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THANK YOU, ENKOSI, NGIYABONGA, DANKIE
		FOR CHOOSING WEBSITEDESIGN.CO.ZA!


We have put this briefing document together so that your developer can get a better idea of your vision. While content such as text and images are very important, an overall ‘idea’ of the look and feel you like goes a very long way in making sure we create a website that you are proud to show off, and we want you to be proud of your website.  When chatting with your developer, please make sure you always include your reference number in the subject line (i.e. WD 1234567). This includes all emails such as sending imagery via WeTransfer/Google Drive, etc... This makes it easier to track everything related to your project. 







GUIDELINES ON HOW TO PUT YOUR BRIEF TOGETHER


Blue Box = Client input		 Gray box = Guides		
        [image: ]               [image: ]		
 
· Please complete this briefing document as accurately and precisely. It directly impacts the quality and effectiveness of the website design, ensuring a visually stunning and functional outcome that meets your needs and expectations.
· Please also double-check your spelling & grammar.
· Submit your completed brief to your developer within 3 days of project activation. (1 day if you booked an express project). 
· If you need any assistance with this document, please speak with our friendly sales consultant or your designer without any delay. 
· Your developer splits the time available for your development into four parts: 
· 25% Website function and layout, 
· 25% Content, (text, images and video)
· 25% Cosmetics, tweaking colours and creatives, 
· 25% for reviews.


Every project has a set amount of paid development hours included. You can see this on your quote. If we go over this provision, additional costs will be billed for. 
 
· Once we’ve started your project, your developer will offer frequent updates including a project % status email each Friday with a copy of your project log and a proposed schedule for when your project is booked in the coming new week. Please note: project times are booked in advance and diaries reserved accordingly. Developers/Designers manage several projects in a week and therefore are not available all hours for any one single project. Please also take note of your project timeline window, this is also detailed on the quote. If this time is exhausted, additional costs will be billed for to extend the timeline.  
· Once this project has been completed, we can assist with web marketing, e-security or e-legal services. 


Domain & Hosting 

(WHERE YOUR WEBSITE LIVES.)


Your website and domain need a place to live, this is called hosting. The package you have chosen comes with hosting, emails and a .co.za domain at no price difference. 


There are two options:

1. If a client has hosting included in their product, you can consider these concerns done and dusted, no doubt our hosting division will be in contact soon if they have not already done so. Our developer will be able to work with our hosting division to make your site live once ready.

2. The other option is for a client to provide their own external hosting services. In that instance, we zip the website files and provide them to the client to work with their supplier. If your supplier is not helpful, let us know, and we can give you some options. 






Look & Feel

(Templates, colour scheme and fonts)

1) Select a theme:

For us to understand your vision for the website, please select a theme that you really like.

We use Divi library for our layout choices. You can select a layout that you like from there and paste the theme link. 

**Please note functionality remains the same regardless of framework choice. For the templates, you are looking at the layout only – colours, fonts and images are all dictated by you. If you require extra functionality, it needs to be confirmed at time of sale.

   Divi theme library: https://www.elegantthemes.com/layouts/category/online-store/

	Paste your theme link below:






 

2) Choose your colours:

Considering your website colour scheme. Consider using colours that match your logo and/or business profile. You can screenshot the colours you like below, or give us the hex codes if you have them (i.e: #7CD1B8). If you have existing documents or a logo that you’d like us to use the colours from – then you can send this along to your developer instead and make a note within the brief. 

    Colour palette picker: https://colorhunt.co/  

	Colours:















3) Choose your fonts: 

Please add your font options below. 

    Fonts library: https://fonts.google.com/ 

	Headings font: (All headings to have a specific font0



	Paragraph font: (All paragraphs and small text)



	Menu bar and footer font: (This font is used on your navigation menu and at the bottom of your pages where your disclaimer is displayed).  








Structure & Content 

(MENU, AND YOUR PAGE TEXT)


Depending on your product, you will have different options available to you. We must bear in mind your product limitations when it comes to function, cosmetics and other features. Chat with us to get clarification if needed, but a very good overview of your product scope can be found on the quote you accepted. 



Let’s start with menu items and pages. Here we need you to please give us the following information:

· Proposed page name (Recommended: 1 – 2 words),
· What the page is about (Just for us to understand),
· What you will have on each page (Name the different sections).

