Although a website is just a collection of web pages, the collection is not
random. A central theme ties the web pages together with common elements
such as branding, logo, layout, and formatting. On really large websites,

the interweaving of these elements can be quite complex. Each of Google's
websites, for example, has its distinct identity and yet you can identify it as a
"Google website". It takes a small army of designers and illustrators to achieve
such a "Similar But Distinct" identity.

But it's fairly easy to establish a unifying theme for the web pages of a small
website, such as yours. And you can do it all by yourself; a common header and
footer is all that's usually necessary. Naturally, it would make immense sense

if you could design a template for headers and footers once and use it on all of
your web pages.

A template isn't all that revolutionary a concept. You've probably built a
template in your word processor for your letterhead or for a boilerplate, for
example. Many widely-used applications save you the trouble of repetitive
formatting by allowing you to make templates. Therefore, it shouldn't come as
a great surprise to you that you can build page templates in Office Live Small
Business as well.

A web page template in Office Live Small Business has two components:
information and design. The information component consists of the text and
images that are specific to your website, such as your company name, logo,
slogan, copyright notice, and so on. The design component deals with choosing
the right font, colors, background pictures, and other such visual elements.
Once you configure the necessary settings, you'll have a shell, so to say, which
will appear around the content on your web pages.
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You'll start building the shell in this chapter and shape it to perfection over the course of the
next two chapters. In this chapter, you will:

¢ Decide what your website's title should be, and set it in your template
¢ Decide what your website's slogan should be, and set it in your template
¢ Decide what information should go into your website's footer, and set it

We'll deal with the design and page layout elements of the shell in the next two chapters.

A website's title is usually the name of the business it represents. My little company is
called Acxede, for example. Therefore, it's logical that my site's title mimics my company's
name. Now, there's only so much real estate available on a web page for the title. Because
Acxede happens to be a short name, it can fit into most page layouts. But if your business

is incorporated as Anthony Donaldson's Vacuum Cleaner Sales, Service, and Rentals
Incorporated, this scheme of things breaks down. What do you do then? A good rule of
thumb is to echo whatever name is on your business card. Unless your business card is the
size of a postcard, you'd have shortened the name to something like Anthony Donaldson Inc.
Use that as your site's title.

People often want to set their domain name as their site's title. Because my company is called
Acxede, it would, of course, be terrific to have acxede.com as my domain name. And | do.
Unfortunately, not everyone is that lucky. More likely than not, the domain name you want

is already taken. Let's say that you're Sam and you own a deli called, naturally, Sam's Deli.
Everyone just calls it "Sam's". It wouldn't be unreasonable for you to want the domain name
sams.com. The trouble is that Sam's Publishing has already snapped it up. Okay, so how about
samsdeli.com? Nope. Another Sam owns it. So you're forced to settle for a domain name

that doesn't echo the name of your business; something like samsfreshfood.com, perhaps.
Nevertheless, your website's title should still say "Sam's Deli" because that's the name of your
business, no matter what domain name you ultimately settle on.

Now that you know more about setting a website's title than you ever wanted to, let's get
around to doing the honors.

Time for action - setting the site title

1. Pull down the Design Site menu from the Page Manager toolbar and select Design
site. A new window opens, displaying the Microsoft Office Live Small Business Web
Design Tool web page with Site Designer as the active tab.

2. Click on the Header button on the ribbon. The Customize Header dialog opens.
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3.

% Besides, the resolution can vary from monitor to monitor. Therefore, text will

Replace the text Welcome to my site in the gray box in the Site Title section with
your site's title. I'm going to set it as The Office Live Guide for the site that I'm
building—this book's companion site.

Pull down the select options for the font face just above the title. You'll see a choice
of seven fonts: Arial, Courier New, Georgia, Tahoma, Times New Roman, Trebuchet
MS, and Verdana.

Why only seven? After all, Microsoft Word seems to have a hundred. The reason is
that in the Web's architecture, the task of displaying a given font is delegated to your
browser. Not every browser can display every font. If a browser can't display a font
that you've specified, it displays one that it thinks is right. Such a substitution might
distort your web page. But these seven fonts are, more or less, the least common
denominator; most browsers support them. Therefore, the chances of your web
pages being distorted are quite slim if you choose one of these seven.

So which of these seven should you choose? Follow this two step process:

o If one of the fonts in the list looks like the font on your letterhead
or the sign above your office, choose that one.

o Not even close? Choose either Georgia or Verdana.

