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Logging In

The Kentico website editing system provided by Keystone is web based, which means you can

edit your website from anywhere in the world as long as you have an active internet connection.
Please note that Keystone employees love to travel. If you choose to edit your website from say,
a brewery in Colorado, know that we would love to join you and give you pointers along the way.

You can bring up the login screen by typing the word “cmsdesk” at the tail end of your URL. It will
look like this:

http://www.yourdomainname.com/cmsdesk

You’'ll then see a login screen. Enter your user name and password, and click “Log on”. If you
don’t have a username and password, contact Keystone.

Congratulations, you now have full editing power within your website! No reason to be nervous,
we will equip you with the knowledge you need...read on!

Once logged in, you’ll see the Kentico Admin Control Panel (also called the Dashboard) in figure
A. This is the hub of your website. The easiest way to get around your website will be to go to the
navigation tree. To get there, click the “pages” tile.

g
«
mn

€« C' | [ www.bluegrassbeverages.com/Admin/cmsadministration.aspx?action=new&nodeid=346&classid=4496&culture=en-US# Q

-y bluegrassbeverages.com Dashboard -

B = B = M =

Blogs Checked-out Media libraries Outdated pages Pages Pending pages
items

=

Polls Recent pages

TIP: By clicking the settings

button here, you can rearrange
the buttons on this admin page.

Good. Your screen should then look like figure B on the next page.

This screen will show the navigation tree to the left, tabs and toggle buttons at the top, and the
viewing pane on the right. Note that when you first log in, your cursor will be placed at the top of
the navigation tree, the “global” position and the viewing pane will show only a portion of your
new website’s design.
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2 A >
™ 1) bluegrassbeverages.com « | Pages > (root) (Page]

m Preview Listing Page Design Form Master page Properties 4 Analytics «
+§ BB A~V DO m Spell check Apply workflow
© il bluegrassheverages.com : g 0 o o O
© W Documents
© M Images ° e ABOUT PRODUCTS PARTIES & EVENTS BLOG CONTACT
© W Headers ] wine, spirits and beer
E Home (]
B About ] LOCATION CONTACT HOURS SOCIAL
B Products ] ue, everages (615) 824-6600 Monday-Thursday: 8am-10pm
B s e e QOQO
o N Eiog o Hendersonville, TN 37075 Sunday: Closed
E Contact ©

The Navigation Tree

The Admin Navigation Tree is how you will select the pages
you want to edit. Much like the Windows File System, you m Preview Listing
can click the plus signs next to any page and expand it to + T B BE A v D
view anything filed inside.

Below these folders, you’ll see your websites “top-level Parties & Events

I3
pages. © N Blog
I3

Contact

You have an Images folder and a Documents folder. These © il bluegrassbeverages.com ®
two folders are for storing any pictures or documents you O-@ Documents ®
wish to add to your website pages. This particular website O B images ©
example has a “Headers” folder. This is just a special folder © W Headers ©
for this site, and your website may or may not have a need B Home ©
for this. B About ®
B Products o

]

o

]

Above the tree, you'll find a series of action buttons. In order
from left to right, they are New, Delete, Copy, Move, Move
Up, Move Down, and Search.

The “New” button helps you to do things like upload new images to the Images folder or create a new
page. The “Delete” button will remove any page or file that you no longer need. “Copy” and “Move”
will allow you to duplicate certain items or move others to a new storage location. And finally, the
“Move Up” and “Move Down” buttons let you reorder your pages, images, and documents at any time
you wish. NOTE: As you reorder pages here, they will also reorder on the site Navigation.

Take a few minutes to push some buttons and get familiar with your website’s Admin Navigation Tree.
However, do this with caution. Make sure to put things back as they were.
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Editing On-Page Content

To edit the content of a particular page, simply click that page’s name on the Admin Navigation
Tree. That will load the edit view of the page on the right-side viewing pane as shown below. TIP:

Make sure you click on the “Page” tab at the top.

Preview Listing Page Design Form Properties 4 Analytics 4

+ T BB AV DO m el e

© W bluegrassbeverages.com
© B Documents
© B Images
© M Headers
B Home
B About
B Products
B Parties & Events
© N Blog
B Contact
© M System Files

[ Source B I U A-|| Heading2 - ||z 3=

3 0000
( A ABOUT PRODUCTS PARTIES & EVENTS BLOG CONTACT

| wine, spirits and beer

Enjoy a Cold Beer

'Shop a wide selection of beer at Bluegrass Beverages! We are proud to offer local craft beer favorites Yazoo, Fat Bottom, Jackalope and |
:Black Abbey among others and brews from around the country like Goose Island, Sam Adams, Schlafly and Sierra Nevada. Meander
ithrough our beer cave (cuz it's that big) to find good ole staples like Bud Light, Coors Light, Heineken and many more.