Example:

	Page 01

· Page name: Home
· Help us understand what this page is about: This is the introduction to my website. I want a summary of my business to be displayed here.
· What will you have on this page?: I want an intro section, a summary of services, testimonials and reviews, and a gallery of our products.

PASTE YOUR PAGE CONTENT BELOW:

(Content here)


You can provide these details now by editing this document, please only add information for the amount of pages your product includes. (It is recommended to have at least 100 words per page)

We recommend writing content based on the theme that you have selected. If your theme consists of subtitles, please add content for your subtitles. Use the theme as a guidance when writing your content.
(More time may be needed if your content does not correlate with the selected theme).

	Page 01

· Page name:
· Help us understand what this page is about:
· What will you have on this page?:

PASTE YOUR PAGE CONTENT BELOW:





	Page 02

· Page name:
· Help us understand what this page is about:
· What will you have on this page?:

PASTE YOUR PAGE CONTENT BELOW




	Page 03

· Page name:
· Help us understand what is this page about:
· What will you have on this page?:

PASTE YOUR PAGE CONTENT BELOW




	Page 04

· Page name:
· Help us understand what is this page about:
· What will you have on this page?:

PASTE YOUR PAGE CONTENT BELOW




	Page 05

· Page name:
· Help us understand what is this page about:
· What will you have on this page?:

PASTE YOUR PAGE CONTENT BELOW








Need more pages? 
No problem! Copy and paste the previous table and edit the contents accordingly. 







[bookmark: _Hlk168333027]Contact form

(CONTACT US)


	On what page / pages do you want your contact form to be displayed on?



	What information do you need from the client? (name / email / number etc)



	Do you want any drop-down responses? (ie City: then list all of the available cuties, etc.)



	Do you want a section where clients can add additional notes?



	Captcha / reCaptcha (verification when completing a form (please send us your Google Business detail):



	Would you like an “I agree to the T’s & C’s” tick box? This would need to have a link to your T’s & C’s.



	Which email should the form submissions be sent to? (Please offer a backup email as well).











Social Media Links

Adding your social media is a good idea for your clients to find you on various social platforms.


	Please paste your social media links here that you want on your website.

1. (Please enter URL, not username)
2. 
3.  
4.  
5.  










Images

(LOGO, PAGE AND GALLERY IMAGES)


Your images need to be in a ready-to-use state and named according to their relevance. This content can be uploaded to your DropBox / GoogleDrive / WeTransfer account and the link can be copied in the blue box below. Include another folder name called “Products” and place all your product images inside there. Rename your product pictures according to their names on the product Excel sheet.
 
Below is an example of how to set the image folders up so there is no confusion as to what needs to go where. 

[image: ]

Image file size is very important, and can slow down a website. 

· Primary images such as banners or logos, ensure the file size is between 500-900kb.
· Standard page images or your gallery photos, ensure the file size is around 50kb-80kb. 
· File formats we accept are jpeg, png and webp.


    Resize your images here: https://bulkresizephotos.com/en?preset=true&type=filesize&filesize=871000/ 


Step 1: Drag and drop your images in the box			   Step 2: Click Download
[image: ]                               [image: ]



	Paste your link to Google Drive/Dropbox/WeTransfer here:




	

Below are some links to image resources. 
Please do not save images using image searches / search engines etc. Without the correct certificate / license, you can be fined. The options below offer you licensing. When downloading please remember to save each license and make sure it stipulates you can use it for commercial purposes - 
· Flaticon - https://www.flaticon.com/ - This website provides a wide variety of icons. (Free & paid)
· FreePik - https://www.freepik.com/ -  This website provides a wide variety of icons. (Free & paid)
· Shutterstock - https://www.shutterstock.com/ - This website provides a wide variety of images. (Paid) 
· Pixels - https://www.pexels.com/ - This website provides a small variety of images. (Free)
· Unsplash - https://unsplash.com/ - This website provides a small variety of images. (Free & paid)





Products

(PRODUCTS AND CATEGORIES – THE SHOP PAGE)


Please refer to the Excel sheet I included. If you already have a document with this information, please send it through, and we can let you know if it's in a usable format. 










