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a guide to implementing the Internet and 
the World Wide Web in your business

How the Internet can work for you



This booklet was commissioned as part of the Information Society Initiative (ISI)
Programme for Business – a partnership between industry and Government to 
help British business thrive in the information-based economy.

Programme for Business offers support to encourage business use of information
and communications technologies, funding a nationwide network of Local Support
Centres to help the business user and programmes for innovative applications,
creative ideas and key technologies.

Find out how your business can benefit by:

• calling the ISI Business Infoline on 0345 15 2000

• e-mailing info@isi.gov.uk

• visiting the ISI Programme for Business Web site at http://www.isi.gov.uk
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Introduction
The Internet is a media phenomenon. Information superhighway, surfing, Nets,Web
sites... it’s easy to get put off by the buzzwords and jargon of the Internet. Behind the
hype, after you’ve jumped the initial hurdles that come with learning anything new, the
Internet offers companies real business opportunities.

If you’re not on the Internet, you could be missing
out on an effective communications, marketing,
and research tool.You could also be in danger of
losing out to competitors who are already
exploiting the Internet’s commercial potential.

This guide, part of the DTI’s Information Society
Initiative Programme for Business, has been produced
to give you practical advice on how to use the
Internet. It is not intended to be a comprehensive
reference manual, nor to delve into the extreme
technicalities of the subject, but designed to give
enough basic information for any small to medium
sized enterprise to exploit the technology.

Technologies and costs change rapidly. Bear in
mind that the prices quoted in this booklet are
only indicative at the time it was published
(November 1998) and that it pays to shop around.

For an introduction to all the main information
and communication technologies – of which the
Internet is just one – and how they can be used to
boost sales, improve purchasing, smooth production
and generally help your business to become more
profitable, read the Programme for Business guide
Doing Business in the Information Society.

Examples of various products and companies
are given throughout this booklet. Inclusion
does not in any way imply endorsement or
recommendation by the DTI.

Commercially impartial help and advice on
introducing the Internet into your business is
available from your Local Support Centre
(further details on page 24).

The source of all statistics quoted in this
booklet is Moving into the Information Age:
International Benchmarking 1998. Unless
otherwise stated, all figures quoted refer 
to UK businesses.

YOUR ISI LOCAL SUPPORT CENTRE CAN HELP YOU ESTABLISH WHAT’S BEST FOR YOUR BUSINESS

The full series of the Programme for Business
guides How technology can work for you includes:

● the Internet & World Wide Web

● e-mail & fax

● mobile communications

● networking

● video and data conferencing

● EDI

● data storage

All Programme for Business booklets and guides are
available from the ISI Business Infoline on 
0345 15 2000.
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What is the Internet? 
The Internet (or Net) is a global network of computers with millions of users. It consists
of many thousands of permanently linked powerful computers (called hosts). Anyone
with a computer and modem can join this network by using a standard phone.

T H E  I N T E R N E T

● User-groups or Newsgroups are areas on
the Internet where users with shared interests
can ‘talk’ to each other using e-mail, and most
correspondence is available for all to see.
Newsgroups are useful for research and
problem-solving.

The sheer size of the Internet means it is
effectively an uncontrolled but democratic place.
People use it to sell things, find information,
share experiences, ask for help and send
messages.The smallest companies sit alongside
vast corporations.Your presence on the Internet
can be as effective and profitable for your
business as a multi-national’s presence.

Finding what you want can often be like
looking for a needle in a haystack, but several
facilities can help users.

The speed of this global network means that,
depending on traffic, it can be just as quick for a user
in Glasgow to access a computer in Sydney as in
Manchester.The real potential of the Internet lies in
the number of uses that people can put it to.

● Electronic mail (e-mail) is how people
communicate personally over the Internet. It is an
ideal mechanism for fast and cheap business
communications.

● The World Wide Web is perhaps the best known
part of the Internet – and largely responsible for its
rapid growth.The Web allows users to make a
friendly, graphical presentation of files and
information, by structuring them into a series of
Web pages – a number of pages is collectively
called a ‘Web site’.Any user with the appropriate
software (called a browser) can read these pages. It
costs comparatively little to set up your own Web
site, and its business potential ranges from on-line
catalogues to electronic shops.

● Exchanging Documents. File Transfer 
Protocol (FTP) is the technology that allows
users to send each other files.You can send and
receive all types of files containing any sort of
information that can be stored digitally – from
word processed documents to graphics.A new
user will be surprised at the number of
organisations and bodies prepared to make their
files available, often free of charge, for anyone to
access, such as computer programmes, academic
texts or photographic images.

George Nimmo edits complex financial reports for Far
East businesses. The companies e-mail him files at the
end of their working day. He amends and edits them
into perfect English and e-mails the files back for when
his customers return to work in the morning.

Newsgroups can offer an ideal source of help, advice

and information about your business area
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● Search engines are mostly free-of-charge
computer applications that continually and
automatically trawl the Internet and index what
they find.You type in one or more words or
phrases to describe what you are looking for: a
person, a topic, an address – practically anything
– but the more specific you are in your request,
the more likely you are to find what you seek.
The key word(s) or phrase will then be
matched against the search engine’s index and
all likely matches recorded.

● Hypertext links are a key principle behind the
design of most Web pages.These are ‘hot-spots’
or ‘hyperlinks’ on the screen in the shape of
highlighted words or images. By clicking on a
hyperlink, the reader can jump to another Web
page, which could be on the same Web site – or
it could be on another Web site originating
from the other side of the world. Many sites
have links to other sites containing related
information, so offer one of the best ways to
find the information you are after.

● General information sources. On the
Internet itself, there are publications and
newsletters, notices or comments in
Newsgroups. Specialist magazines and the press
(many of which run regular Internet columns)
list sites of interest.

Two popular search engines

Examples of hyperlinks
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Marketing, advertising and sales
Thousands of companies now use the Internet for
sales and marketing.With your own Web site, you can
not only tell the world about your products or
services but also accept orders or requests for
information – automatically and for 24 hours a day,
seven days a week.You can even build up useful
market information by tracking visitors to your site.
In fact, building a Web site is now becoming an
intrinsic part of marketing activity, like producing a
price list or company brochure.There’s a danger that
companies who ignore its potential will increasingly
lose market-share to those that have got involved.