§SeasonaM Beers  Growler Station  In-store Kegs

‘There are beers for every season, and youf 24 taps - 22 beers and 2 wines - are : :‘I'hrowing a party? Check out our keg

Editing Text

You have everything you need to make edits without being confused by unnecessary buttons.
Below, you’ll find a key to help you quickly find the buttons you need for the task at hand.
However, you can also hover over any button in the editor, and a little label will pop up telling you

what that button does.

[} Source B I U A-|| Heading2 -
Undo Change highlighted text
Switches to HTML view Underline to one of 6 headline
Redo options.
Bold Text color

Italics
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= o=

& B ®mE ¢

Iz

Numbered list Left justify Insert link Insert/Edit image or media
Bulleted list Center Remove Quick upload
Outdent Right justify Table
Indent Full justify Insert/Edit widget

Insert macro

Notes about the Text Editor

When pasting into the text editor, always choose the “Paste as plain text” option. It strips out
the unnecessary formatting code that typically lies in the background for programs like Word.
Forgetting this step could mean funky looking text on your website as well as difficulty editing
that page in the future.

Users (this means you) are advised against changing fonts. Your website design includes a
selection of fonts for headlines and text, and if you simply type or paste as plain text, your

fonts will remain consistent across the site.

Want to embed a YouTube video? No problem. All you need is the video URL. This applies if
you’re the original creator or not. When on the video’s YouTube page, click Share beneath the
video for the official URL. Then go back to your site, click the Insert/Edit YouTube Video
button, paste in the URL, and customize it as you see fit using the options available.

NOTE: If you're posting a blog, with more than one video, you might want to make sure the
videos are the same size. You can do this when you customize, or you can right click on the
video and change the size there.
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Adding an Image to a Page

You can use the text editor to pull images you’ve
previously uploaded to your Images folder onto the
page you’re currently editing. Here’s how:

& 8 mmEE#

* With the cursor inside the text area (put the cursor
where you want the picture inserted), click the
Insert Image button, as shown in figure A.

Attachments Content Media libraries

¢ That will bring up a new window. You will see your Admin e
Navigation Tree on the left (see figure B). Click on the Content bluegraBeverages.com v
button at the top if a different screen pops up. Click the plus sign

. © im bluegrassbeverages.com
next to the Images folder to expand its contents.

© B Documents

© M Images
* Single click on the filename of the Image you wish to insert. B cab
P sauv
P jack
* That will bring up an Image Properties interface that looks like P jameson
what you see in figure C. There is a preview of the image and B shamrock
several settings you can adjust before inserting the image. : Z’:Oizgf
P photo 3
* Use the Width and Height fields to change the image’s B maple_wood_1
dimensions. B maple wood 2
P re-open-with-beer-taps
© B Headers
* Use Border Width to give the image a border. Use this to set the B Home
border width you prefer. § About
B Products <
* Use Border Color to change the color of the image’s border.
* Use Horizontal Space
URL: fimages/shamrock.gif (¢}

and Vertical Space to put —
some padding around the o
image. We typically use wane 2
10 pixels of space. This
will give your site a more

: 250 . .
Height: Lorem ipsum dolor sit amet, consectetur adipiscing elit.

Unlock ratio Reset size

Border

polished and less idth
Border color: *® ellentesque turpis lacus, convallis dignissim, consectetur vel, rutrum non, risus. Integer non risus et diam
c rOWd ed a p pea rance. Eltlrlme's s;l]hm:ud’i)n, Lllquam fau::‘lb:sgxmpardlet mass‘a.‘VWar:‘nus‘ero& Craseu do‘lotr, gE)uxs lacinia pu:uds at
Horizontal massa. Praesent ornare nisl ac odio. Integer eget metus. Sed porttitor. Aliquam erat volutpat.
space:
* Use Align to align the vt
image to the Left or Right. nign: [ ome) .
This lets the text in the
text area wrap around the
image.

* Click Save and Close when you are ready to insert the image. Way to go!
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Notes Regarding Images

* You can always go back in and change any of the settings you chose by right clicking the image
inside the text editor and selecting the option.

* If you align the image to the left or right when you insert it, you can click, hold, and drag the image
anywhere you want in the text editor, and the text will still wrap around the image properly.

