Webmaster Instructions for Setting Up Webpages
Here are clear, simple instructions on how to customize and setup my web pages templates. If you have questions, please let me know.

Things You’ll Need

1) Web pages zip file

2) Hosting Account cPanel Login: 

· URL: http://mywebsite.com/cpanel
· Username:
_____________
· Password: 
_____________
3) Mailchimp Login:
· URL: https://login.mailchimp.com 

· Username:
_____________
· Password: 
_____________
· List Name: 
_____________
1) Extract webpages files from zip

You should see the following files:
a. Opt-in page: index.php
b. Signup "Thank You" Page: thanks.php
c. Opt-in Confirmation "Thank You" Page: confirmed.php
d. /images folder (this contains all of the necessary images for the opt-in page)

2) Customize Opt-In Page
1) Retrieve mail chimp code (see login above) and add to Opt-In Page
a. Follow Mail Chimp instructions in this article…
b. In the headline text, please replace the words [INSERT LOCATION] with my city, which is _________________
2) User Note: If using the cash buyer opt-in page template with the map background , then the following step should be included. If you are using any other web page template besides the map background template, then you can delete this step entirely from these instructions – this step only applies to the web page template with the map background. Either way, be sure to delete this blue paragraph before submitting these instructions to your web guy, to avoid confusion.
Please replace the background image (currently map of Charleston) with a map of my city instead, which is ____________, ___. You can simply take a similar screenshot from Google Maps, but please remove any Google logos, etc. Map image should be min 1024x768 but ideally 1439x733
3) Customize the Other Two Pages

For both the Signup “Thank You” page (thanks.php) and the Confirmation page (confirmed.php): 

1) please replace [Your Name] with _________________
2) and replace [Company Name] with ____________________
4) Upload Finished Webpages

Using cPanel login above, please upload the final customized web pages to the following URLs:
3) Opt-in Page: www.mywebsite.com/index.php

4) Signup "Thank You" Page: www.mywebsite.com/thanks.php

5) Opt-in Confirmation "Thank You" Page: www.mywebsite.com/confirmed.php

5) Customize Mail Chimp List
Please customize my mail chimp email list by adding URLs for my new (i) Signup “Thank You” page and (ii) Opt-in Confirmation “Thank You” Page as the default options.

· Follow Mail Chimp instructions in this article…
· Mailchimp List Name: _____________________
6) Test the Whole Thing

Now that you’ve customized and published my new opt-in form and supporting pages, please test it out. Using your own email address, please verify that:

a) Opt-in Form submits properly, and redirects to Signup "Thank You" Page.
b) Opt-in Confirmation Email is received by you

c) Once confirmed, you are properly redirected to Opt-in Confirmation "Thank You" Page
Thank you!
