
Prepare Site for Publication 
Prepared by MaAnna at BlogAid.net 
 
This Guide will prepare you for all of the accounts and processes required to launch a successful site. 
 
There are 3 sections.  

 Pre Migration – steps you can take during your training. 

 Migration – the process of moving the files 

 Post Migration – steps we’ll take together after your site is live under your real domain. 
 
1. Please follow these directions carefully and do them in the order given.  
2. Input your information below the red text request in each section. 
3. Complete the entire document before returning. 
4. Send the completed document to me. 
 
If you have any questions, please contact me. 
More info on most of these topics can be found on the Site Owner Starter Guide page. 

Pre Migration 

A Word About Creating Logins for All Accounts 

You’ll be creating lots of logins during this process, not only for your site, but for all accounts associated with 
your site. 
 
Security is our top priority. Here are guidelines to help you do that. 
 

 Make user names at least 8 alpha-numeric characters and contain at least one capital and one number.  
(Some accounts cannot abide user names with special characters, some can.) 

 Make your passwords super strong.  
o My favorite password generator. 
o  Also consider getting LastPass or similar service. 

 Use a unique password for every account. 
o Hackers love that most folks use the same email/password combo for everything. Don’t make it 

so easy for them. 

 Make a list of every account login as you go. We’ll both need them later. 
 
Here are a few strong passwords to consider if you insist on creating something easy to remember. 
Examples get progressively stronger.  
 

Password – must be at least 8 characters and contain at least one capital, one number, and one special 
character. More special characters are better. 
 
Gold!Rush69  |   go!ng4(br0ke  |  i8DaWh01eTing 

 
Okay let’s get started!!! 

http://www.blogaid.net/
http://www.blogaid.net/site-owner-starter-guide
http://passwordsgenerator.net/


Email 

You’ll be using email for several purposes, including setting up all of the accounts associated with your website 
and notifications from the site itself. Following are the guidelines to consider. 
 
Get 2 Email Accounts 

 Domain-related such as me@mysite.com 

 Non domain-related such as me@gmail.com 
 
Domain-related emails 
These will be affected any time you make changes to your domain, such as pointing it to new hosting. 
 
Where to use domain-related emails: 

 Gravatar account 

 WordPress notifications 

 Contact form 

 Backup notifications 

 Return email  for email services (like MailChimp, also see below) 
 
Non Domain-related emails 
These are stable and not affected by your domain. That’s important in case you have more than one site, or in 
case you decide to dump a domain. Your accounts will not be affected. 
 
Gmail is your best bet because you will need it for other mandatory accounts like Google Anayltics, Google 
Webmaster Tools, and a G+ Profile. 
 
Where to use non domain-related emails: 

 Your hosting account 

 Your domain registrar account 

 All 3rd party services connected to your site 
o Services like MailChimp can have 2 emails. One for the account and one for the From address 

listed in emails sent. Make the first a non domain-related email, and the second a domain-
related email. 

 
Domain-related emails going through host 
If you run your emails through your current hosting, they may be affected if your site is migrated to new 
hosting. If this is the case for you, we’ll want to discuss it and make a plan prior to migration. 
 
Send me the email address you intend to use for the following. 
Email for WordPress notifications:  
Email for other accounts: (if there is only one)  

(Emails for other accounts can also be listed on each account as we get to it in this document.) 
 

mailto:me@mysite.com


Domain 

It’s better for security to have your domain and hosting with different companies. If one account gets hacked, 
the other doesn’t. 
 
My domain registrars of choice are: 

 Godaddy 

 Namecheap 
 
Service and support are stellar on both. That matters when you need to make a change to your DNS. 
 
Transferring a domain to another registrar is different from pointing your domain to another host. The process 
is different, as is the time to complete that process. You can read more about both here. 
 
Send me the following 
Primary domain:  
Other domains that will point to the same site:  

Hosting 

If you do not already have hosting, purchase it close to the time of migration.  
 
I would appreciate you using my affiliate link for my preferred vendor,  A2 Hosting as that is how I’m able to 
offer secure, turnkey site setup to you for free.  
 
Get my A2 Hosting Migration Guide. The first part of it will guide you through getting your new account and 
help you collect the info you need to send to me.  
 
If you’re purchasing shared hosting, use the special coupon code BLOGAID to get 20% off. 
 
