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Signing up new customers for One Page, Small or Medium Business Solutions
Signing up new customers require payment of 75% of the total first year fee, as well as signing and answering questions as provided in the sign-up and domain registration forms.
t
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· Gather & keep on file

· Customer signature

· Go onto Internet

· Read documentation

o save time in the development process, many questions can be answered even before we start building the website. First of all, if a customer is signing up for a Small or Medium Business Solution, they need to decide on an appropriate name domain (URL) e.g. www.theirbusinessname.com. Choosing any available name in the top-level domains: .org .net .info .biz or .com domain, alternatively they can get a sub-domain at any of our names – e.g. www.theirbusinessname.ea247.com - Please refer to the website www.EastAfrica247.com/check_domain.asp to check for available top-level domain names.

If a customer has decided on a top-level domain (.com .org .net .biz or .info) and you have checked the availability of the name, they need to sign the registration agreement as found at the website (www.EastAfrica247.com/admin.asp).

How to check for available names

Go to the East Africa 24/7 website: www.EastAfrica247.com/check_domain.asp in the box, write the name the customer wish (if off-line when talking to customer, then try to agree on a few alternative names that you can check when online). Available sub-domains in any of our domains are simply checked by typing in the address in the browser to see if any webpages come up. 

(
Documents that need to be signed by customer

At the website (www.EastAfrica247.com/admin.asp) is the registration form (ea247_domain_registration_agreement.doc) that is MANDATORY for customers to sign prior to registering a domain name in the .org .com .net .biz or .info domains. This is according to international rules and regulations.
Note When considering domain name for a company, the name should be as short as possible, yet descriptive. E.g. for the International School of East Africa in Nairobi, Kenya, it is better to consider www.ISEA.com, www.ISEA-Kenya.com, or www.ISEAKenya.com rather than: www.internationalschoolofeastafrica.com. It is very likely that people would make a spelling error when typing the lengthy name, and it is not easy to fit onto letterheads or business cards.

Payment of solution

Payment break-down: min. 75% of the total first year fee to be paid in advance.
Upon signing up for a solution, the customer needs to pay, preferably 100% of total first year fee (on time set-up fee + annual maintenance fee), but minimum 75%. Once the development process has started and registration of domain name taken place, this fee is non-refundable. The 75% of the total fee goes to East Africa 24/7 before any work is done by the web designers, registering of domain names or setting up the web hotel (hosting) account. The remaining 25% is due latest once the website design has been approved by the customer and all pages are available on the website.

· Your reseller fee equals the last customer payment, should you wish to allow the customer not to pay the total fee up front.

· It is your responsibility to send an invoice to the customer and to ensure payment is done. In this manner it also becomes possible for you to receive payment for extra service provided in the development process (e.g. scanning of logo, pictures or graphics, write-ups of services, products, vision or other texts for the customer).
· Make sure that customs are aware of requirements PRIOR to signing up. Whenever you assist and provide service that comes at an extra cost (e.g. scanning of graphics), you have to explicitly notify the customer.

Requirements of the customer

Besides of signing the forms (see below) required for starting the website design development, it is up to the customer to provide us with the text that they wish to have on the website in electronic format (e.g. MS Word or other PC compatible text editor format). It should be clear from the document, exactly on which webpage which paragraphs should appear, and what the headlines should state, links, etc. The text can always be edited by the customer after setting up the website - The customer just logs into the Easy Web Manager area. But it can be an advantage to include as much of the content as possible from the beginning.
If the customers do not have the text ready for all the pages, then we need a list of expected website content. What are the topics that they wish to cover? – Based on the headlines for these topics, the web programmer will be able to prepare the page (though without the text content) and the web designer can create links and buttons that link all the pages together.
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Figure: East Africa 24/7 is just as the name suggests  -  a service only provided in the Eastern African region.

Customers should clearly define what web pages they want & what text and graphics to appear on each page.

Logos, images and other graphics, are needed in order to make a website that is in line with the existing corporate look. It is a requirement that logos, images and other graphics are provided for the web designer in electronic format, preferably in JPG or GIF format. If the customer does not have this material in electronic format, and does not have a scanner, it is possible for you to provide this service at extra cost for the customer. Any specific requirements e.g. some graphics should be used on specific pages, should be noted and message passed on to the designer. Also, if the customer wants East Africa 24/7 to create a logo, it is possible. But at an extra cost.
Note It would be VERY useful for the web designer to get copies of any marketing material; brochures, letterheads, business cards, poster, calendars, etc. that the customer already have, in order to make the design of the website to match the existing corporate look.

Clearly make customs aware of requirements PRIOR to signing up. Whenever you assist and provide service that comes at an extra cost (e.g. scanning of graphics), you have to explicitly notify the customer.
Customer sign-up information

The appropriate sign-up need to be filled and information sent to East Africa 24/7.
It is crucial for the smooth website development and process that the sign-up form is filled correct and with as much detail as possible. It is preferred that you walk through the form together with the customer, and discuss each item on the form.

(
Documents that need to be signed by the customer

At www.EastAfrica247.com/admin.asp) are the sign-up forms (ea247_signup_customer_form_one_page.doc, and ea247_sign-up_customer_form_small_medium.doc). These need to be filled and signed by the customers prior to starting the web designing phase. 
For the Small and Medium Business Solutions the features below should be considered. Each feature uses 1 page of the maximum number of pages for each solution (8 and 15 for the Small and Medium Business Solution, respectively – though, customers can get additional pages at an extra cost):
1. Tell a friend feature. Usually, the best advertising is the recommendation by somebody the customer already knows, that’s why the Tell-a-friend feature is very popular and highly recommended. This feature allows a website visitor to send an email to a friend/colleague/family with a link to the customer’s website.
2. Newsletter feature. If the customer is considering sending out newsletters to their clients or interested general public, they might want to have a newsletter sign-up feature on their website. This allows people to add their email address to a list, which can be used for sending out email newsletters. The feature also allows for people to unsubscribe if they no longer wish to receive the newsletter.
3. Site search/Site map feature. Once a website is more than 10 pages, it can become cumbersome for website visitors to find the information they seek within a website. Thus the customer should consider having a ‘site map’ – giving an overview of the website, or a ‘site search’ function – that allows the website visitor to get the page they want, be typing a few keywords.

