STWP Website Process – Step by Step 

1. Client Strategy Meeting 
· Make sure you’ve received client’s pre kick off meeting form
· Schedule meeting, if needed
· Do keyword research and send to client
· Determine pages for site

2. Kickoff Meeting
· Coordinate times and schedule meeting with client
· Create minutes and send to client
· Create timeline/next steps and send to client

3. Site Theme
· Help client determine theme (could be via email or a phone meeting)
· Purchase theme (use paypal account or cc if needed) 
· Send theme to developer to install (download and attach to LGED task)
· Enter cost of theme as expense in tool (if its an Elegant Themes product, we already have a membership so get it for free, but charge the client) 

4. Set up Development Environment
· Tell developer where to put it (page1pros.org, cwdevel.com, etc)
· Record access info for dev site to site access doc
· Have developer install wordpress in dev area and install theme

5. Site layout
· Pass on any shell information from client – colors they want, logo they have, address for the footer, nav bar items, etc
· Install information in header
· Set up colors
· Change font, if needed
· Add name, addresses, phone to footer
· Add page nav for Privacy Policy page and Terms of Service page to footer
· Set up blog categories for each necessary category 
· For each page on site, establish proper sidebar – each marketing message page should have sidebar that includes post from correlating category 
· Install standard plugins (Mailpoet, Yoast SEO, Contact Form 7, Akismet, W3 Total Cache) 

6. Content Generation
· Generate PP and Tos: Visit  http://www.freeprivacypolicy.com/login.htm and login with the following information: Username: admin@page1pros.org Pass
· [bookmark: _GoBack]Marketing Messages – encourage client to get them done, or if we are doing, open tasks for our writer 
· Home page – encourage client to get it done, or if we’re doing it, open task for our writer
· Free Report(s) – encourage client to get them done, or if we’re doing, open tasks for our writer
· Get report cover from client or assign to our designer if we’re doing inhouse 
· Format free report
· Blog posts – encourage client to get them done, or if we’re doing, open tasks for our writer
· About page – encourage clients to get it done, or if we’re doing, open tasks for our writer
· If client adding testimonials to sidebars, get them from them and pass on to developer with instructions about what goes where
· Upload PP and TOS
· Upload marketing messages
· Upload home page content 
· Upload free report and integrate with mailpoet
· Upload blog posts
· Upload about page content

7. On Site SEO
· Optimize home page
· Optimize each specialty page

8. Additional Options
· If there will be audio, add task for developer to load it
· If video, add task for developer as to where it will go 
· If client wants to use a payment system (paypal, 1shoppingcart, etc) add task for developer to add it
· If client wants social media streams (FB or Twitter) then create task for developer to add to appropriate location
· If client wants appointment scheduling system, then assign to developer
· If client wants vCita, have client get ElasticEmail account – elasticemail.com - $20 for 20,000 emails
· If clients wants vCita, then install it and configure it with client preferred messages

9. Prepare for Launch
· Get email from Pre-Kickoff meeting form and make sure that all contact form and optin notifications go there 
· Get hosting choice from client – have them watch hosting video to decide
· If client has Google Analytics set up, make sure you have the UA number so this can be installed immediately upon site cutover
· If client doesn’t have Google Analytics, set up the account so that it can be added as soon as site is cutover
· If client had a site previously, then talk to Jane about a 301 redirect plan
· If client using new URL, have them purchase it (there s a video showing them how), and get the registrar login info so we can redirect DNS
· Make sure client’s registrar info works so that DNS can be redirected right after site is moved over
· Get 301 redirect plan in place, if needed

10. Go LIVE
· Backup the site in the development environment 
· Transfer files to new (or existing) hosting account
· Enable site to be indexed – change Reading Settings in Yoast SEO plugin
· Create any email addresses needed (i.e. clientname@sitename.com)
· Forward email addresses to client’s gmail, if necessary
· If client wants it, add captcha plugin for both comments and contact form
· Set up FTP Access in the new site once new site is up permanently 
· Add google analytics to site using the clients previous UA number if they already had tracking on this URL
· If clients hosting with us, add client site to Sucuri for malware monitoring
· If client hosting with us, add site to ManageWP to monitor WP plugin and various status
· Go to http://interconnectit.com/products/search-and-replace-for-wordpress-databases/ and use the script to replace the dev site with the ne

11. Post Launch
· Show client how to get their email on our hosting
· Give client login access & WP101 tutorial info
· If we’re hosting, let Sarah/Becky know that billing should begin
· Delete development site after new site is officially set up 
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