
Website Design Project Prep Guide
Updated for 2021

*Note:  We certainly hope you'll utilize the information laid out in this document to prepare your
project for working with our team at IdeaSwell.  However regardless of which company you 
choose to develop your website these instructions and tips will still be fully applicable.  

Step 1. Solidify your domain name / access:  

If you already have a website, you need to verify you have access to the name-servers.  
These are elements used to point your domain to the hosting company / server.  Often the
domain registrar, where the name-servers can be found, is the same company as the 
hosting company, however this not always the case.  

✔ a). Verify domain access (already have domain/website):  Often times we fnd that
GoDaddy is the 'go-to' for clients.  If you can log into your account simply go to the 
'Domains' section and verify your domain is there.  

✔ If you've lost your GoDaddy (or other registrars login info), use the “forgot password”
option to retrieve it.  You may have to call tech support if that fails.  

✔ Can't fnd the registrar?  This can become tricky if you have lost touch with your 
previous site designer and in some very unfortunate cases, previous development 
companies may not want to give you the access as it may create a revenue loss for
them.  

✔ If your domain does not have privacy set up, this site might work to help you fnd the



ownership: https://whois.icann.org/en  Be sure to look for the “Registrar” to fnd the 
company.  However, this might only lead to fnding something like GoDaddy, in 
which case it mat take some more digging.  

✔ We at Idea Swell never take over ownership and when new domains are needed, we insist 
that our clients use their own information to set up the new domains.  

If you need to purchase a new domain name we highly recommend Name Silo, as their 
price is very competitive and they offer free 'whois privacy': 
https://www.namesilo.com/
When registering your domain, be sure to check the “free whois privacy” option as this will 
hide your contact information from public view.  

Step 2. Branding & Market Defnition 

Any professional web design company will need to have a strong grasp of your 
companies brand identity and target market.  We suggest clients to put together 'grab-
bag' of digital elements such as the company logo, including any variations of the logo 
which are commonly utilized in marketing and advertising endeavors.   Flyers, facebook ad
campaigns, and any general advertising material is also quite helpful.  Next, create a text 
document to include as much information as possible about your target market including 
geographic data, demographics and more.  Here's a quick cheat sheet for defning your 
target market from www.entrepreneur.com

• Are your target customers male or female?

• How old are they?

• Where do they live? Is geography a limiting factor for any reason?

• How much money do they make? This is most signifcant if you're selling relatively expensive
or luxury items. Most people can afford a carob bar. You can't say the same of custom 
murals.

• What do they do for a living?

• What other aspects of their lives matter? If you're launching a roof-tiling service, your target 
customers probably own their homes.

https://whois.icann.org/en
http://www.entrepreneur.com/
https://www.namesilo.com/


 Create a folder and add these documents prior to zipping it up and uploading for easy 
transfer.   

Step 3. Textual Content Generation 

We offer content generation services to our clients, however, as this can be a tedious 
process which often involves a fair amount of collaboration via emails, phone calls, in 
person meetings, it can become expensive.  In some cases clients end up spending more 
on content generation then the website itself.  

We recommend clients write as much content as possible and allow us to modify it for 
achieving to primary objectives:  
Content objectives: 

1) Content for conversions.  Content which leads website visitors to perform an action, 
such as purchasing a product or signing up for a newsletter.

2) Search engine optimization (SEO).  This involves custom tailoring your content to 
rank well on search results.   When writing for SEO there are a few main factors at 
play but to name a few; a) page size.  We will want at least 2,000 words for each 
primary search term targeted.  b) bounce rate. The content generated needs to 
keep a readers attention or they will quickly leave the site.  The faster they leave the 
site & the higher the bounce rate.  Search engines rank sites with lower bounce rates
signifcantly higher then those with poor bounce rates.  

How to write your website content:
  

• Firstly, keep your goals in mind.  Everything from the opening paragraph to the 
about us section should be written with the end-goal in mind.  Content throughout a
website should always reinforce a visitors decision to act.  That action will be 
different for every website and most sites should have multiple action elements, 
such as flling out a very long form or simply giving their email.   

• Next, open two text documents.  One will be for the aspect you are currently writing 
about and the second, for the ideas you will have while working on that element. For
instance, you might be writing “our widgets are made in America...” when you realize
you also want to create a bit about your design process.  In that second document, 



make the note.  

• Key word targeting.  Key words and key word phrases are the fundamental aspect 
behind search engine optimization.  For a few tips on decipher what key terms your 
business should be targeting, check out these links:
(1) https://www.wordstream.com/seo-keyword

(2) https://www.entrepreneur.com/article/303761

(3) https://www.inc.com/guide/2010/06/picking-effective-seo-
keywords.html

   Utilize your intended key words as frequently as possible (without sounding 
redundant) during your content writing.  

• What exactly do you need to write about?  We suggest starting with yourself.  Work 
backwards.  No matter what your role is at the company, most likely there will be at 
least a small portion on the 'About-Us' page which features YOU.  So write a 
biography about yourself and include what makes you a crucial asset to the 
company.  Include any schooling, certifcations or work experience that may qualify 
you for your position.  