You can also advertise on the Web by placing
banner advertising on other people’s Web pages,
which can be targeted at those who could be
interested in your particular product or service.

But with any marketing tool, you are wise to talk
to someone who understands the medium and how
best your company can use it.Your Local Support
Centre can help you. (Contact details are given on
page 24).

The business case
The Internet offers companies a number of different business benefits,
depending on the particular feature you choose to exploit.

For the cost of a local phone call, you can send messages

and documents anywhere in the world

Fast, cheap communications
This is perhaps the clearest argument for getting on
the Internet. From the comfort of your own
computer, you can send a message or computer file
to the other side of town or the other side of the
world – for the cost of a brief local phone call.
Delivery is guaranteed in a few hours at most and
at best a few minutes.Any kind of information can
be sent, so long as it can be stored in digital format.
It could be a word-processed document or
spreadsheet. It could be a photograph.

This one facility alone, known as e-mail, could
enable you to save money on post or courier
services. It could significantly reduce your
company’s international phone bill, save you travel
costs and quicken up response times.

Elizabeth Botham and Sons, a Yorkshire baker, receives regular orders

and has an award winning Web site

Leez Priory offer a wedding venue service. 30% of their
business is now generated through e-mail enquiries.
The conversion rate from e-mail enquiry to actual sale
is greater than any other enquiry channel – and the 
e-mail enquiries are a quicker process.



6 T H E  I N T E R N E T

YOUR ISI LOCAL SUPPORT CENTRE CAN HELP YOU ESTABLISH WHAT’S BEST FOR YOUR BUSINESS

Business information and support
A vast amount of business information is available
on the Internet, much of it useful to your company
– 91% of businesses using the Internet access it to
obtain information. Search engines let you trawl
the world for new ideas, market information and
technical support.Alternatively, just register yourself
with a Mailing List or Newsgroup and you can
have the information sent to you automatically,
although some of the better ones cost money.
Equally, if you have a problem or want to talk to
people in similar businesses, you can join in one of
the relevant Newsgroups. From biz.accountancy to
alt.zincworking, there will probably be one
covering your line of business.

Exporting
The global nature of the Internet makes it easier
for companies to do business around the world,
opening up a potential worldwide marketplace to
anyone who creates their own Web site. It can
make it easier and cheaper to do business with
distributors, dealers and customers wherever they
are in the world. E-mail enables rapid
communication and can smooth the problems of
time-difference. Secure payment transactions over
the Internet can minimise the paperwork, charges,
risks and delays of currency exchange.

You could also join one of the many ‘e-malls’
that have been set up.These are centralised Web
sites with links to a range of other like-minded
organisations who wish to export. It’s often easier
for potential buyers to find your company this way.

Davies Tapes, an adhesive tape merchant, receive as
many sales enquiries per day from their Web site as
they used to get in a whole month’s return from their
trade journal advert. They’ve seen a 100% increase in
exports over the last year alone. 

Distribution of your product
Any company whose products or services can be
converted into electronic form – and that includes
publishers, software companies, designers and
architects, even accountants – can benefit from the
Internet’s new, rapid and easy way to distribute or
sell a product.

Business on the Net
One of the most powerful incentives for doing
business on the Internet is that your competitors
may already be utilising its potential.Whether it is
communicating by e-mail or selling your products
via your Web site, use your computer for effective
business-to-business commerce.

The percentages show those businesses
that use the relevant technology.

The Internet is not to be confused with an
intranet, which describes an internal company
network. Further information about intranets is
available in the Programme for Business guide to
How networking can work for you, available from the
ISI Business Infoline on 0345 15 2000.

0 20 40 60 80 100

91%  Computers

78%  PC with modem

73%  PC with CD-ROM

63%  E-mail

49%  Internet

37%  Web site

30%  EDI
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The basic requirements to get on the
Internet are:
● a computer
● a modem
● a phone line
● an account with an Internet Service

Provider (ISP) 
● appropriate software
● and (initially) lots of patience!

CHOOSING A COMPUTER
You do not need to have the latest model but there
are certain minimum requirements, for example a
PC with a 386 processor or a Mac with 8Mb of
RAM (internal memory) and System 7.1, although
most computers will enable you to use e-mail and
file transfer.

To enjoy the more visual aspects of the Net, in
particular the World Wide Web, you will need a
more modern machine such as a Pentium or Power
Macintosh with enough RAM to be able to make
use of the graphical interface and animated
features.Your Local Support Centre should be able
to advise you on what the most suitable computer
for your needs will be, or you can look at specialist
magazines, or visit a retailer.

CHOOSING A MODEM
This is the device that links your computer to the
phone network.You can buy an internal modem,
which is put in an expansion slot inside your
computer, or an external modem, which is attached
via a cable to the serial port on your computer.
Internal modems are slightly cheaper but do
require someone with the confidence to connect
one inside their computer! External modems have
LEDs (Light Emitting Diodes) which show the
user what is going on. Both types are widely
available for PCs, but the vast majority of modems
for Macs are external. Modems come in different
speeds, usually measured in bits per second (bps) or
kilo bits per second (kbps) – sometimes just
abbreviated to ‘K’.The higher the number, the
faster the modem.

While low speeds can be sufficient for simple 
e-mail, if you intend to download large files or use

the Web, then you should usually go for the fastest
modem you can afford, ideally a fast 56K modem.
The extra cost will soon be recovered by reduced
phone bills – downloading information or
connecting to the Web will be quicker so you
won’t need as much time connected to the phone
line. Most 56K modems are now available for
around £120 or less. Be aware that some older
computers may not be capable of using the
maximum data transfer rate of a high speed
external modem.

You should buy a modem that conforms to one
of the international standards.The key ones are:

● V34 – the standard for both 28,000 bps and
33,600 bps modems

● V90 – the standard for 56,000 bps modems

How to get started

A typical 56K V90 modem

7 T H E  I N T E R N E T
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while connected to the Net.You also need
something called a Terminal Adaptor to connect
your computer to the new ISDN line.These cost
about the same as a modem, but give you very 
fast access.

If you’re a small company with a limited number
of normal phone-lines, remember that one line will
be engaged to callers for as long as you are dialling
out to the Internet. If you anticipate accessing the
Internet regularly, it might be worth investing in a
second line – perhaps sharing it with your fax.