You will be creating a special password at the time you create the hosting account. Write it down! 
If you’re not using A2, you may also be required to create a PIN. Write it down! 
 
Send me the following info for your existing or new hosting: 
 
cPanel or Client Area Login URL:  
Username or email:  
Password:  
PIN: (if not on A2)  
 

http://www.blogaid.net/how-to-point-or-transfer-a-domain-name
http://www.a2hosting.com/4048.html
http://www.blogaid.net/a2-hosting-migration-guide


WordPress Login and User Info 

Login 
Your WordPress login is the lock to the front door of your site. Make it deadbolt strong! 
 
Send me your preferred login 
Username:   
Password:   

Site Title and Tagline 

Even if you are using a logo in your header instead of text, Google still indexes your title and tagline. 
 
Best to keep your tagline to the point. Don’t get so clever that folks don’t know what you do.  
 
And, taglines are another good place to use keywords. 
 
For example, mine is WordPress for Non-Geeks. The non-geeks part brings in as much business as anything 
else. So, it’s not entirely about keywords. It’s also about conversion. 
 
Taglines are a chance for you to make a statement to your target audience. 
 
Send me your site’s Title and Tagline 
 
Title:   
Tagline:  

Google Account 

You’ll need to associate a Google Account with this site for analytics and Webmaster Tools.  
 
If you already have Gmail or a G+ profile, then you already have a Google Account that you may want to use.  
 
Or, you may want to create another account. That can get sticky. Best to stay with an established account if 
possible. 
 
Google Webmaster Tools Industry Listing  
You also have the opportunity to list your site by industry category.  
 
Please choose the category that best fits your industry from the following screenshots below. (Sorry, these are 
all the options there are. They may not be a perfect match, so just choose the best one you can from the lists 
shown in two images below.) 
 



    
 
Send me your full Google Account login info 
Email:  
Password:  
Is this an established account:  
Is this a Google Apps account:  
Industry choice:  

Time Zone 

To run all of its internal jobs, WordPress requires that the site be set to your local time. 
 
Send me your local time zone. 
Time zone:   

Gravatar 

You’ll also need to link your User profile in your WordPress site to your Gravatar account. You do this by using 
the same email address for both. Please read How to Show Up Everywhere Online Consistently to see how the 
pieces of the puzzle fit together with your User profile. Be sure to see the Resource links near the end of the 
post with instructions for configuring each account. 
 
You can also add more emails to your existing Gravatar account, if you like. 
 
Send me the email address you use for your Gravatar account.     
Email:  

http://www.blogaid.net/how-to-show-up-everywhere-online-consistently


Social Media Profiles 

A few of the top social platforms you’ll want to consider having a presence on are: 

 G+ (can have both personal profile and business page) 

 Facebook (can have both personal profile and business page) 

 LinkedIn 

 Twitter 
 
Once you have these profiles, you can set up your social follow plugin.  
You’ll also need them for your User Profile and to setup SEO connections for them. 
This can be done before or after migration. You’ll learn how during training. 
 
List your social media profile links here, for your reference. 
 
 
 

Newsletter Service 

You may want to have an opt-in form on your site for a newsletter and/or to deliver your blog posts via email. 
That will require a 3rd party service like MailChimp, Aweber, MadMimi, or Feedburner (I don’t advocate using 
the last one). 
 
Send me the login for your email service 
URL:  
Username or Email: 
Password:  
 

Redirects 

If you have an existing site, it may be necessary to create a current list of all pages/posts on the site and the 
URLs so we can do proper redirects for the new site. We’ll discuss during training. But be prepared for the 
extra time and work if we need to do redirects prior to launch. 
 
 

 
 
 
 

The next section involves all of the accounts and tasks that will be set up after migration. 
Please do not attempt to do any of these items prior to migration. 



Migration 

Two Types of Migration 

There are two types of migration processes. 

 New site 

 Replacement of existing site 
 
New Site 
Following are the steps to migrate a new site. 
 

 I will manually set up your database on the new host and prep the space for migration of your sandbox 
training site.  

 You will point the domain to the hosting. 

 Once the domain has finished propagating I’ll migrate your training site files to the new host. It will be 
hidden from Google indexing until we complete the Post Migration process. 

 Together we finish the Post Migration tasks. 
 