• Are you the only content writer?  If you have a very small company you might be 
able to reach out to family and friends for assistance.  Big company?  Ask the boss 
for more resources (people) to help in the content generation project.  Reach out to
other team members whom might need to also write bios and request the needed 
content.

• Pages most websites include and the order in which we recommend you write for 
them:
(1) About us page:  Mission statement, company history, team members, etc. 

(2) Contact us page:  Address, phone, email.  Is a form needed?  If so, write 
up the form in a text editor so the developer can transition it into a user 
friendly online web form. 

(3) Services:  Write thoroughly about each service you offer.  Every aspect of 
each service can be used for SEO purposes.  

(4) Products?  If you are planning to have an e-commerce website 
developed, be sure to write the product descriptions, variations, prices and

https://www.inc.com/guide/2010/06/picking-effective-seo-keywords.html
https://www.inc.com/guide/2010/06/picking-effective-seo-keywords.html
https://www.entrepreneur.com/article/303761
https://www.wordstream.com/seo-keyword


SKU numbers out in a spreadsheet.  
(5) Homepage:   Write a solid few paragraphs which are key selling points for 

your company and/or product.  We prefer to custom tailer a website's 
homepage based on the primary goals of the site but utilizing elements of
the content generated by the client for the supporting pages such as the 
services and about pages.    

Step 4-a. Imagery Content Generation 

Imagery can make or break a website.  As professional designers we do our very best to 
make a website absolutely captivating but even with our decades of experience and 
natural creative talent we can only create a website as good as the imagery we have to 
work with.  However, in some instances we are able to utilize stock photography to achieve 
professional outcomes.  

If you have the budget for it, hire a professional photographer.  We also offer professional 
photography services however in many cases our clients are outside of our local area and 
traversing state lines for such services is not quite feasible.  

Small company and minimal budget?  That's okay, time to get creative and resourceful.  
Most of today's cell phones have fairly decent cameras which are suffcient for digital web 
content.  

Photography Instructions:  (Pro Camera or Mobile Phone)

• Start by making a list of needed shots.  The best way to do so is by methodically 
combing through your textual content and itemizing each element.  For instance, 
from the 'about us' page:  “John Doe's bio = Head shot, John Doe” & “Contact us, 
address = Exterior building shot”.  

• Clean the lens of the camera with a microfber cloth (phone only, google your 
camera to learn how to clean it properly).  

• Stand further back.  We can crop the images without loosing quality and in many 
instances we need the extra area aside the primary focus in order to cover the 
entire width of the website.  

• Always take the photographs in landscape mode (horizontal), and be sure to hold 
your camera steady.  



• Clean the area.  If you are taking images of the offce, car, product etc, be sure to 
remove anything from the viewable area that should not be there and clean the 
surfaces when possible.

• Take multiple shots for each individual shot needed.  If you take 10, be sure to 
narrow it down to 2 prior to sending them off.  But never take just one.  People blink, 
lighting changes and slight movements can cause images to become blurry.  

• Hold the camera as level as possible.  
• Do not use photo flters.  Yes, they look cool, but once they are applied they are 

irreversible by your designer and images need to be consistent throughout a 
website.  Let the pro's do the editing, please.  

• Inform any persons to be photographed well in advance so they have time to get a 
hair cut, wear the appropriate attire, makeup etc.  

Once you have your imagery together, load it onto your computer and organize it. 

a) Add all photos to a single folder.
b) Copy that folder so you have a backup
c) Name each image; e.g. Headshot-bob.jpg.  Note:  This is also a great time to start 

implementing search engine optimization.  For services, try to name your images 
based on your keyword; e.g. tree-cutting1.jpg

d) Create folders for each available grouping; e.g.  “headshots”
e) Create folders for each page; e.g. “about us”
f) Zip the folder.  How to links:  Mac OS:  http://osxdaily.com/2012/01/10/how-to-zip-

fles-in-mac-os-x/  PC/Windows https://support.microsoft.com/en-
us/help/14200/windows-compress-uncompress-zip-fles  

g) Copy the zip folder and move a copy off to another drive such as thumb drive or 
upload it immediately

 

Step 4-b. Video Content Generation 

Video has become a huge factor in terms of a website's relevance to search terms.  In the 
last few years video content has taken center stage throughout all industries and creating,
optimizing and displaying video content on your website is the quickest way to boost your 
websites organic (free) traffc.  Luckily, we have an easy solution for our clients video 
needs; https://www.ideaswell.com/video-production/.  Again though, if your company is 
outside the state of Florida you may need to look for a more local option.   

https://www.ideaswell.com/video-production/
https://support.microsoft.com/en-us/help/14200/windows-compress-uncompress-zip-files
https://support.microsoft.com/en-us/help/14200/windows-compress-uncompress-zip-files
http://osxdaily.com/2012/01/10/how-to-zip-files-in-mac-os-x/
http://osxdaily.com/2012/01/10/how-to-zip-files-in-mac-os-x/


Video on a budget?  Although almost any decent video can be good for SEO with the 
appropriate title, description and meta content, we strongly advise against doing your 
own, low budget, smart phone to fast edit style videos as these will not only lose a visitors 
interest, they will also give a potential customer the impression that whatever you are 
selling is also likely of a similar professionalism level.  