Most fonts, such as Arial or Times New Roman, came to computer displays from
the world of print. They were designed to look good on paper. Making a font
look good on paper is relatively easy because text is printed on paper in very
high resolution. On a monitor, however, pixels of resolution are at a premium.

look better onscreen if you use fonts that are designed specifically for monitors
rather than using fonts that are grandfathered from the print world. Georgia
and Verdana are designed specifically for monitors and so they're the ideal
candidates for the text on your web pages.

Set the font you've chosen. I've set it to Georgia.

Next, pull down the adjacent select options for the font size. You'll see a choice of
seven font sizes. They're conveniently numbered from 1 to 7. Size 1 is the smallest
and size 7 is the largest. For some inexplicable reason, people often choose a size
that's either too big or too small. | recommend size 5 for the title. That's just about
right for most websites built with Office Live Small Business.
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One thing you've got to remember, though, is that: Thou shalt use Georgia or
Verdana in size 5 for your site's title is not the eleventh commandment. I've
suggested these settings because, in my experience, they are just about right for
most websites built with Office Live Small Business. They make the header appear
proportionate to the text on the web pages. But, they may not be right for your site
if its title or slogan is either too long or too short. Come back and experiment with
the font face or size of the header elements if your pages look out-of-whack after
you finish building your website.

Set the font size you've chosen. I've set it to 5.

Although you can choose a color for the title, let's skip it for now. The choice of color
depends on other layout options as well. Therefore, we'll address it when we set the
design and layout options in Chapter 3.

Although you can make the title bold, italicize it, or underline it, you'd do

as the font face, font size, and resolution of a visitor's monitor, these special

_\lQ well by avoiding the temptation. Depending on a combination of factors such

7.

8.

effects can make the text quite difficult to read. The last thing you want to do
is to inadvertently make the title of your site unreadable.

Your Customize Header dialog should now look something like this:

Customize Header
=3 Header
Customize your header
Web site
Site Title
B I U A - Georgia -5 - ‘ Restore to default |
‘ a
[
Site Slogan
B 7 U A - Georgia M Restore to default |
=
[/
Help
e —

Keep the window open; you might as well set a slogan for your website while
you're there.
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What just happened?

You just took the first baby steps towards building your website! Agreed, all you did was
set the site title—not exactly the kind of stuff that you'd write home about, but it's a fine
start nevertheless.

Your site's title and slogan, which you'll set in the following section, play an important role in
helping people find your site from search engines.

An Office Live Small Business website's slogan is really just its tagline; so I'll use the terms
interchangeably. Successful businesses use catchy taglines to reinforce their brands. What
comes to mind when you hear "Just do it!"? Nike. How about "Don't Leave Home Without
It"? American Express. And "Eat Fresh"? Subway, of course.

See? People subconsciously associate taglines with brands or products. Come to think of it,
the whole point of building your website is to reinforce your brand. Naturally, a good tagline
will go a long way towards achieving your goal.

While a tagline sounds like a no-brainer, not every business has one. If you don't, you're
not alone. After all, you can't spend a few million dollars to come up with one the way Nike,
American Express, and Subway probably did. But if you happen to have one, it's a good idea
to immortalize it on your website. And if you don't, now's the time to scratch the creative
side of your brain and think of one.

But don't despair if you can't. You may be able to substitute a description of your business for
the tagline with good effect. If you've shortened Anthony Donaldson's Vacuum Cleaner Sales,
Service, and Rentals Incorporated, to Anthony Donaldson Inc., your tagline can be Vacuum
Cleaner Sales, Service, and Rentals, or something to that effect. It may not be as potent as
Nike's tagline, but at least it tells people what Anthony Donaldson does for a living.

Time for action - setting the site slogan

1. Replace the text Add your site slogan here! in the gray box in the Site Slogan section
with your site slogan. I'm going to set it to Build your own website in a day!

2. Pull down the select options for the font face just above the title and set it to the
font you've chosen. I'm setting it to Georgia again.
3. Next, pull down the adjacent select options for the font size and set it to 4.

