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S UMMARY  

This  document g ives general tips that can be handy when setting up  a website .  
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1   SETUP  T IPS  

1.1  Appr opr iat e page  t it le s  

When creating a new page, pay special attention to the pageõs t itle .  The tit le is as important to 

the visitor as it is to the editors working on the webs ite.  It has to be c lear for other editors which 

page contains which infor mation and page tit les are important indicators.  

 

Search engines  suc h as  Goog le and Yahoo a lso us e t he tit le. 

 

If the pageõs title is too long for the navigation menu, specify a shorter navigat ion titl e  to be 

used in the menus. The full t it le wil l st i ll be displayed  in the tit le bar of the brows er . A good 

(navigation) tit le is  short and c oncis e, and c lear ly  indicates  what  is  on the page.  

 

1.2  A c lear  s i te  st ructu re  

I f the tree structure is not c lear, it is diff icult for the visit or to find t he correct infor mat ion.  It is 

a lso unc lear for the developers and the editors what the impact is of the content they place on 

the websit e.  It is even possible that content is wrong ly placed if the site structure is very 

cluttered.  

 

Example of a  c lear s ite structure:  
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2  WRITING T IPS  

Visitors use websit es to find infor mation.  A good website prov ides visitors with infor mat ion in as 

few steps as possible and in the shortest possible  t ime.  Therefore, t he writing approach is very 

important.  Start with the visitorõs questions. Which questions c ould he or she have? Which needs? 

Categorize the possible websiteõs visitors and imagine the questions they might have. 

 

A webs ite visitor first scans the presented infor mat ion and its structure . Then, only if text looks 

interesting  the vis itor will  read it  carefully.  The readerõs attention has to be caught quickly. 

 

2.1  Sho rt  and  c onc is e  

Long stretches of text are cumbersome to read on a screen and vi s itors will leave.  A starting point 

could be that the siteõs visitor should only have to scroll down one single page. A rule of thumb  

states that paragraphs s hould not be longer than about 75 words (t his paragraph, for instance,  

contains 55 wor ds).  

 

A good way to write c oncis ely :  First wr ite a text block of 150 to 200 words and then edit until 

about 60 wor ds remain.  If a few words are then added here and ther e, the text block becomes the 

ideal siz e.  

 

The text on the pages should a lso comply with the core va lues. Examples of core va lues of a 

website could be: Cons istent, eas y, inspiring, and personal.  I t is up to t he editors to establish 

these criteria .  

 

2.2  Tips  for  e ff ect iv e wr i t i ng  on  th e we b  

 Research what is of interest to the siteõs visitors and meet their needs. 

 Tune the tone of t he text t o the visitors:  Friendly , r eliable, and c lient -oriented.  

 Develop a sty le guide with guidelines  for  personal publicat ions.  

 Use the activ e voice; avoid pass ive constructions.  

 Write a strong  lead, and writ e t his  lead last.  

 Make sure the text  can be scanned:  Meaning ful headings, summations, etc.  

 Make c lear what is behind a link .  

 Make sure the sit e c ontent is easy to find.  

 Offer  distinctiv eness through overviews.  

 Use a dictionary or spelling checker.  A correct ly s pelled wor d can sti ll be wrong if the 

meaning is not  the one intended.  

 Use the web media, but donõt abuse it. 