GETTING ON THE NET
There are two ways to connect to the Internet:

● a direct connection, or

● through an Internet Service Provider (ISP)

Direct connection
For larger organisations, or companies that intend
to use the Web a great deal, an effective solution is
to invest in a powerful computer and connect it
directly to the Net, usually using a leased phone
line. However, this is an expensive option, since the
line rental alone costs many thousands of pounds a
month. For most small to medium sized enterprises
– and certainly if you are dipping your toe in the
water for the first time – the best and most cost-
effective solution is to take out an account with an
Internet Service Provider.

And if you are going to connect your modem to
BT’s network, check the modem has BABT
(British Approvals Board for Telecommunications)
approval. It is illegal to connect a non-BABT
approved model, so check for the little green circle
that should appear somewhere on the modem or
its box.

A PHONE LINE
For most users, a standard phone line is sufficient
to use the Internet. If speed of access is important
or you have large files of data to transmit, such as
video or high-resolution photography, then you
might consider an ISDN line (Integrated Services
Digital Network).This will significantly increase
the rate at which you transmit and receive
information. ISDN will give data transfer speeds of
up to 128K compared with the fastest modems of
56K. However, since bottlenecks occur elsewhere
on the Internet, this is not a complete solution.
ISDN is also more expensive but there is a new
range of ‘start-up’ packages. Call your telephone
provider for details. For example, BT recently
launched its ‘Business Highway’ service which will
convert a standard BT phone line into an ISDN
line for £99 and let you receive normal phone calls

Two typical Internet Service Providers: Demon and PIPEX
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Internet Service Providers (ISPs)
An Internet Service Provider is a commercial
company which provides ‘third party access’ to the
Internet. Customers simply use their modem to
connect to the ISP, which then links them to the
Net automatically.There are over 100 ISPs in the
UK. Prices and facilities on offer vary.All should
offer the same basic service, giving you:

● 24 hour Internet access;

● a unique e-mail address, so others know where
to reach you.This can include all or part of
your company’s name;

● the chance to rent space on their computer to
develop your own Web pages;

● basic software programmes (such as a Web
browser and e-mail).

Some typical ISPs charge a set fee of £10-20 per
month. Others avoid this, for example by adding an
extra 1p to your phone bill for each minute you are
on-line. Some even offer free access (aiming to
recoup their costs back by advertising or charging
extra for technical support). It is essential to compare
what you are getting for your money. For example,
some providers:

● let you connect as often and as long as you like
as part of your monthly subscription;

● include a set number of hours free access, then
charge additionally for any extra time you use;

● give you just one e-mail address as part of the
monthly subscription – others provide several
which allow individuals within an organisation
to have their own address;

● offer faster access via ISDN or high bandwidth
connections (see page 21 for more information
on the importance of bandwidth);

● offer after-sales support, advice and guidance.

While most ISPs provide just Internet facilities, a
few such as CompuServe, BT and AOL also
provide extra services of their own, unique to their
subscribers.These include additional content or
facilities, e.g. local weather and traffic reports,
internal conferencing, and access to databases of
business information.

However, their subscription charges can be
higher, so decide if these additional services are of
value to your business. Bulletin Boards (BBS) offer
a similar, more limited service with the focus on
conferences between members. One of the best
ways to find a service provider is through one of
the Internet magazines available from newsagents
which list all the ISPs, their cost, and the services
they provide.

One of the most important considerations is
that, if you are to enjoy the benefits of local phone
charges, your provider has to have a local Point-Of-
Presence (POP). In other words, the number you
dial to log-on to the Internet should be a local
number.While most ISPs have POPs in the larger
cities, this might not be the case for more remote
parts of the nation, such as the Scottish Highlands.
However, most ISPs now offer a ‘virtual POP’,
which means you dial into an 0345/0645/0990
number at local phone rates. Some cable companies
may also be offering free local calls.

Since the technicalities of configuring your
modem and software can be complicated, most
ISPs will give you useful advice on how to
connect, as well as how to make the most of the 
e-mail facilities.

ISP
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Here are some of the questions you should ask before deciding which ISP to

subscribe to. Fill in the appropriate boxes.
Quick checklist: How to choose an Internet Service Provider 

FacilitiesUSING THE SOFTWARE
As a basic minimum, you will need:

● connection software to manage the modem and
to organise the dialling

● an e-mail programme

● a Web browser

Most ISPs will provide you with a basic package
of programmes when you take out a subscription.
Alternatively you can buy one from a computer
retailer.There is currently a boom in the amount of
software being developed to help people access the
Internet. One unique feature of the Net is that
much of this is available free, or as ‘shareware’ – made
available on a try-before-you buy basis, but read
the terms and conditions carefully – and it can all
be down-loaded from the Net. So if you don’t like
the package supplied by your provider, you can soon
find another set of programmes that you do like.

Dipping your toe in the water
If you would like to try out the Internet before taking
the plunge, there are these options:

● Under the ISI Programme for Business, a network of
around 80 Local Support Centres offer help and
advice in applying technology to your business (see
page 24 for contact details).

● In most major cities, cybercafés have been set up
allowing anyone to browse the Internet – and have
their own e-mail account – for a few pounds per hour. 

● Some ISPs offer a month’s free subscription, so you
can check out the quality and speed of their service,
although you will have to buy a modem to gain access. 

Getting on the Net: typical costs
56K modem £120

ISP account £15 per month

Phone charges Local rates should apply

Basic software Free/£30

Note: If you are going to use the most basic software, you will need 
patience to install and connect it.

YOUR ISI LOCAL SUPPORT CENTRE CAN HELP YOU ESTABLISH WHAT’S BEST FOR YOUR BUSINESS

● Do they offer a local Point-of-Presence (POP), i.e. the 
same STD code or an 0345/0645/0990 number?

● Are you interested in other Internet on-line services,
such as business databases?

● Do they offer ISDN connection?

● What speed of access do they offer?

● Do they offer a basic software package 
as part of your subscription? 

● How many e-mail accounts do you get with your subscription? 

● Are help and support available?

● What other facilities do they offer?

● What’s the monthly subscription?

● What’s the minimum subscription period?

● How many hours access does your monthly 
subscription give you?

● Are there higher charges for faster access (e.g. ISDN)?