Why 4? | didn't pull the number 4 out of a hat. | chose it because size 4 is a size
smaller than size 5, the size of my site's title. If your Site Title is set to a size other
than five, choose one size smaller than the size of your site's title.
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4. As with the Site Title, don't select a color for your Site Slogan. We'll come back to it
in Chapter 3, as promised. And stay away from the B, I, and U buttons as well. Your
Customize Header dialog should now look something like this:

Customize Header
E'A Header
Customize your header
Web site
Site Title
B 7 U A - Georgia |5 - Restore to default |
[—
hd
Site Slogan
B [ U A - Georgia -4 - Restore to default |
A
hd
[oc J[ cancel ]

5. Click the OK button at the bottom of the Customize Header dialog. It closes and you
arrive back at the Site Designer.

6. Click the View button in Site Designer.

f'_; Microsoft Office Live Small Business Web Design Tool - Home -

K web pages

= = =

Al ] o, =N FE
A= = B = 8] -
Header Footer Logo Theme Style MNawvigation Color Font Options

Personalize Design Options iadvanced




Chapter 2

You'll be using the View button, and the Save button next to it, quite often.
When | want you to click the Save button, I'll simply tell you to save your
%ji\ work. If | want you to click the View button, I'll tell you to preview your

website. Whenever | refer to these buttons, directly or indirectly, you now
know where to find them.

7. A pop-up message asks you whether you want to save your changes. Click OK.

8. A preview of your site comes up in a new browser window. Notice that the site now
displays the new title and slogan, as shown in the following screenshot:

f:" Home - Windows Internet Explorer - EEI

|g http://officeliveguide.com/default.aspx hdl

| X

Yahoo! Se

arch

J Fie Edit View Favorites Tools Help
Ve 4 & Home

The Office Live Guide

Build your own web site in a day!

Home
Put your home page content here.

Editing this page

. . ~ . v
Your Home nage introduces vour hnsiness and vour Weh site _I

——————  REETIE m
oo T T G e oo~

A

9. After you've admired your handiwork long enough, close the preview window and
return to Site Designer.

What just happened?

You added a slogan to go along with your site's title. Why so much fuss about simply setting
the title and slogan? In a word: findability.

Findability? | didn't make that word up, by the way. Honest! Well-known web
* usability expert Jakob Nielsen did. A site is findable if it's easy to find; that is,
%@“ it appears near the top of search engine results when a person searches for

relevant terms. You can find great advice about building usable websites on
Mr. Nielsen's website at http://www.useit .com.
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Search engines attach considerable importance to the title of a web page. It tells them
what the page is all about. But that's not the only thing they look at. They also try to
determine whether the text on the web page has anything to do with its title. Because

the slogan appears on every page with the title, a strong correlation between the two and
their correlation with the text on your web pages will determine your web page's ranking
in search results. To put it mildly, if your site's title and slogan stink, so will its ranking in the
search results!

Therefore, don't take these settings lightly. If you don't put enough thought behind them,
you risk relegating your web pages to obscurity.

Have a go hero - experiment with the site title and site slogan

Although | handed down the edicts on setting the font face and the font size for the Site Title
and the Site Slogan, by no means are my recommendations cast in stone. Although following
my recommendations will save you a good deal of time and heartache, you'll do a disservice
to yourself if you don't experiment on your own. Depending on how long your Site Title

or Site Slogan is, you might find a better combination of these settings if you try out a few
variations. Here are a few suggestions:

¢ If you've set your font to Georgia, you might want to try Verdana.

¢ How about Georgia for the Site Title and Verdana for the Site Slogan?
Or vice-versa?

¢ Although I've recommended that you set the font size for your Site Slogan a size
smaller than the font size for your Site Title, you might want to try a font size two
sizes smaller than the size for your Site Title, especially if you've set different fonts
for the title and the slogan.

¢ \Verdana is a wide font. If your site title or slogan has several wide letters like W
and M, Verdana may not be the right choice. You might want to try a similar but
narrower font, such as Arial.

Try out a few variations and settle on one that you like the best. You might want to get
an opinion from a friend or a co-worker. And remember, you can come back and play with
these settings any time.

1. Which of the following attributes make your website more "findable"?
A. Your site's header
B. Yoursite's title
C. Your site's font setting
D

Your site's slogan
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Okay, so you now have your website's header under control. Let's jump to the other end of
the page and deal with the footer. The usual suspects you'll find in the footers are:

Navigation links that mimic at least some of a website's main navigation

¢ Contact information or a link to a page that displays contact information
¢ Copyright notice
& Links to privacy policy, disclaimers, and other fine print

_ Why are these elements commonly found in the footer? Because people
% expect to find them in the footer. A basic principle in designing websites is to
S place information where people can find it easily. It's not against the law to put
the copyright notice in the header. But if you do, people are not likely to find it.