Existing Site 
Following are the steps to migrate an existing site. It will be one of these two processes, not both. 
 

 The existing site is wiped out and we follow the new site procedure above. 

 The existing site is migrated into the sandbox site, tweaked, and then re-migrated back to the live 
domain. 

Post Migration 

Pointing the Domain 

Pointing the domain will take time to propagate and I cannot migrate your training site until that process if 
finished.  
 
If this is an existing site migration: 

 There may be minor disruption of site visibility 

 Email service tends to lag several hours behind site availability. 
 
For security reasons, I may not be able to complete this step for you. However, I will be able to help you get 
started. 
 
Please check with me to set the schedule for making the request to point the domain. 

Check Email 

We’ll want to confirm that your email is working, especially if you changed hosting.



Backup and Storage 
 
Premium Backup Plugin 
As a full training client, you get the premium BackupBuddy plugin as a bonus. It will be under my Gold 
developer’s license so you can get updates. 
 
However, you can also elect to purchase your own license so that you can receive direct support from 
iThemes. I appreciate you using my affiliate link. 
 
File Storage 
Amazon S3 is a super low-cost cloud storage solution and integrates seamlessly with BackupBuddy.  
 
In the video library, you’ll find a tutorial on how to create an AS3 account. You can stop at the account 
creation. I’ll be happy to set up the Bucket and create the security keys for you. Or, you can complete that part 
of the task as shown in the video. 
 
More Info 
If you would like to use a different backup solution, or want to know more about backup settings, please 
download and read How to Backup Your WordPress Site ebook for 14 backup and storage solutions. Plus, it 
also has settings information that you’ll want to think about prior to making your choice about which one to 
use. You can also read my Top 3 Backup Solutions to help narrow the choices. 
 
Tell me your backup plugin and storage choice and send the login info for your storage options 
 
Backup:  
Storage login:  
Other Storage info if needed:  
Backup frequency settings:  
Backup notification email:  

Plugins 

After migration I’ll install and configure several plugins for security and site maintenance. 
 
Following are the plugins that will require you to either establish an account and/or pay to use. 
 
Akismet – In the plugins list you’ll find a link to get your Akismet API key. There is a $60 suggested donation to 
use the plugin on a commercial site. You can actually donate any amount that you like. 
 
Backup – I’ll configure BackupBuddy for an auto schedule and to transfer the files to AS3 for free. If you wish 
to use another system, you’ll want to pay for any part of that service as needed, and do the setup and 
configuration. 
 
WordPress SEO plugin – we will have covered most of the settings for this plugin during classes. However, 
after site migration you’ll want to finish all of your authorship and publishership connections. See the SEO & 
AuthorRank video course for more. 
 
Google Connections – I’ll install the appropriate plugins if needed and connect it to your Google Analytics 
account. I’ll also verify your site on Google Webmaster Tools and submit your XML sitemap. It could take 

http://www.blogaid.net/bub
http://www.blogaid.net/how-to-backup-your-wordpress-site-free-report
http://www.blogaid.net/top-3-backup-solutions-for-your-wordpress-site
http://www.training.blogaid.net/
http://www.training.blogaid.net/


between 2-6 months for Google to fully index your new site. But, I’ll be checking it for the first week to ensure 
that the indexing has started. 
 
Caching – We’ll do final configuration on CDNs like CloudFlare or local caching plugins like W3TC. 
 
Redirects – We’ll apply any necessary redirects. 

Check Your Site 

Following are a few things you may need to tidy up after migration. 
 

 Finish adding info to your User profile. 

 Finish adding info to your social bookmarks. 

 Set up your social share buttons plugin. 

 Set up the email address for site notifications. 

 Set up the email address for contact form notifications and test. 

 Check every page on the site to ensure all links are correct. 

 Check your site navigation to ensure all links are present and correct. 

Last Steps 

When all is confirmed good and working on your site, I’ll send you a final Site Info doc that will have all of your 
accounts and site information. You’ll want to keep it updated if you add anything or make changes. If you 
want me to continue to have access to your site and accounts for troubleshooting, you’ll want to edit the date 
at the top of the file, and save it with a new date, and send to me. 
 
We’ll have a final live session to show you how to make manual backups and go over the regular maintenance 
you’ll need to do for your site’s continued health. 

That’s It!!! 

Congratulations, you’re launched! 