● Is there an initial charge to open your account?

● Does the subscription include room on the provider’s 
computer to allow you to build and store your own Web site?

● How much extra do they charge for additional Web space?

Only by weighing up the different benefits of each provider can you really decide 
which one is best for you. Consider how much you will want to use the Internet 
in addition to e-mail.And as with any contract, remember to read the small print.

This is important if you are to enjoy the benefits of local rate phone charges.
If you have to call long-distance, your phone bill could soon mount up.

In this case you should consider an ISP who provides these facilities as
well as Internet access.

If you want regular and rapid access – and are prepared to pay for the
ISDN connections – this could be an attractive option.

Most offer connections at 56K, but ensure they conform to the 
new V90 standard. Some still only offer slower 33.6K connections.
Check they can handle the speed of your modem.

The basic minimum is connection software, an e-mail programme 
and a Web browser.

Some ISPs keep their rates low by offering minimal technical 
support and hand-holding. Others go a long way to help the 
lay user, including a 24 hour helpline.

For some it is a month, for others a longer period.

Some ISPs include a set number of hours a month within the monthly
subscription, but then charge an additional fee for the number of hours,
so estimate your likely usage in any one month before deciding.

Charges

A
B
C

Name

Yes/No

Yes/No

Yes/No

Access speed

Yes/No

Number of e-mail
accounts

Yes/No

Monthly charge

Subscription period

Monthly hour 
access

Yes/No

Initial charge

Yes/No

Web space charge

■■■

■■■

■■■

■■■

■■■

■■■

■■■

■■■

■■■

■■■

■■■

■■■

■■■

■■■

■■■

Possible suppliers and their services
A B C

RING THE ISI  BUSINESS INFOLINE ON 0345 15 2000 FOR DETAILS OF YOUR CENTRE
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How to use the Internet for e-mail
E-mail is one of the fastest ways to send messages and
documents to anywhere in the world. Find out someone’s 
e-mail address and you could have a message sitting on their
computer within a few minutes.

Most e-mail addresses follow a similar structure:

name@organisation.type.country code

A typical e-mail address might be: psmith@grommits.co.uk

Suffix
Name Organisation Type Country code
psmith@ grommits. co. uk

Taking the example above:

● psmith is the name (or user id) for Philippa Smith.

● She works for a company called Grommits – grommits
is therefore the organisation (or domain) name.

● The suffix describes the type of organisation and
sometimes the country in which it is based so the co.uk
example shows that Grommits is a company, based in
the UK. Other suffixes include:

.com usually an American business

.org a non-profit making organisation

.gov a Government Department or agency

.net a company or organisation that runs a
large network

.ac or .uni a university

Sample country suffixes include:
.jp Japan
.nl Netherlands
.fr France

Internet addresses

That’s not all. Computer files like spreadsheets,
word processed documents and graphics can also
be attached to your e-mail message – and unlike
fax transmission, the information arrives in the
condition it was sent and can be stored on
computer.

This means you could send a report to a
customer anywhere in the world for them to add
to, amend, or print out immediately, without the
need for re-typing. However, some patience will be
needed initially when you first start to experiment
with e-mail attachments.

E-mail software
Most Web browsers include basic e-mail facilities.
Other more sophisticated packages are available for
a few pounds.

For fuller information on e-mail read the
Programme for Business guide, How e-mail & fax
can work for you (available from the ISI Business
Infoline on 0345 15 2000).

E-mail addresses
Just like your phone number, your e-mail address
uniquely identifies you from the millions of other
users on the Internet and lets them send e-mail to
you. Many companies now routinely list their 
e-mail address alongside their phone number on
company letterheads and business cards.

To the uninitiated, e-mail addresses can at first
appear a confusing mixture of words, numbers and
signs, such as (/), (@) and (~). In fact, all addresses
follow a very logical structure, since they build up
from standard elements, each saying a little about
the person or company.
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While, at the most basic level, your e-mail
address will have to include the name of your ISP,
for an extra charge (about £100), they can
arrange to register a unique organisation name of
your own.This means that your e-mail 
address will not mention them, so
psmith@grommits.demon.co.uk would become
psmith@grommits.co.uk.Whether you go to the
expense of this depends on how you want to
present yourself to the outside world. Not only
will it make your address simpler but some feel it
gives a better company image.

Remember that you must always be exact 
with addresses.

MAILING LISTS
Mailing lists can also be an important part of the
Internet for business users. By posting messages to
a central e-mail account, known as a list server,
mail is automatically forwarded to all other list
subscribers, rather like distributing press releases.
Companies can also set up their own mailing lists
to keep in regular contact with customers and
other interested parties. But just as with more
traditional mailing lists, you can also receive, and
send, unwanted ‘junk mail’. Some e-mail
programmes can be set up to filter out junk mail
before you need to read it – for example by
automatically binning e-mails from a certain
address or containing certain give-away words.

Screen shot of a news group mailing list
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HOW TO BROWSE THE WEB
To browse the Web, you’ll need Web browser
software.There are several programmes available
but Netscape Navigator and Microsoft Internet
Explorer dominate the market. Many are provided
free or as shareware (‘try-before-you-buy’).Your
ISP will certainly provide you with a browser
when you join – or you can download one of your
choice from the Net.

Once connected, browsing the Web couldn’t be
easier.The sheer number of hyperlinks means it is
quite possible to spend hours connecting to sites
from one side of the world to another. Rather
more difficult is navigating a path through the
volume of material to the specific information or
sites you actually want. One way is to use a search
engine or business directory to narrow down your
field of enquiry.

Search engines
There are various different search engines, for
example:Yahoo, Lycos,Alta Vista and WebCrawler.
A few, like Yahoo UK, have specialised databases of
UK information.To find the information or Web
sites you want, simply type in key words or phrases.
Search engines differ in speed and the kind of links
they provide.Trial and error will probably find the
engine most suited to your needs. Or you could
use a specialist search engine like DogPile, which
automatically puts your request to a range of other
search engines. Most search engines are free, getting
their money from advertising, but some charge a
small fee in return for potentially providing a better
quality of information.

Business Directories
A growing number of Business Directories are now
available on the Web, from established directories

like Yellow Pages and Scoot to new sources like
www.ukdirectory.co.uk.All let the browser search
for another company by specialism or name.Again,
trial and error will find the directory that suits you.