It's a good idea to stick to conventional wisdom and include the following elements in your
website's footer:

¢ Alink to the Contact Us page because most people expect to find contact
information in the footer
A copyright notice to placate your lawyers

A link to the privacy policy of your website because people often don't part with
their e-mail addresses and are reluctant to contact you if your website doesn't have
a privacy policy

So, your footer will look something like this:

how you show your commitment to
customers. Be sure to tell visitors
about your approach to business,
your values, and your abilities.

Contact Us|Privacy Policy

© 2009 Acxede Corporation

|| [ [ [ & e

] *100% ¥
g Internet = 4
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And what about site navigation links? We won't consider them. Here's why:

¢ Asyou'll see shortly, you can't build elaborate footers with Office Live Small
Business, like the ones you see on blogs these days. Site navigation links tend to
clutter the available real estate.

¢ Their purpose in footers is to save people the trouble of having to scroll long web
pages vertically simply to find a navigation link. Since you're building a small website
with compact informational pages and not an online magazine with long articles,
you don't really need them.

¢ Some websites use images or scripting languages to build site navigation. People
who turn off images or scripting support in their browsers can't see such navigation
links. Ten years ago, during the Web's Stone Age, some designers started placing
text navigation links in the footers to accommodate those people. Like most modern
site-building tools, Office Live Small Business generates text-only site navigation. So,
you don't have to repeat the links in the footer.

But that said, you may feel that the navigation links do belong in your website's footer. In the
coming sections of this chapter, I'll show you how to add the Contact Us and Privacy Policy
links to the footer. Once you know the process, you'll be able to add any other links you wish.

Time for action — customizing the footer

1. Pull down the Design Site menu from the Page Manager toolbar and select Design
site. The Microsoft Office Live Small Business Web Design Tool web page opens
with Site Designer as the active tab.

2. Click on the Footer button on the ribbon. The Customize your footer window opens:
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Customize your footer

Ay Footer
=l Customize your footer

List of Links

Add Link | | Update || Remove

Footer Text

B 7 U A - Times New Roman -2 - Restore to default |
[ ]
[
Alignment
C Left * Center i Right
| oK || Cancel |

Your window may not look this squeaky clean; you might already have a few links
in the List of Links and some text in the Footer Text box. If so, get rid of them. To
remove a link, select a link in the List of Links and then click the Remove button.

To banish the footer text, simply erase it as you would in a word processor.

Let's start by adding the Contact Us link. Click the Add Link button. The Link
Properties dialog opens:

Link Properties

Link Properties

Link Name IContact Us

Link Address |fcontactus.aspx

OK || Cancel |

web pages.

nl

4. Type Contact Us in the Link Name text box. That's what the link will say on your
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5.

Type /contactus.aspx in the Link Address textbox. That's the address of the Contact
Us page. Note that the link begins with a forward slash (/). It tells Office Live Small
Business that the web page is on your website and not on some random website

on the Web. If you forget the forward slash, the link won't work.

Wait a minute! Where did the address come from? Recall from Chapter 1 that every
web page has Properties. You can view them by clicking the Properties link against
the page in Page Manager. | just looked it up before | wrote the instructions for the
previous step. Another way to find the address is to preview the web page. The text
in the preview window's address bar, after the last forward slash (/), is the address.
It's contactus.aspx in this case.

f:':' Contact Us - Windows Internet Explorer

@_... = |g http:,ff'ofﬂceﬁvegu»de.co@actus.aspx
J Fle Edt WVew Favorites Tools Help
1% ¢ @ ContactUs JE,\vgvmv:page._,;;.TmE-.ay,;l ;

The Office Live Guide

Build your own web site in a day!

+100% -

e ] e

i

Click OK. The Link Properties dialog closes and you return to the Customize your
footer dialog. You should now see the Contact Us entry in the List of Links.

That's all there is to adding a link in the footer. Let's now add the Privacy Policy link.
Can you handle it yourself? Sure, you can! Until it's time to enter the Link Address,
that is. That's when you realize that you don't have a Privacy Policy page. So what
gives? Don't worry. Simply enter /privacypolicy.aspx and create the link.

Now where did THIS address come from? | simply made it up. As you know, every
web page has an address. The address is just a unique name you give to a web
page so that your web server can send it down the wire when a viewer requests
it. | just chose the first logical name that came to my mind. | could have called it
privacy.aspx, 1jashdflkjhasdf.aspx, or anything else | fancy as long as my
website doesn't have another page with the same name.

