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This guide
was written
especially for
you.
Having designed, built and hosted hundreds of websites,
we know the questions that you’ll ask and the hurdles
you’ll face when needing a new website, so we thought
let’s address them all in this compact guide.

With every web project comes a list of questions, from
digital asset management, domain, hosting, e-commerce,
etc, etc. This guide will cover all you need to know to
enjoy a pain free web design experience, and end up with
an awesome website.  Understand our processes and take
advantage of our handy hints. Learn all you need to know
to manage your role in your next website project.

We’ve even included a convenient digital assets
management form, to help you get all your digital sh#t
sorted. It’s so important to be aware of your assets and
how to manage them.  Mediamojo is at your service and
ready to help you consolidate, organise and manage your
digital assets all under one roof.

Please read on and discover how we can take on your
project and become your design partner.

Let’s get your project started...

John Banitsiotis
Creative Director
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Your Current
Digital Assets
If you’ve come to Mediamojo to update your current
website, then you will already have an existing domain
name, web hosting and email hosting set up and in
operation.

There are a few solutions moving forward.

� MANAGED BY MEDIAMOJO - Supply you with new
web hosting service tailored to your new website,
migrate your domain into our management and
review your email services.

� BRING YOUR OWN - We use your current web
hosting and migrate your new website to it once it’s
ready, You will also retain your existing email and
domain management.

� A blend of the above.

With Mediamojo having full management capabilities,
we will be able to address any future issues as well as
provide ongoing regular maintenance services.

We’ll go over the pro’s and cons of each solution with
you so that you can make an informed decision based on
what will work best for your circumstances.

Preparation is key!  Having all of
your digital Asset login details ready
for us to access as needed will
ensure that we’ll have a smooth
workflow without any hold-ups.

When supplying us access details
make sure to include the following.

� Where the service is held

� Username

� Password

Please note that some services may
have two step authentication or
email verification codes.  If this is
the case then we’ll be in contact ,
when accessing the service.

Be Prepared
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What is a
Domain Name?

A is the address of your website thatdomain name

people type in the browser URL bar to visit your
website.

In simple terms, if your website was a house,
then your domain name will be its address.

Domain names are available in many different
extensions. The most globally popular one is .com. and in
Australia, it’s .com.au. There are many other options like
.org, .net, .tv, .info, .io, and more. However we always
recommend using .com or .com.au domain extension.

How do I get a Domain?
Domain name registrars can sell domain names, manage
its records, renewals, and transfers to other registrars.
Just ask your Mediamojo representative and they’ll be
happy to look after the registration process for you.

As a domain name owner, you are responsible for
renewing your domain registration. Letting your domain
expire will lead to your website being inaccessible as
well as any associated email linked to that domain.

� Stick with a .com or .com.au
domain name as it is the most
popular, easy to remember,
and easy promote.

� Make sure it is shorter and
easy to remember

� Make it easy to pronounce
and spell

� Do not use numbers or
hyphens

� Use domain name generators
to come up with clever
domain name ideas

Here are some quick tips
to help you choose a
domain name for your
next website.
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Website
Hosting
Your website is made up of a collection of digital files,
which need a home on the internet.  Web Hosting is
an allocation (home) on a computer in a server farm.
These server farms make up the internet as we know
it today.

Over the many years that Mediamojo has been
designing and building websites, we’ve always
strived to offer reliable and optomised web hosting
services to our customers.

Offering our own Web Hosting service was founded
on the need to ensure the sites we build are given a
hosting environment that meets their needs and
helps the site perform at its best. Using a web
hosting service that does not meet the need of your
website can have a very negative effect on its
performance and accessibility.

Not only are we extremely creative designers, we’re
tech heads as well. Design, build and host your site
all with one company, consolidating your web/digital
assets.

Whats’ the cost?

Mediamojo have a Business Class
Hosting Package at an annual cost
of $475.00+GST, that is suitable
for most standard websites.

If you have a website, such as a
large e-commerce solution, etc.
that requires more ongoing
resources, and allocations,
Mediamojo can put together a
tailored Hosting solution to meet
your specific needs.
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Email
Hosting
Mediamojo can host your website, but we don’t host
your email.  Hosting both your website and email on the
same server can create many issues. Some major ones
are;
� Exceeding space quota
� Hacking corruption
� Downtime across both services

To maximise the security and uptime of your website and
your email we recommend that you set your email up on
an email Exchange Service such as Microsoft 365 or G-
Suite.  Both of these platforms are reliable and trusted
services providers.