* Remember, you’'ll need to upload your image first using the method outlined earlier in this manual.
Then, go to the proper page and “pull” that image into the text editor.

* About image selection. We really don’t want you to get in trouble over images: so please make
sure that you have the legal right to post the pictures that you choose. Purchase them or find them
on one of our free image websites like Pixabay or Gratisography.
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You can upload and then link to documents such as Word, Excel, or PDF files. The process is very

similar to uploading images.
Here’s how to do it:

¢ Click on the Documents folder
name (not the folder icon, but the
word Documents), click on the
New button, and then File as
shown in figure A.

¢ Click Upload as shown in figure B

below.

Preview

+ T BB AV D

© im bluegrassbeverages.com

© B Documents
© B Images
© B Headers

B Home

B About

B Products

Blog

Contact

* Choose the file you want to
upload, and click open as
shown in figure C.

* Then click save!

Parties & Events

E
© N Blog
E

© M Images
© B Headers

o

+ » B E A v O

© W bluegrassbeverages.com
© B Documents
© B Images
© B Headers

B Home

B About

B Products
Parties & Events

Contact

o | o oo RS

Upload file

bluegrassbeverages.com « | Pages > New File

@

BB AV P

Organize v
© iW bluegrassbeverages.com ¢ Favorites
© B Documents B Desktop
23 Dropbox
Home
B About
Products
Parties & Events
Blog %@ OneDrive
Contact

)\ Pictures

& Homegroup

18 This PC

18 Downloads
% Recent places

@ Creative Cloud Fi
L Google Drive

1. Documents

New folder

<

Please select new page type

B Page (menu item)
= File
W Folder

& Link an existing page

Open

| <« Bluegrass... » Bluegrass Keg Beers v

1] Bluegrass Keg Beers page 1
T Bluegrass Keg Beers page 1
1] Bluegrass Keg Beers page 2
T Bluegrass Keg Beers page 2
1 Bluegrass Keg Beers page 3
B Bluegrass Keg Beers page 3
1 Bluegrass Keg Beers

7 Bluegrass keg beers

File name: | Bluegrass Keg Beers

<

v

Search Bluegr:

Date modified

All Files

Open

v

ssKegBeers O

= - 0 @

g=

Type

PDF File

Adobe Photosho
PDF File

Adobe Photosho
PDF File

Adobe Photosho
PDF File

Microsoft Excel W

Cancel
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m Preview Listing Form Master page Properties 4 Analytics 4
doc'ument to the Documents folder. T oAU o i) e
It will come up as the last document
il bluegrassbeverages.com ©
in the folder, highlighted to the left om 50::3;2; . Employ": Henomes [ —
in figure D‘ & beer-bucket ° Description:
& summersips2 © y
&5 julybucketlist (]
If you want to double check that s sepr-bucketist ° Fle: Acions  Update Name
&= novbucketlist ° P 2 & Bluegrass-Keg-Beers.pdf
you’ve uploaded the correct & ebuac :
am janbucketlist —
document (which we recommend), & APRILbucketlist(1 ° Publish from: B now
R . . &5 BluegrasskegBeers - ‘ -
click the link. It should openin a o Pubsh o 8 o
. . . © M Images °
separate viewing window. OB Hos °
E Home ]
E About ]
Woohoo! You’re getting good at B Products *
B Parties & Events o
thlS' © N Blog o
B Contact (]
Hiding pages from public view
If you wish to hide a page from the public (meaning you want to remove it from
the navigation bar) but still keep the page live, you can do so on the Properties Tab
for that page. Click the Navigation sub-tab.
See f|gure A Preview Listing Page Design Form Properties 4 Analytics 4
: + i BB AV D mspe"dm

Simply uncheck the box labeled “Show in
navigation” and then “Save”. Now the
page will disappear from the public’s view
and from your site’s navigation.

If you know the URL for that page,
however, you can still send the link to
people internally that need access to the

page.

© iW bluegrassbeverages.com
© B Documents
© W Images
© M Headers
E Home
B About
B Products
B Parties & Events
© N Blog
B Contact
© M System Files

HINT! You can find the URL for any page by going to the
Properties tab, then the General sub-tab. Look for the line
that says Live URL. For example, if we’re looking at

the Contact page, it will be

http://www.yourdomainname.com/contact .