E-Commerce Details

(ALL PRODUCT AND SHOP DETAILS)


1. Shop Details:
We need some information from you in order to set up your e-commerce shop properly. Please fill in the following details:

	LOCATION:
Address Line:
City:
Country / State:
Postcode / ZIP: 

GENERAL DETAILS:
Selling location/s:
Digital or Physical Product:
Is your products’ pricing tax-inclusive?:
VAT Registered (Value added tax)?:
Tax rate:
Currency:

SHIPPING DETAILS:
Courier Name:
Shipping Areas:
Shipping fee for each zone (e.g. South Africa = R100):
Flat rate shipping fee:
Do you offer local pickup? (If yes, at what location/s and between what times?):

Email Address for order notifications:










2. Payment Gateways:

Online payment gateways aren’t a regular banking account – they are accounts specialised for online purchases. There are many to choose from (simply type in “payment gateways” into Google). Most of our clients opt for PayPal or PayFast – We have added their links below:

1. PayPal: https://www.paypal.com/za/webapps/mpp/home 
2. PayFast: https://www.payfast.co.za


To do the integration we will need your “Merchant Key”, “Merchant ID” or “Vendor Code”, and in some cases the “Passphrase”. These will be provided to you after the sign up process with your chosen payment gateway is complete. Please add these details below:
 
	Merchant Key:


	Merchant ID/Vendor Code:


	Passphrase:




[image: ]
How to find your Merchant key, Merchant ID and Passphrase on:

1. Log into your PayFast account (https://my.payfast.io/login) 
2. Navigate to Settings > Developer Settings
3. You will see your merchant ID and Merchant key at the top right corner.
4. You can create a passphrase just below that. 
5. Ensure that you submit the merchant details correctly.

[image: ]
Please make sure that you submit your verification documents On PayFast it is a prerequisite to activate your payment gateway.
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(T’S & C’S AND LEGISLATION.)



Your website lives in a public realm and there are rules that govern it as well as the content you post. Legally you need to have a usage policy. Many people are fined and prosecuted for not taking reasonable steps to manage their websites. As part of our client care, we want to share some important points for consideration. You can book an advance consultation to discuss legalities on the web if needed. 



1) Add to your website Terms and Conditions / Privacy and Usage Policy. These links might be useful. Some resources are free, and some resources are paid for:

    Terms and conditions: https://app.termsfeed.com/wizard/terms-conditions 
    Privacy Policy: https://app.termsfeed.com/wizard/privacy-policy 
	    Refund & Return Policy: https://app.termsfeed.com/wizard/return-refund-policy/ 

2) Your website needs to be POPIA compliant (Protection of Personal Information Act). You can find information on this as well as usage policies on our Client Zone. 

    POPIA Act: https://www.websitedesign.co.za/pdf/POPI-act.pdf   

3) Copyright. Images, text, sounds, images, basically any work of art or creative can be subject to copyright protection or other related legislation. This is not a matter to be overlooked and can involve criminal prosecution in some cases. 
[image: Information]
If you used free imagery or any other media requiring attribution, please send the attribution links in a Word document as you submit your brief document.


If you are uncertain of any of the above points of consideration, chat to us now. You can provide text for you Terms and Conditions / Privacy and Usage Policy or even Popi notice for your site in the space provided for below with an instruction for your developer on where you would like it added to your website.  








Web Marketing

(HOW WILL PEOPLE FIND YOUR BUSINESS ONLINE?)


Once your website has been completed and it is live – how will you draw visitors there? Ranking on search engines is extremely competitive. You are competing against hundreds and thousands (and in many cases – millions) of other websites that have been there a lot longer than yours. And on top of that – new websites are launched on a daily basis.

There are many things you can do yourself such as linking your social media to your website. Include your website URL in every social media post. Adding videos to YouTube to draw people to your site. Updating your content on a regular basis – a blog page on your site is an extremely useful tool for this. 

But this is only one side of your marketing. To increase chances of higher rankings there are tools such as SEO, Adwords or even marketing consults with an expert. 

Please have a look at some of the ways we can help you buy following the links below:

· SEO: https://www.websitedesign.co.za/websitedesignmarketing-seo.html 
· Adwords / PPC: https://www.websitedesign.co.za/websitedesignmarketing-adwords.html 








CONGRATULATIONS!

If you’ve completed all of the above steps – we can now start to build the first preview of your website. 

We look forward to completing a website that you can be proud of.
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Disclaimer: Websitedesign.co.za attempts to ensure the information within this document is correct at the time of publication.
We reserve the right to update this document without written notice.
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