Visit www.btck.co.uk/ 

A popular tool that you could use is Google Sites, which has lots of templates to choose from and is just like editing a Word document. www.google.co.uk/sites

Weebly has good templates and is widget-based, which means you can drag and drop features in and then fill in the content.  It includes good blogging tools, easy-to-add contact forms, RSS feeds and Flickr slideshows, the ability to upload numerous slideshows at once, and the option to customise your page themes. www.weebly.com

Yola helps you to make great looking websites with customised templates.  It takes you through easy steps, asking questions for you to answer and then automatically fills in the website pages based on this information.  It is quick and easy to upload and crop images, and it enables you to add contact and booking forms so that appointments can be booked through your website.  You can also insert maps by simply inserting your postcode. www.yola.com 


Open source websites 
If you want a bit more control over your website development and have in-house expertise or money to invest in consultation with a web developer, you could opt for open source such as Drupal or Joomla.  These are free content management systems (CMS) that work by sharing expertise and resources through open source, which means that website features are created and made available for anyone to use.  The main benefit of open source websites is that you can develop and tailor your website to exactly what you want.  You will still need a web host for this type of website.

Other ways to create an online presence for free 
Many voluntary and community organisations use social media (such as facebook, Twitter or Wordpress) to get the message across in a simple, easy and effective way, without any financial costs at all.  See the ‘Social Media’ factsheet for more information.  Wordpress has become a common tool for many voluntary and community groups, who tend to use it as their main website rather than just a blog, because it is easy and free to use.

For any further information, guidance and support, please visit www.gmvss.net
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4 desirable design tips�


Use an easy to read font that can be accessed on different computer screens, such as Arial or Tahoma


Think of the screen size that your website will be viewed on – some computers will have a 1024 x 768 size screen so make sure your page is no bigger than that and test it out on a variety of screens, such as a laptop 


Make sure your images are not too big as they take up more data and can be difficult to download, but do use lots of images


Try to make your page simple and straightforward without making your user scroll down or search too hard for what they are looking for








Where to go next:


For the top UK hosting companies in the UK, visit � HYPERLINK "http://hosting-review.com/uk.shtml" �http://hosting-review.com/uk.shtml� or www.top10bestwebsitehosting.co.uk/


For face-to-face support around IT that is tailored for the voluntary and community sector in Greater Manchester, contact Oliver Gibson on 0161 277 1028 or oliver.gibson@gmcvo.org.uk 


See also the ‘How to Choose your Website Host’, ‘Social Media’ and ‘Accessible websites, newsletters and publicity’ factsheets.





A note about Wordpress





Wordpress was originally a Content Management System but has evolved to include the additional blogging service that is free and easy to use.  





So is both open source (in which you have to download the software and pay for a web host) and a free social media tool or blogging service.  








Based on an original factsheet by T3SC