Template

Metadata

VER Categories
Navigation
Related pages

Linked pages

00000000000

Security

Attachments

-

Basic properties
Menu caption:
Show in navigation: v

Show in sitemap: ¥

Culture:  English - United States

Name path:  /Contact

Live URL:  /contact
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Other Odds and Ends

Changing the name of a Page, File, or Folder

You can always change the name of any Page, File, or Folder in your Admin Navigation Tree, as
shown in figure A.

¢ Click on the item’s name in the Admin Navigation Tree.

¢ Click on the Form tab. Then change what’s in the box named Page Name.

* NOTE: If you'’re changing the name of a folder, document, or image, the box will be named “Name’
as shown in figure B. However, this will not change the URL.

I=H. Preview Listing Page Design Form rioperties 4 Analytics 4
Page Design Form Master page Properties 4 Analytics 4

+ i B BE AV P m Spell check  Apply workflow B sectceoc applyvorkdion

© im bluegrassbeverages.com
© B Documents
© B Images
© B Headers
E Home
B About
B Products
B Parties & Events
© N Blog
B Contact
© W System Files

Page name:* Contact Name:* Images

MenubDisplay:

Z
]

Publish from:

Publish to:

[:]
z
2

(4
(1
(1
(1
©
(4
(4
(4
(1

Creating a new Folder

Cocrizn (L= Please select new page type
You can create a new folder the same way you page typ

+ T BB AV D

create a new document. _ B Page (menuitem)
© il bluegrassheverage -nm ] & File
* Click on the parent item name corresponding - B d
&% Bluegrass Beverages Employm @
to where you want to nest the new folder — it &4 beer-bucket °
X . & summersips2 ]
might be underneath the main Images folder, & julybucketiist © P Linkan existing page
. « " 25 sept-bucketlist o
under a specific page, or under the “global E, novbucketlist °
iti g% decbucketlist o
position. &% janbucketlist (]
. =
° C|ICk New. : APRILbucketlist(1) (]
am BluegrasskegBeers ]
(]

* Choose “Folder” from the list of options. See O-M Images

figure C. [ save | soveand create anoner JRETIEET
* Give the folder a new name. See Namer | New foldef

figure D.
* Click Save!

e TIP: Depending on how big your website is and how many images and documents
reside there, you may need to create subfolders to organize them better.
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Toggle between Edit and Live Site Views
You can toggle between the Edit view and the Live Site view using the buttons near the top of the
CMS dashboard See Figures A & B. This will show you what your visitors are seeing as you make

updates.

bluegrassbeverages.com « | Pages > Parties & Events

Edit m Listing View Validate 4
+ & & A v DO 3 0000

© i bluegrassbeversges.com PLUEGRASS ABOUT PRODUCTS PARTIES & EVENTS BLOG CONTACT

‘wine, spirits and beer

© B Documents
© B Images
© W Headers
B Home
B About
B Products
| Parties & Events
© N Blog
E Contact
© M System Files

00000000O0CO0DO0

Parties & Events

From big birthdays to weddings, we're ready to help you
celebrate. Our events coordinator, Amanda Sinks, will help you

pick out the appropriate wine, spirits and beer for your budget Name
and make recommendations where necessary. Here are some
things to think about when planning your event's beverages: Email
¢ What is the menu?
Phone

Will the event be casual or formal?

Do you want to have a cocktail hour?
Do you want to serve familiar beer or go with something a

N LT Ly i L

What type of drinks do you want to serve?
Wine ([ Beer (JLiquor

bluegrassbeverages.com » | Pages > Parties & Events (Pa

m Preview Listing Page Design Form Properties 4 Analytics 4
+ 5 BB AV m Spell check Apply workflow
© iW bluegrassbeverages.com (] Slsiea B I u A-|stes = := x2lz = = = Gﬂ EmmE 6
© B Documents ©
© M Images ] 3 0000
© B Headers ©
B Home ° SEVERACE: ABOUT PRODUCTS PARTIES & EVENTS BLOG CONTACT
i About ° wine, splrits and beer
Abou
B Products (]
B Parties & Events (]
© M Blog ]
B Contact (]
© M System Files (]

{Parties & Events

f?lom big birthdays to weddings, we're ready to help you
icelebrate‘ Our events coordinator, Amanda Sinks, will help you
ipi(k out the appropriate wine, spirits and beer for your budget
iand make recommendations where necessary. Here are some ;
;Thmgs to think about when planning your event's beverages:

* What is the menu?
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The Save Button

The Save button has two functions:

1.

It saves your progress. If you edit a page’s content using the text editor and then click over to
another page without first clicking Save, you will lose your work! You must click Save before

moving on.