HOW TO CREATE YOUR OWN WEB SITE

Web site strategy 
Before launching a company Web site, ask yourself
two questions.

● What do you want to achieve with the site?

● And why?

Competition for customer attention is as fierce
when you use the Internet as it is when you use
any other marketing or advertising tool. For a
successful Web site – and the rewards that can
come with it – you need to be committed to
updating and promoting your site and be able to
cope with the practicalities of selling in the global
market place. Contact your Local Support Centre 
(contact details on page 24) for information and
advice before you take the plunge.

Creating your own site allows you to go out to
the world and lets the world come to you.To do
this, you will need to:

● rent space on a host computer (a computer
permanently connected to the Internet) to store
your pages;

● register the name of your Web site;

● design or get someone else to design your
pages;

● go on-line by placing your files onto the host
computer;

● promote your Web site’s existence.

How to use the World Wide Web
The World Wide Web is the easiest way to access the Internet, to the extent
that for many people the two terms have become virtually synonymous.

As a company, you may want to do one of two things:
● browse the Web for information
● create your own Web site, so customers can come to you
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<!-- www.redhouselane.co.uk/index.htm -
>
<!-- last modified 26/09/96 (by PEL) -->

<html>
<head>
<META NAME="AUTHOR" CONTENT="Redhouse
Lane Communications">
<META NAME="KEYWORDS" CONTENT="redhouse
design london uk publish writers
newspapers intranet communication style
guide">
<META NAME="DESCRIPTION"
CONTENT="Redhouse Lane Communications,
if you're looking for great design,
&amp; imaginative writers.">
<title>Redhouse Lane - Welcome
page</title>
</head>

<body bgcolor="#ffffff">

<center>

<table width=100%>

<tr>
<td align=center><IMG SRC="welc-1.gif"
hspace=20 ALT="RL logo"></td>
<td><IMG SRC="welc-2.gif" align=right
ALT="Redhouse Lane Communications"></td>
</tr>

<tr>
<td><br></td>
<td align=right><a
href="portfol.htm"><IMG SRC="welc-
3a.gif" ALT="If you're looking for grea
design, &amp; imaginative writers, -
then you've come to the right place."
border=0><br><img src="welc-3c.gif"
alt="Click here to find out who we are"
border=0></a><br><br></td>
</tr>

<!-- www.redhouselane.co.uk/index.htm -->
<!-- last modified 26/09/96 (by PEL) -->

<html>
<head>
<META NAME="AUTHOR" CONTENT="Redhouse Lane Communications">
<META NAME="KEYWORDS" CONTENT="redhouse design london uk publish writers newspapers intranet communication
style guide">
<META NAME="DESCRIPTION" CONTENT="Redhouse Lane Communications, if you're looking for great design, &amp;
imaginative writers.">
<title>Redhouse Lane - Welcome page</title>
</head>

<body bgcolor="#ffffff">

Finding the space
If you haven’t got your own host computer, rent
space from someone who has – in most cases your
ISP. Many ISPs now provide 5Mb of Web space as
part of their basic £10-£20 per month Internet
access. Based on ‘sensibly’ sized Web pages (see
Designing your Web site on page 16), this allows you
to create a site containing almost 150 pages which
should meet your requirements.

Registering your name
Before going on-line, you will need to register the
name of your Web site with one of the
international committees.There is a set charge for
this (between £60 to £100 depending on which
company handles the process for every two year
registration), plus an annual ‘rental’ to maintain
your name on the registry.They will first check to
ensure your preferred name is not already protected
or reserved (though you can check yourself
through the Web site http://www.whois.com).

The easiest way to register is through your ISP
who should arrange it at no additional charge.The
process normally takes a couple of weeks.Within
reason, you can choose whatever name you like,
but it makes sense to choose a name that:

● can be easily recognised 

● cannot be confused with anything or 
anybody else

Creating your pages
Web pages are based on a set of simple textual
codes called HTML (Hyper Text Mark-up
Language).This means you could create a page
using a word processor – and many Web authors
who can write code do exactly that – but if you
lack the time or inclination to learn HTML, and
do not want to employ a specialist there are dozens
of inexpensive software packages which will do all
or most of the coding behind the scenes, just like
Desk Top Publishing (DTP) packages, which turn
simple text into attractive layouts. Software
packages include FrontPage for PCs and Page Mill,
Cyber Studio and Dreamweaver for Macs.

Although the results may not be as impressive as
professionally-designed pages, they can be perfectly
adequate for many companies. But you need to
consider what is best for your business and just
what you want to achieve with your Web site. Most
large book-shops stock a range of books giving
practical hints and tips on Web site design and
Internet magazines regularly address this issue.You
can design a site in your own time on your
computer, only loading it onto your host computer
when you’re completely happy with it.

Many Web sites also use special programming
languages, such as Java, to create more sophisticated
sites or enhance existing Web pages – for example,
with animated graphics or built-in spreadsheets.

Cyber Studio and Dreamweaver Web sites
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Designing your Web site
Good Web site design requires careful attention to structure,
presentation and content. If you want to maximise your
market and present your messages persuasively, it is in your
interests to ensure that any visitor can access and use your
Web site easily and effectively.Visitors will expect your Web
site to be entertaining and engaging as well as informative.

Overall your site should be:

● easy to navigate – visitors need to quickly find
and access the information they are looking for;

● constantly updated and improved – you want
customers to revisit your site often so keep your
price list up-to-date and give details of special
offers and new products;

● simple and stylish – Web pages are not the same as
printed pages (and many visitors will have short
attention spans).Try to package information as a
number of small, structured and intuitive pages
rather than one long text page.

Think ahead about your customers and the type of
problems they might encounter when visiting your
Web site:

● keep graphics to a minimum – sites containing
nothing but graphics will be virtually inaccessible
to a user with a slow modem, difficult for
someone who is partially sighted and could serve
to put off an impatient visitor with a slow
Internet connection;

● provide a text-only page for each page which
contains images and include text captions for
pictures and sound;

● make it easy on the eye by avoiding dark or
bright coloured backgrounds, not placing more
than one hyperlink on a line, and the use of 
plug-ins such as Talker or RealAudio to let your
site ‘speak’;

● keep each page to a maximum of 100Kb
(allowing it to be downloaded in under a minute
if you have a 33K modem), with individual
graphics no larger than half that size – it’s a good
rule of thumb that most Web designers follow;

● have your site in different languages if you want
to sell abroad – some search engines will even
give you basic translations for free.