The page doesn't have to exist when you create the link. But whenever you create
the page (in Chapter 5, actually!), you'll have to call it privacypolicy.aspx,
otherwise, the link won't work.

Go down to the Footer Text box and type your copyright notice. I'll type © 2009,
Acxede Corporation for my website. You can enter whatever makes your
lawyer happy.
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Where's the © key? Nowhere. But you can type symbols such as ©, ®, and

™ with the help of the ALT key on your keyboard. To type the © symbol, hold
down the ALT key and then type 0169 on the numeric key pad. Release the
ALT key only after you've typed all four digits of 0169. As soon as you do, the
© symbol appears. Note that this trick works only if use the numeric key pad;

4 it won't work with the horizontal row of numeric keys above the first row of
% letters on your keyboard. The combination for the ® symbol is 0174 while the ™
requires 0153. Notebook computers don't have numeric keypads. If that's your
predicament, the solution is to type the symbol in a word processor document
or the Windows Character Map utility, cut it, and paste it in the Footer Text
box. Visit this book's companion site at http://officeliveguide.com/
HowtoTypeCommonSymbols.aspx if you need help on using
L either alternative.

9. Just as you did with the Site Title and Site Slogan, choose a font face and font size.
And remember to stay away from the B, |, and U buttons.

10. At the very bottom of the Customize your footer dialog, there are three alignment
options: Left, Center, and Right. Select Center.

11. Your Customize your footer dialog should now look like this:

Customize your footer

Ay Footer
=| Customize your footer

List of Links

Contact Us
Privacy Policy

Add Link | | Update || Remove
Footer Text
B I U A | Georgia |z - Restore to default |

]

=
Alignment
0 Left # Center i Right
ok _|[ cancel
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12.save your work and preview the website.

13. Click the Contact Us link in the footer. The Contact Us page should come up
in your browser.

If you get a Page Not Found error, it could be because of two reasons:

o You probably forgot to enter the forward slash in the link address.
Go back to the Customize your footer dialog, select the Contact
Us link under list of links, and click the Update button. The Link
Properties dialog opens. Add the forward slash at the beginning of
the link address, save your work, and preview the site again.

o Your web server is configured a bit differently. If that's the case,
you'll see http:///contactus.aspx in your browser's address
bar instead of http://yourdomainname/contactus.aspx.
To fix the problem, go back to the Link Properties dialog and
specify the complete web address of the page in the link address.
My link address will look like http://officeliveguide.com/
contactus.aspx, for example.

14. Note that the Contact Us page has the same header and footer as the Home page.
Click the Privacy Policy link in the footer. Your browser should complain that it can't
find the page. That's expected because you haven't created the page yet.

15. Close the preview window and return to Site Designer.

What just happened?

You set up the contents of your website's footer. I'll admit that it's not exactly pretty; there's
ample scope to improve its look and feel. But Office Live Small Business doesn't have the
necessary tools built in. So, we'll resort to some trickery, but not until Chapter 8.

Have a go hero - experiment with the footers

As was the case with the Site Title and the Site Slogan, try your hand at various options for
customizing the footer until you're happy with the way the footer looks. Make sure that the
links and the copyright notice don't look too big or too small. You might want to try adjusting
the font size or changing the font face.

If your browser is Internet Explorer, try viewing your site in another browser such as Firefox
or Opera. Font faces and font sizes that look absolutely fabulous in your favorite browser
often look ugly in others. Therefore, it's a good idea to check your work in other browsers
or even on other operating systems before you proceed.

(1]
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Try changing the order of the links in the footer. | won't tell you explicitly how to go about it
but here's a hint: open the Customize your footer dialog and look at the buttons on it.

In this chapter, you started building a template for the pages on your website. You decided
upon a title for your site and, hopefully, a slogan as well. Then, you added a copyright
message and a couple of links to the footer.

To recap:

Your website's title should ideally reflect your business name or brand name.

It's a good idea to come up with a slogan for your website. If you can't, then try
substituting it with a short description of your business.

A good title and a good slogan make your site 'findable'.
Contact information and copyright notice are good candidates for the footer, so is a
link to your privacy policy.

¢ You should test your site in multiple browsers and on multiple computers. You'll
be amazed to see that what looks good on one, looks absolutely horrible in
another. While that's hardly your fault, you're still responsible for choosing the
right combination of font faces and font sizes that always look good.

In the next chapter, you'll build upon the work you've already done and add design elements
that will make your site prettier.
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