It also publishes your progress live to the
web. For this reason, users are Page Design Form Properties 4 Analytics 4
encouraged to use the Save button

frequently when adding or editing content m Spell check Apply workflow

on a page. Also, using the Live Site and

Edit view buttons at the top will allow you i Souc B I U A-jjsStes -jji2 32
to see easily how your most recent n

changes appear on the live site.
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Moving Items in the Admin Navigation Tree

You can move a subpage, file, or folder in the Admin Navigation Tree so e [ -
that its parent changes. For instance, you could move a document (we've + i BB AV D
chosen one called beer-bucket) from underneath your Documents folder © i@ bluegrassbeverages.com °
© B Documents ]
page so that it is now listed under your Images folder. & Bluegrass Beverages Employn @
&5 beer-bucket ]
& summersips2 (]
. . . . . &5 julybucketlist °
¢ Click once in the Tree on the name of the item you wish to move. Click & sept-bucketls °
. &% novbucketlist ]
Move at the top of the Tree. See figure A. o o
&5 janbucketlist (]
&5 APRILbucketlist(1) ]
. ) . . . &5 BluegrassKegBeers (]
* Then simply select the file’'s new parent destination. Click Move. See | i °
]
figure B. °: :on:‘e
B About
B Products
B Parties & Events
© N Blog
B Contact (]
‘ Move page 1 © M System Files (]
it Name: Search i
¢ bluegrassbeverages.com v : _—
© i@ bluegrassbeverages.com Actions Name Type Size Modified
© W Documents
© M Images > B Documents Folder 8/9/2010 11:31:29 AM
© W Headers > B Images Folder 8/9/2010 11:31:24 AM
B Home > M Headers Folder 11/11/2014 3:56:09 PM
B About
B Products > B Home Page (menu item) 1/17/2015 7:50:51 AM v
B Parties & Events
o N Elog Target location: ~ /Images
B Contact Preserve page
© M System Files permissions:

1
H
H
|
|
|
i
i
H
H
|
| Pages to move: | /Documents/beer-bucket
|
]
{
|
|
)
|

* See figure C to the right. Now you see the document in its new home. [ [T
+ i §EBE A Vv DO

. . © il bluegrassbeverages.com
¢ This process works the same way with pages and subpages as well. o M Documerts
© W Images
™ cab
P sauv
P jack
P jameson
P shamrock
™ em-logo
™ photo 2
™ photo 3
P maple_wood_1
P maple_wood_2
P re-open-with-beer-* ps
&5 beer-bucket
© W Headers
E Home
B About
B Products
B Parties & Events
© N Blog
B Contact
© M System Files

00000000000 0O0CO0

©
]
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Editing Metadata for search engines

Page  Design  Form  Properties s  Analytics 4 Every page on your site has a Title Tag, a Description

Gi |
[ s PESENIR Tag, and a Keyword Tag. These are areas the search
URLs

engines look at in your website’s code to try and learn

Template

Metadata more about you. You can edit these tags for any page

s by clicking on the page name in the Admin Navigation
Navigation

Tree, then clicking the Properties Tab. The fourth sub-

Related pages 5
i Linked pages =3 tab down is called Metadata. Click that. See figure A.

Security

Attachments

Page Design Form Metadata 4 Analytics 4

.. [

Page settings

0000000000 00O0O0ODO

Page title: Inherit

Wine | Craft Beer | Liquor | Sumner County

Some tips: (see figure B)

Page description: Inherit

* Page Title — You have about 8-11 words to title
Enjoy a Cold Beer, Pick out the Perfect Wine. Get
ingredients for a cocktail. Your neighborhood

wine, spirits and beer store will take care of you.

this page using good keyword usage.

Page keywords: v! Inherit
(separated by comma)

* Page Description — This shows up as the
descriptive text underneath your website’s

listing in Google’s search results. You have Tags

Page tag group:  [v! Inherit

about 1-2 sentences to describe what this

Content v

particular page is all about.

Page tags: Sel

Enter tags separated with comma. Example: dogs, "angry
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B I Ogg I ng Bas I CS Preview  Listing Please select new page type

+ i BB AV

To Add a Blog: 8 Blog month

©im b -sbeverages.com (1 B Blog post
Go to Pages. © I Documents (]
Highlight the blog section. © W Images °
© I Headers (]

CIICk New. B Home ° oo Link an existing page
Click Blog post. See figure A. B About @

B Products o
Enter the post title, postdate (when B Parties & Events °
you think it will post), post text, © N Biog °)

B Contact (]
Depending on how your blog is © B System Files °
designed, you might also need a
post summary. See figure B.