Effective sales and marketing
You can make your Web site work for you by
incorporating essential sales and marketing tools:

● a facility for visitors to your site to send you 
e-mails;

● a simple form for customers to make enquiries,
place orders or give you feedback;

● recording how many visitors or ‘hits’ your site
receives and which Web pages are most popular –
and which aren’t!

Promoting your site
Although search engines, in theory, trawl every part of
the Internet for new arrivals, you should not count
on your site being picked up automatically, nor
assume that the most important aspects of your
company will be highlighted.You can enhance the
chances of being picked up by placing key words
(called meta tags) in the header of your Web pages
that describe the service or product you offer. Equally,
many of the main search engines allow you to post
details about your company and your site, which are
then included in their index.The service
www.submit-it.com will post your details to a
number of the main indexes.

Before setting up their Web site, Davies Tapes
undertook some very thorough research and carefully
tailored their registered keywords to each specific
search engine. This ensured that the company appears
high up on the list of sites found by each search
engine. Although a small firm, it gives the impression
that they are a market leader in their industry.
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And don’t neglect the most obvious ways of
promoting your site such as putting your Web
address on all your company’s headed paper and
business cards.

Web addresses
Web site addresses are known as URLs (Uniform
Resource Locators).They are based on the same
structure as e-mail addresses, except that instead of
the user id, the letters http://www are normally
put before the name of the organisation.When you
type in the Grommits Web Site URL, you might
enter http://www.grommits.co.uk (though most
browsers let you dispense with the http://,
automatically filling it in if you type www).

Building a Web site: typical costs

Rent space with ISP Free for small sites. £15-25 for 5Mb per month

Register Web site address From £60-£100 to register, plus a £40
maintenance fee to stay on the registry

Design site pages Free using a text editor ( basic word processing
software supplied free with every computer).
More user friendly, basic Web design
programmes start from £60. Allow from £200
per day for a competent web designer or
multimedia consultancy. Get competitive quotes
to see what can be done for your budget. 

Promoting your site: Free
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Doing business on the Internet
The comparative speed and cheapness of the Internet allied to the user-
friendliness of the Web make it an exciting medium for companies 
to do business.

One of the clearest examples of the Internet’s
business potential is the rapid development of 
on-line commerce. Many British retailers are already
running sites that let their customers buy directly
over the Internet. But there are numerous other
opportunities for electronic commerce such as
electronic publishing of newspapers and magazines,
electronic mail-order which lets customers browse
on-line catalogues, and customer help-desks where
customers leave questions via e-mail.

In fact, for smaller businesses the Internet offers a
real opportunity to compete on equal terms with
larger organisations, offering:

● low operating costs;

● the ability to do business round the clock;

● the chance to build relationships with existing
customers.

Although the Net cannot yet be used for ‘mission-
critical’ transactions its potential will only increase
(see On-line security opposite and the Programme for
Business guide, How EDI can work for you available
from the ISI Business Infoline on 0345 15 2000).

ON-LINE COMMERCE
A Web site to show your goods or services, and an 
e-mail facility for customers to place orders, is a good
way for small businesses to start using the Net for
business-to-business exchange.

Several specialist programmes are now available
which let retailers create a ‘virtual shop’ on the
Internet. Customers browse the stock, look at the
latest prices and special offers, and place items they
want to buy in a ‘virtual shopping basket’. Complex
searches are possible – for example, a customer could
search for books by their favourite author or on a
certain topic.

After the choices are made, the programme
automatically totals the cost of the purchases, lets the

customer choose a payment method, and gives an
automatic order reference. Purchases can be made
in any currency and various tax rates can be
calculated automatically. Once the order has been
processed, goods are dispatched.

The programmes link easily into company
databases and stock-control systems and can build
up valuable information about individual
customer’s interests and preferences – a crucial
element in building up customer loyalty.

Practicalities
The cost of the software needed to run an on-
line shop ranges from as little as £300 to many
thousands of pounds, depending on the number
of features and sophistication required. Most of
the major Internet software companies offer such
programmes, for example Microsoft Merchant
Server, Domino Merchant from Lotus, and Netscape
Merchant System. For top-end sites where heavy
customer traffic is anticipated, a direct link to the
Internet and a sizeable investment in computer
equipment and telecommunications facilities will
probably be needed. However, several ISPs can
provide a plainer and thus cheaper solution,
where your shop is stored and operated on their
central computers.

E-malls
An e-mall describes a central Web site offering
hyper-links to a range of other companies, related
either by products or by geography. For example,
there are sites on gardening, property, insurance
or sportswear or Manchester retailers or UK
exporters.The benefit is that potential buyers are
more likely to visit a group of associated retailers
or services than each one individually.

The e-mall provider will levy a fee for each
retailer on their site – either a standard
rental/advertising fee or a small charge each time
a visitor accesses the retailer’s details.
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On-line security
The Internet is a public network that anyone can
access, so the issue of security is important.While
this was a concern in the past, most modern
browsers now have sophisticated levels of security
built-in so that no unauthorised person can read,
forge or intercept an on-line transaction.The
number of UK banks now offering on-line
banking confirms their satisfaction with Internet
security. For customers who are nervous about
giving credit card details over the Net, a simple
solution is to take their order via your Web site and
call the customer back for their credit card.

If you are an information provider like a
publisher, you could sell subscriptions to your site
giving users password access. Equally, various
electronic currencies are being piloted such as
digicash – a kind of electronic token used in place
of cash over the Net. However, these are not yet a
practical universal solution.

13% of businesses already use 
their Web sites for selling on-line

E-malls: You can now buy rugby shirts over the Net

An example of on-line banking
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Usenet/Newsgroups
The ease with which users can contact and talk to
one another has led to the development of Usenet
groups or Newsgroups – computerised discussion
areas, in which anyone can take part. Large numbers
of people participate in such discussion groups
throughout the world, covering almost every
imaginable subject. For businesses, they can provide
useful ways of communicating with actual or
potential customers and for making new business
contacts.There are ‘helplines’ on a range of topics, and
you will be able to save copies of ‘articles’ or ‘notices’
to your local computer, and reply privately or publicly
to the various messages.