Separating your email hosting from your website will not
only provide you with a more convenient email solution,
it will also isolate and protect your email from any
website server issues which may impact your email.

As setting up these services require your personal details
we recommend that you set up your own accounts or
enlist the services of an IT professional.

If you’re unsure how your emails

are currently set up and would

like to know more about

switching to a remote service,

please call us today and we can

help point you in the right

direction.

Please note: Switching email
service providers may require the
assistance of an IT professional to
help you get set up. You will also
need to let us know if you intend
to do this so we can make the
required changes on our end to
make the transition as smooth as
possible.

Important!
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Website
Maintenance
Think of Website Maintenance like servicing your car
–website maintenance is required to retain the value and
performance of your website over time and if it’s not done on
a regular basis (and by a professional), the risk of something
going wrong increases and you could be up for costly repairs.

Some Extra Benefits.

Security
Whilst we can’t claim your site will never be targeted, proper
maintenance will dramatically reduce the risk.

Theme, plugins and code updates
A poorly maintained website running on outdated systems
creates website vulnerability and a bad user experience.

Back-ups
As part of our website maintenance service, we perform
regular backups meaning your data will always be safe.

SEO
Get favourable ranking results from a site that is healthy and
well maintained.

Testing
We thoroughly check the site and test for any errors or
functionality issues that may arise during a maintenance
service.

Our Plans

The more often your website is
maintained and updated, the less
likely these problems will arise. Do
your website a favour and commit to
a website maintenance plan today.

Monthly: from $195 +GST
(suitable for e-commerce and uptime critical
websites)

Quarterly: from $330 +GST
(suitable for information sites that have a
medium traffic load)

Half yearly: from $577.50 +GST
(suitable for low traffic websites that are basic
in construction and functionality)

Our website maintenance plans are
affordable and reliable with no lock in
contracts. Have peace of mind
knowing your website security,
updates and backups are all taken
care of.
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Going
Out of Scope
When Mediamojo quotes a project we aim to be as
inclusive as we can, based on the brief of requirements
we must meet to design and build your new website.
This quote becomes our list of work requirements that
we must complete to finish the project. Sometimes
during the design and build process Customers can see
additional features/changes/additions that they’d like
to apply to the website that has not been accounted
for in the quotation.  This is called “going out of scope”.

There are two ways we can deal with adding

additional tasks/work to a project.

� One - we can finalise the project as quoted and
then continue with adding the extra works as a
“Stage 2" of the project.

� Two - alternatively we can include the extra works
as we progress through the project, keeping a
running tally which will be added as an extra to the
final project invoice.

There’s always more that can be done to a website, but
are those extras essential to achieving your end goal.
Don’t loose focus or be side tracked buy endless
possibilities.

Tips on how to keep
in scope

� Understand what it is you want
your website to achieve prior to
coming to a brief.

� Research other sites to
understand what you’d like on
your site.

� At the brief, fully articulate your
wish list.

� Mediamojo will offer a range of
solutions that you may have not
considered, let us know which
works for you, so we can add it
to the quote.

� Thoroughly review the
quotation and discuss any
queries with your managing
Mediamojo team member.
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What are
Plugins?
Plugins are specially designed software that can be
added to your website to provide specific functions and
actions. For example to provide an online shopping cart
function to your website, we will install a plugin called
WooCommerce. WooCommerce will then add all the
shopping cart functionality to your website.

Do I pay for each of these plugins?

No, unless specified in your quote. Mediamojo prefer to
use their own developer licensing to ensure a smooth
design and build process/ as well as reducing overall
build costs.

Do I need to update plugins?

If you’re on one of our Maintenance Plans, no you don’t,
we look after that for you. If you want to manage your
own maintenance then you will need to purchase the
appropriate licencing and update the plugins yourself.

Mediamojo are constantly keeping up to date with the
latest plugins to ensure we can offer the most efficient
functionality to meet the requirements of your website

Some essential
Plugins we us.

� - a proven and
comprehensive form creator.

� - The only e-
commerce solution we
reccommend

� - the best visual
editing tool available

� - the most
comprehensive wholesale
functionality available

� - an easy to use
keyword optimising tool.