[Bowce|[w +][8 1 v A-f[emom -|[iz 2 o i[z]2 2 s|[e o|[BmmE @)%

General

Post title:* Awesome Attention Grabbing Title

Post date:* 3/31/2015 12:52:24 PM B nNow

Post summary:  [This tells what your post is all about. Be sure to use some keywords here!

Post text:*  |Post text goes here. Incorportate pictures and break up your post using headlines. This will make

iyour blog post more attractive to readers.

Use headlines!

Like this.
And this.

[The different levels of headlines allow you to draw attention to specific points. When we created

your website, we styled these headlines to match your branding
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* See figure C. You may also need a post
teaser. This is an image that will appear on

. Post teaser: Upload file

your main blog page next to a summary of —_—

Featured
what your blog is about. Each website is Tage i

Enter tags separated with comma. Example: dogs, “angry birds”, cats
different so you may not need this option. .
Publishing
Publish from: 8 Now
Publish to B8 Now

* To schedule a blog for the future or have a

working draft of a blog post, schedule a
publish from date that is in the future.

* Only schedule a publish to date if you want the blog to come down or unpublish at some point.

* Some blogs use a tag system. If you have a tag that is more than one word, the tag needs to be

put in quotes. For example, “website tips.”

* To change the metadata, go to Properties, then Metadata. See the previous section on “Editing

Metadata for search engines.”

To Add an Image to a Blog:

* Add animage by clicking the image icon.

& B mEE

See figure A.

PR APPSR S RS SR S S SR DY PR

* You can get an image from your

computer or one that is housed on your
site. See the previous section called
“Adding an Image to a Page” to see how

to get an image from your Images folder.

B mE B

1]
lih
[[]
%

* To find an image on your computer, click

P PP L SR EPSNCI PP SRS ) PR PR S

the image icon in figure B. Find the

image and push open.
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* See figure C. To edit the image, double ilislbeee

Resize

click on it. [

® By percentage
100 | %

By absolute size

* Inthe bottom box, you can change the size | wen 570 e

| Height: 759 px

of the image, add a border or padding

¥ Maintain ratio

(horizontal/vertical space), and align the [ [ ox |

photo. For SEO purposes, we recommend | Rt
Convert

adding alternate text.

Crop

Color

Properties

* To make further edits, you can click the
green pencil beside the picture name at
the top of the box. Using this tool, you can
resize, rotate, crop, and more.

Blogging Tips:

* Bullet lists or top 5/10 list articles do well.

* Tryto link back to various pages on your site where appropriate.

* Use a call to action (CTA) where appropriate.

* Headlines are important. Make them interesting to intrigue the reader.

* Write like you speak. Don’t use jargon that your primary audience won’t know. If you do, be sure to
define.

*  Word count should be about 600 words. Over 1,000 words might be best separated into two
shorter blogs. Going shorter on occasion (about 350 words) is fine if you don’t have much to say,
or you are just linking to another article.
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SEOQO Tips:
(Go to Page, then Properties, then . o
Metadata in the admin to see SEO
ﬂeldS ) m Spell check

[ Source Bl
Here are some SEO best practices £
for those fields:

General

* Write blog posts. Google likes
fresh content.

* Select one emphasized keyword dai
or phrase per page. Use the
keyword 2-3 times in the page
copy, but let your language flow naturally.

T

Properties 4 Analytics 4

General

URLs

Template

Metadata -
Categories

Navigation

Related pages

Linked pages

Security

Attachments

* Metatitles: Keep under 64 characters. Use keyword early in the title. Limit use of domain name in

the title. Each page title within the site should be different.

* Meta descriptions: Really aren’t important for SEO, but these are the snippets Google will use so

they should be unique, short (160 characters or less) and say how the page will help the visitor.

Each description within the site should be different.

* The keyword field in metadata doesn’t really matter anymore. Most SEO experts are saying don’t

use it because the search engines don’t use it, and it gives out your keyword research to any site

you view as a competitor.
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Are you ready to tackle web editing?

If not, don’t worry!

We won’t leave you high and dry to figure all this out

on your own. We know it helps to simply talk through — =

it. Vz//e’re an open book! If yofhave isspuis with ’ I-Ife Is too

editing your website, please call us! Short tO WOrl'y
- about stupid

Cmmire e things, Have fun,

nothing,
aneg don't let 2
people bring
you down.

- Your friends at Keystone