There are thousands of Newsgroups and you can
even start your own if one specifically dealing with
your business area of interest does not already exist.
However, the chances are it will. Most ISPs will
provide access to the major ones.

Newsgroups also represent an effective way of
keeping in touch with others in the same field or
business sector, providing a useful mechanism for
identifying experts and collaborating on projects.

Some Newsgroups are specific to particular
countries or ideas.You can tell this by the Newsgroup
name, e.g. uk.finance is aimed at UK businesses, while
seattle.business is aimed at American ones.

Some service providers, such as CompuServe and
AOL, run their own Newsgroups for subscribers to
their services.

Like any public forum, Newsgroups have their
own code of behaviour, called ‘netiquette’.Activities
that are commonly frowned on include sending chain
letters, making personal attacks on contributors and
asking common or simplistic questions (many
Newsgroups have a list of frequently-asked-questions
(FAQ file) that a new user should first ask for or refer
to).To gain a sense of the accepted do’s and don’ts in
a particular Newsgroup, it makes sense to follow its
postings for a while before you actively participate.

Where to look
For ease of access, Newsgroups are divided into
categories according to their subject. Common
categories are:
● biz. which covers business-oriented Newsgroups
● alt. which has alternative Newsgroups on a

variety of topics
● sci. which covers scientific topics
● misc. which sweeps up the hard to categorise

Using the Internet
for exchanging
documents
The Internet is an ideal tool for sending or
copying files like word-processing documents or
spreadsheets between computers in different
locations, technically known as File Transfer
Protocol (FTP). Often FTP is built into other
software such as Web browsers or e-mail, so that
file transfer is seamless to the user. Most Internet
software is distributed by this method. Stand-alone
FTP programmes are also available for Macs 
and PCs.

Many files are compressed so that they take up
less disk space and less time to transfer over the
Internet, which in turn means cheaper phone bills.
However, there are sometimes compatibility
problems as there are many different compression
formats.A PC word-processing file called
manual.doc might be called manual.zip. when
compressed. Macintosh files might have a .sit or
.cpt extension.This may sound complicated, but all
you need is the relevant software (commonly
available on the Internet or from your ISP) which
lets you compress and decompress files at the click
of a button. If you have difficulties making FTP
work, your ISP support line should help you
unravel the problem.
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Important Internet issues
Alongside the technology and the opportunity, there are a
number of important issues that anyone planning to use
the Internet should take into account.

Most of the time, it is likely the messages you
send will be innocuous and of no possible interest
to anyone. However, it pays to take precautions if
you want to send confidential records or anything
that might be classified as a trade secret.

A range of encryption software has been
developed to address this problem.The programmes
make it easy for you to put your message into code
before sending it, and for the recipient to decode it
at the end of its electronic journey.The most
popular software for this purpose, and the de facto
world standard, is PGP (Pretty Good Privacy).
Look at the Web site www.pgp.com for more
information. Be aware that the use of some
encryption systems may be illegal in certain
countries.

BANDWIDTH
The sheer volume of traffic on the Net means that,
at certain periods, data transfer can be slow.This is
evident in the long access times sometimes needed
to download files or Web pages.The basic
infrastructure comprises very fast connections with
very high bandwidth to carry vast amounts of data.
However, the Web page you want could be routed
through dozens of different host computers before
it reaches your machine. If there is a bottleneck
anywhere in that route, then the process slows
down to the speed of the slowest link in the chain.
This will apply, whatever the speed of your own
connection to the Net, even if you have invested in
a high-speed phone link, such as ISDN.

That’s why it pays to keep your Web pages
comparatively small.The smaller they are, the
quicker they will download to your prospective
customer’s computer.

SECURITY
The Internet can hold certain risks.

There is the danger of downloading a file or an
attachment to an e-mail which has been infected
by a ‘virus’ or programme designed to affect the
way your computer operates. Some viruses are
malicious and can cause great damage. Others are
relatively harmless and simply annoy.

While the overall danger of being infected by a
virus can sometimes be overstated, it cannot be
ignored, especially as adequate protection can be
easily and cheaply ensured by running anti-virus
software. Someone might gain unauthorised access
to your computer or network when you are
connected to the Internet, resulting in the loss of
confidentiality or ‘invasion’ of your company
records.

For a stand-alone computer connected to the
Net through an ISP, the risks are minimal. If you
connect to the Internet when also connected to an
internal network, the danger is somewhat greater.
The best protection is a firewall – a combination of
software and hardware to prevent this situation
from occurring.

For more information, contact the ISI Business
Infoline on 0345 15 2000 for a copy of the
Programme for Business booklet Information Security
& the Internet.

The European Commission is working on
ensuring security and trust in electronic
communication, moving towards a European
framework for encryption and digital signatures.

PRIVACY
When you send e-mail over the Internet, it is
important to remember that it is not intrinsically
secure.The open nature of the Net means that
almost anyone with sufficient will and technical
knowledge can intercept and read the message 
en-route.The process might be compared to
sending a postcard.
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The future
In the space of just a few years, the Internet has
become the most exciting medium for commerce
and business communications. Banks now offer
banking services on-line. Retailers sell everything
from books to groceries.The Internet is also one of
the most popular sources for cheap travel.

Already millions of adults in the UK have used
the Web.As more and more people go on-line, its
potential is vast.With growing numbers of people
on the Net, the capacity of the network is
sometimes tested as service providers catch up with
phenomenal increases in demand. But delivery and
transmission systems will improve: optical fibres, for
example, which carry up to 500 million times more
information than current conventional copper
wiring promise faster access.

No one really knows exactly how the Internet
will develop, and there are currently more
questions than answers.Will the facility to
download films and music (combined with secure
payment systems) compete with video rental and
record shops? Will the Internet itself become the
prime source of software? 

What is fact is that companies of all sizes and in
all sectors, from finance to manufacturing, are
moving on-line on a daily basis.

