Checklist
Client: _______________________________________________________________________________
Partner: ______________________________________________________________________________
Domain(s): ___________________________________________________________________________
Components:   CMS   EMS   PCS   SBS   MMS   OMS   AMS   None
Designer: ____________________________________________________________________________
Website Template:   Standard   Premium   Custom   Artwork Supplied
Email Template:   Standard   Custom   Artwork Supplied   None
	· Request information off client / reseller
· Register / transfer domain (if required)
· Setup Plesk hosting
· Setup mail accounts
· Confirmation of email password changed (if transfer of hosting)
· Change name servers / DNS settings (if required)
· Register SSL Certificate
· Send Website / Email Hosting email to client / reseller

· [bookmark: _GoBack]Create database
· Configure website
· Configure emails
· Install required components
· Set Time Zone
· Update licensee record with the clients’ information
· Change the licensee persons password
· Finish Under Construction page
· Add to Inology’s Projects

· Remove unused pages (e.g. policies)
· Create the website template
· Style articles [blog, gallery, guestbook] (CMS)
· Format email template (EMS,OMS)
· Style shop (PCS)
· Style services template & page (SBS)
· Create members subscriptions (MMS)
· Add content
· Add titles and descriptions
· Add favicon (if premium / custom template)
· Archive old site (if required)
· Move new site to old (if required)
· Final check on Chrome, Firefox, IE, Safari

· Send Website Review email
· Send Website Tutorial email
· Conduct CMS Tutorial
· Website Live
· Create XML site map and submit to search engines
· Check page speed
· Add to Google Webmaster Tools
· Add Google Analytics ID (if required)
· Add Google Recaptcha
· Send Website Live email
· Update Inology’s Projects with responsive image
· Share project on social media
	· Bill for domains & hosting
· Bill for website build

· Bill for deposit
· Bill for progress payment
· Bill for balance payment

· Bill for additional services (if required)