4. Contact us email feature. It is almost mandatory to present the contact information somewhere within a website, but adding an email form is an extra recommended feature. The Email form allows website visitor to instantly send an email to the website owner. This has several advantages: 1) it is more likely that website visitors take action and contacts the website owner; 2) The email address is not shown on the website thus it becomes less likely that some web-robot “harvest” the email address and uses it for sending spam emails; 3) The Contact us email form comes with an automatic reply option, which sends an email to the website visitors email acknowledging and thanking them for sending an email. The content of this email is decided upon by the customer, and should be sent to East Africa 24/7 together with the form information, should they decide to have a contact us email feature.

5. Splash page. A splash page is an introduction page, welcoming website visitors, before they enter the actual website. This page is not really necessary, and most website visitors find this page annoying, as it contains no real information, and usually take long to download. A splash page is only recommended for businesses in the design/advertising industry where graphical image is of major importance. It is most appropriate that the first page website visitors meet is the Home page, the page introducing the company, and containing links to all subsequent information.
Note It is important for the production of the website that we know what type of pages and what features customers wish, before starting the design phase!
Introducing the Easy Web Manager (EWM)
Walk the customer through the steps of using the EWM feature for their website.

After making the website design, creating the hosting account, and registering the name, it is time for the final handing over of the website to the customer. It is recommended that you meet with the customer and open the website in a browser. Have the customer to log into the Easy Web Manager (EWM), and give them a brief introduction:
6. Show how to view responses on the tell-a-friend feature, newsletter signup, or search words. If the customer has signed up for any of these features, it is possible to view a list of e.g. newsletter sign-ups. A link will be present in the EWM on the page after logging in.
7. Show how to select a page to edit. The drop-down box found after logging in, gives a list of the pages that can be edited.

8. Show how to edit a page. Edit some of the text in the main area, make some text appear in bold, larger, or in a different color.

9. Show how to make a link. To make a link going from the edited page to some other website, press the “Add hyperlink” icon.

10. Show how to insert an image. To insert an image from the selection of images available, press the “Add image” icon, and drag-and-drop an image into the text area.
11. Show how to insert text from a Word document. If you copy and paste some text directly from Word into the EWM text area, a lot of Word formatting codes are also being transferred. This does not create major problems when viewing the website using MS Internet Explorer, BUT causes errors when viewing the website in Netscape or other browsers. Thus, it is very important that text from Word is transferred into EWM through Notepad (Windows Start – Accessories – Notepad). ‘Copy’ text from Word – ‘past’ the text in Notepad – ‘copy’ the text from Notepad – ‘paste’ the text into the page in the EWM.
12. Show how to undo changes. - By retrieving last saved version of the webpage pressing the “Last saved” button.

13. Show how to view changes in another browser window. - By pressing the “View page” button.
14. Show how to view the online help file. - By pressing the help icon.
.

Email setup

Outlook: if the customer is already using Outlook as their default email software, they can add their new email account by: Choosing the Tools menu - E-mail Accounts.. – Add a new e-mail account - Choose a POP3 account in the Server Type.
	User information:

Your Name: The name that will appear in the email address

E-mail address: As decided in the sign-up process

Logon Information:

User Name: As provided by us

Password: As provided by us
	Server Information:

Incoming mail server (POP3): pop.ea247.com

Outgoing mail server (SMTP): as provided by their ISP




Glossary and useful expressions
Default email routing  

You can chose to have a “catch-all” email. It allows you to collect miss-addressed messages (e.g., wrongname@yourbusiness.com) and have them delivered to a specific email account like you@yourbusiness.com.
Domain name 

A domain name is also called a web address. Like a memorable street address, it can help people find you online. You can register your own name, your company's name, key words to describe your business, or even a short phrase - whatever will make your web address easy to remember for your friends or customers. Once your domain is registered, you can build a public web site at your own web address (e.g., www.yourbusiness.com) and create a personalized email address (e.g., you@yourbusiness.com).  

Email forwards 

Email forwards enable you to have email messages redirected to a specific email account. For example, you can set up the email account sales@yourbusiness.com to forward all messages to your account you@yourbusiness.com. These forwards can be added or deleted at any time. Offered in all packages

Gigabyte 

A byte is the smallest unit of data measurement in computers. The following conversions give you an idea of how big a gigabyte is:

1000 Bytes (B) = 1 Kilobyte (KB)

1000 Kilobytes (KB) = 1 Megabyte (MB)

1000 Megabytes (MB) = 1 Gigabyte (GB)

One-time setup fee 

In addition to a yearly hosting/service fee, East Africa 24/7 packages require a one-time fee to design and set-up the website and set-up email accounts. This fee has to be paid in advance.  

POP and SMTP email access 

You can send and receive your you@yourbusiness.com email from your favorite email program (such as Outlook or Eudora) via POP and SMTP. SMTP, or Simple Mail Transfer Protocol, is a protocol for sending email messages between servers over the Internet. Post Office Protocol (POP) is a protocol used to retrieve email from a mail server

See more in the online glossary at www.EastAfrica247.com
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