The story of the 1990s so far has been about
change, and the Internet poses one of the biggest
‘challenges of change’ to date. It also offers one of
the biggest commercial opportunities. Given the
current size, future growth prospects and attractive
demographics of the new media, can any company
afford not to investigate the possibilities? Using the
Internet and the World Wide Web can provide a
competitive edge, and many companies are finding
both indispensable. For the price of a £120 modem
and around £15 a month or so for a local Internet
Service Provider, you too can start exploring the
Net and discovering its commercial possibilities.

The Millennium Bug
As the year 2000 approaches, some
computer systems may not be able to tell

the difference between 00 as 1900 and 00 as
2000 or the years beyond. Many business
applications depend on date routines, so if the
Millennium Bug is not corrected a variety of
errors could occur. Equipment being used beyond
its safety expiry date, out-of-date stocks, licences
and agreements expiring before their due date, and
systems giving unpredictable results or even
stopping working – these are just a few of the
potential problems.Any business which uses
computers should assess their situation and act
now to ensure that their systems can function
normally.

YOUR ISI LOCAL SUPPORT CENTRE CAN HELP YOU ESTABLISH WHAT’S BEST FOR YOUR BUSINESS

Other important issues

Act now and contact Action 2000 for
an information pack:
Action Line 0845 601 2000
Web site http://www.bug2000.co.uk
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The jargon explained
Browsers
A piece of software that allows you to find, view, and
manage information on the World Wide Web.
Information is saved in all kinds of formats but a
browser will bring a consistent look to this information
and make it easier to access.The two most popular
browsers are Netscape Navigator and Microsoft Internet
Explorer.

E-mail
Electronic mail.The transfer of messages between
computers.

File Transfer Protocol (FTP)
A method of making different types of files compatible
with each other, and compressing and transferring them
from one computer to another.

Home page
The front page of a Web site.

Hits
The number of visitors to a Web site.

HTML
Hyper Text Mark-up Language.The computer language
of the World Wide Web.

Hyperlink
Hotspots on a Web page in the shape of highlighted
words or images that allow you to jump to another Web
page.

Information Superhighway
Often confused with the Internet, it is in fact much
more than that, referring to the infrastructure of fibre-
optic cables widely predicted to revolutionise the whole
way we live our lives.

Internet
The worldwide collection of interconnected computer
networks.

Intranet
Private network which uses the technologies of the
Internet to link computers located within a single
company into a network.

ISDN
The Integrated Services Digital Network is a digital
telephone line capable of transferring much more
information, in much shorter times, than a normal
analogue telephone line.

ISP
Internet Service Provider.A company that provides
third-party access to the Internet.

Javascript
A programming language enabling the creation of
complex Web sites.

Modem
Modulator/demodulator.A device that enables computer
signals to travel over phone lines.

Network
Two or more computers linked together.

Newsgroup
A facility for interest groups to communicate.

On-line
Connected to the computer system and allowing use.

POP
Point-of-Presence.A phone number through which users
can access an ISP.

RAM
Random Access Memory.The part of a computer that
stores volatile information, like programmes and
documents.The more memory your computer has, the
more programmes you can have open at the same time.

Search engines
A facility that lets you find what you are looking for on
the World Wide Web by using key words to search out
relevant sites. Popular search engines includes Alta Vista,
Yahoo and Lycos.

Surfing
Slang for the process of moving around the Internet - or
more specifically the World Wide Web.

Terminal Adaptor
A device that connects your computer to an ISDN line.

Usenet
Worldwide on-line conferences.

Web page
A hypermedia document as viewed through a World
Wide Web browser.

Web site
A collection of Web pages.

World Wide Web
A graphical front end to Internet information.Accessed
using a browser.



24 T H E  I N T E R N E T

Useful starting points
If you are encouraged to use the Internet and
World Wide Web in your business, your first point
of call should be your Local Support Centre.

Local Support Centres are being set up all
around the UK in partnership with the Business
Links in England and the equivalent organisations
in Scotland,Wales and Northern Ireland.

You can try out, at first hand, technologies like
the Internet and e-mail.The emphasis is on helping
you make immediate and effective use of the
Internet and the World Wide Web, with guidance
tailored to your individual business demands.

Ring the ISI Business Infoline on 0345 15 2000 to
find out where your Local Support Centre is.

The kind of service your Centre can offer include:

● advice – expert help that’s always commercially
impartial ;

● consultancy and IT audits – diagnostic
services to advise you on the most efficient and
cost-effective use of information and
communication technology;

● training – courses to meet your key
technology-related needs;

● hands-on access to equipment – the
opportunity for you to use, experiment with or
rent videoconferencing, e-mail and other
facilities;

● neutral forums – talk with people in a similar
business position and share best practice;

● Internet and World Wide Web services –
helping you prepare Web pages to market your
products and services globally.

Internet contacts
There are numerous ISPs and on-line providers –
currently well over 100.The best way to obtain
information on these is through one of the
specialist computer magazines which list them all –
for example, .net, Internet Today,Total Internet or Net
User.

Where to get further
information and advice

The Information Society Initiative (ISI)
Programme for Business

The DTI’s Information Society Initiative (ISI) Programme
for Business is a partnership between industry and
government aimed at encouraging British business to
exploit the tremendous opportunities of the 
Information Age.

● Take advantage of our national network of ISI Local Support
Centres.

● Discover how local businesses are already using technology like
the Internet to improve their efficiency, their competitiveness
and their profits in the worldwide marketplace.

Call the ISI Business Infoline on 0345 15 2000
E-mail us on info@isi.gov.uk
Visit our Web site at http://www.isi.gov.uk

A range of literature is available from the ISI Business
Infoline that can give you further information about how
to utilise technology in your business.

Doing Business in the Information Society 
Introduces the major information and communication
technologies, and gives practical advice on how they can be
used to boost sales, improve production and generally help
your business to become more profitable.

How technology can work for you
If you have found this guide useful, you may be interested
in other titles in the series which give practical advice on
how to apply new technology to business.The full series
includes:
● the Internet and the World Wide Web
● e-mail & fax
● mobile communications
● networking
● video and data conferencing
● EDI
● data storage

Maximise the Potential
This self-assessment quiz will help you establish how to
get the greatest return from the technology in your
business. Completing it with your Local Support Centre
will help your thinking and get you from where you are
now to where you want to be.

RING THE ISI  BUSINESS INFOLINE ON 0345 15 2000 FOR DETAILS OF YOUR CENTRE
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