Step 5.  Outline Needed Functionalities 

Website's often require their own unique functionalities.  The most common of these 
include a basic message form on the contact page and the ability of the client to manage
their own content.  An advanced level example may involve the need for a system to allow
visitors to take a course and upon passing, automatically receive an emailed PDF.  

Regardless of your needs, we are certain we can accommodate any level of complexity 
required.  All we ask is that you make your needs known to us prior to development 
beginning.  When a given functionality is sent to us during the development phase it can 
often require we work backwards and this ends up costing the client extra in the long run.  

Step 6.  Get Quotes

That's right, this web design company is suggesting you search out multiple quotes for 
your web design project!  Why?  We want you to do your research and have a strong 
grasp of the options available to you.  One aspect we strongly recommend keeping an eye
for when shopping for a web design company is the ability to speak to the designer 
directly.  When you have to work with an intermediary customer service rep you will fnd 
that the information you are relaying is often lost in the chain of communication at the 
design frm.  A rep may also tell you something is possible at a certain price only to fnd 
that the adjustment costs twice as much as the quote because the rep didn't know exactly
what the adjustment would take, time wise.  

Web design company shopping checklist:

 



1. Portfolio.  Take a long hard look at the companies portfolio and make sure to cross 
check the actual sites by visiting them and checking the “design by” attribute which 
normally resides at the bottom of the page.  Also, make a note of certain elements 
on their websites in order to inform the company this is something you desire on 
your website.  Size; a professional web design company will have a very sizable 
portfolio and all sites on the portfolio should be professional and responsive.  To 
check for responsiveness, simply, open a site in your browser and drag the bottom 
right corner to the left of the screen and watch as the content re-arranges to 
conform the new width.  If the entire site shrinks and the text becomes hard to read, 
this site is no longer being indexed by google's search algorithm on mobile devises. 
Move on to the next contender. 

2. Collaborative Value Adder.   Is the company open to your ideas?  Are they asking 
you what your goals are and coming up with good ideas to help you reach those 
goals?  Some companies are only interested in their own payday and will take your 
project, run away with it and throw the fnal outcome on the web before even 
allowing you to give it a review.  The larger the company the better the chance of 
fnding this to be the case, however, there certainly are exceptions to the rule.  

3. Time Ready.  A web design project is in fact a largely time consuming endeavor, 
not just for the design frm, but also the client.  Do you have suffcient time to write 
your own website content?  If not, be sure to address this and verify that the design 
company has a professional writer.  And if they claim they do, be sure to ask for 
samples of there work as well as carefully reading through their own website to 
verify the copy is professional and free of spelling and grammatical errors.  

4. Design Style.  Look at the portfolio a second time and check for two key factors; 
One, is there suffcient versatility?  Both bold and minimalistic styled websites.  Two, 
could you picture your companies website listed on this portfolio?  If not, keep 
searching for another company.   

5. Company Size.  From working with hundreds of clients whom have come from 
previous companies of multiple sizes we can give some constructive information on 
this aspect.  A company can be too small as well as too large.  A single individual 
may be able to offer everything you think you need, however, if something happens 
to that individual or he/she simply decides to walk away from the business, you 
may fnd yourself with no ability to keep your website updated, leaving it open to 
security concerns or worse, no way to access your domain name.  It could also be 
the case that you want to add functionality to the site and are unable to as the 
designer no longer offers his/her services.  Lastly, a single entrepreneur web 
designer will be spreading themselves thin and when you need some support of any



kind you may fnd yourself waiting days and even weeks for even the most basic of 
adjustments/help.   Too big?  Yes, this can also be a concern as very large 
companies can often give you the run-around when support is needed.  Again, 
outliers certainly exist.  We have three members on our team and make sure we all 
have access to the support line at all times for our clients.  You wont fnd a phone 
number on our website, but our clients are given the number to reach us at any time
in the event any support is needed.   

6. Coders.  It has become very easy for companies to build basic, template style 
websites without ever touching a line of code.  In  order to make a design become 
truly effecting in representing a clients brand is the ability to custom code the style 
via CSS.  Also, when it comes to advanced functionalities custom coding is required 
to get the job done right.  Our team is fuent in all web-based code languages 
included HTML5, CSS, JavaScript, PHP, MySQL and more.   We do however utilize 
content management systems in order to make managing websites easy for our 
clients.  

7. Project Timeline.  What is your timeframe and will the company be able to achieve
your deadline?  Keep in mind that this may be on you to meet deadlines as much 
as the company in the event you are supplying the website content.  Be upfront with
the design company in your timeframe requirements and look closely at the 
wording in their response.  If the question is dodged or the response is not clear, 
they likely are not able to meet the deadline but are unwilling to make that known.  

If you have any questions, or feel you're ready to begin your website design or re-design
project please start by sending us an email:  info@ideaswell.com.  

mailto:info@ideaswell.com