� - the go to
realestate solution

� - easy donation
management.
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Supplying
Content
Who knows your business better than you do? That’s why
we like our clients to supply all their own written content.
We know it can be daunting to sit down and write about
your business, but it’s a very gratifying process that can
help you re-connect with your services and better
understand how they relate to your customers.

The content you supply will need to be supplied digitally,
eg a Word Doc, etc.  Clearly identify blocks of content
you’d like on specific pages of your website.

If you’re an e-commerce store with a range of products ,
give great detailed descriptions of each product, using
keywords that will help your customers find them in a
Google search. Mediamojo can help guide you through
this process if needed.

Always remember that the information you have on your
website is for the user, so make sure that you write it with
them in mind, keeping it simple, engaging and informative.

The best thing about website content is that it’s not

written in stone, and can be edited and updated at any

time.

x5 steps to
writing copy

Understand what you want to
communicate to your users.

Create a list of bullet points
you’d like to cover.

Elaborate on each of those
bullet points , creating blocks
of content that are engaging
and informative.

Review your content  making
sure it’s easy for the user to
understand.

Review your content again ,
adding /optimising for
keyword saturation.

1

2

3

4

5
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Authors
Corrections
Authors Corrections are
changes/amendments to your website
requested by you, the client.

We try very hard to understand your specific
requirements, likes and dislikes, to ensure we produce a
design that ticks all your boxes. No matter how brilliant
we are, you’ll sometimes want to change or replace
various aspects of our design work.  To simplify the
process we allow x2 sets of Authors Corrections at the
design stage, and a further content tweaking before
going live.

It’s very important to supply us with

your final edited copy to ensure your

website only needs minor changes, if

any, prior to going live.

“But I need more changes!” No problem.  We’ll happily
work with you and make further changes as needed, but
please be aware that further changes outside of our
allowances will attract extra charges. A little planning
prior to supplying your content will save time and
money.

When presented with a
design proof of your
proposed website,
Mediamojo allows x2 sets
of authors corrections to
help refine the design style
and structure of the
website.

Once your site is ready to go live
Mediamojo invites you to check
over the supplied site content and
submit minor content edits where
needed (final content edits must
not exceed 1 hour of work)

Please note: Mediamojo is more
than happy to edit and change the
site beyond our allowances, but
any changes outside of scope will
attract further charges.

!
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Payment
Gateways?
What is a Payment Gateway?
In simple terms, a Payment Gateway is a 3rd party
merchant provider that looks after the payment
transactions on your website, ensuring the money is
accepted from the user and then transferred to your
account.

There are many different Payment Gateway providers out
there, and each have there pro’s and con’s. We find it’s
best to stick with proven services such as Stripe and
Paypal.  Both of these providers are trusted and familiar
and provide easy integration into your website.

Having the right Payment Gateway service will ensure
you’re site able to add subscriptions, automatic payments,
etc. It will also help protect you from fraud and offer
complete payment management with refund and dispute
capabilities.

It’s good to do your own research and find a fit best suited
to you. Note that each provider has a different transaction
percentage that they charge per transaction. The more
you sell the lower you can negotiate the rate.

Our Favourites

Stripe
stripe.com

� Great transaction rates

� Easy Integration

� Great range of functionality

Paypal

paypal.com.au

� Great user experience

� Trusted and known

We’re happy to discuss these and
other Payment options with you to
find the perfect match for your
business.
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Selling
Online
Whether you’re wanting to launch a new online shop or
take an existing brick and mortar store online,
Mediamojo can provide you with a custom solution
based on your business requirements.

Things to consider when building an online shop;

� Simple and engaging purchase process

� Customer and order management

� Shipping solutions

� Payment Gateways

� Sales Coupons

� Easy product management

� Integrations with accounting software

Building an effective online shop can sound quite
complicated, but it doesn't have to be. Mediamojo have
built many successful e-commerce websites and can help
guide you through the process to maximise the
effectiveness of your online store.

Our proven processes and experience will help provide
you with a solid foundation, maximising the potential
success of your venture.

Training Videos

You want to load your own
products.
Awesome, we’d love to show you
how. To help, we have a selection
of easy to follow video tutorials
ready for you to use.

If you’d prefer a video tutorial
tailored specifically to your site,
no problem, we can do that for a
small additional fee (POA).

Our video tutorials will be yours
to use 24/7. So, if you want to
load a heap of products at 3am in
the morning, but get stuck, watch
the video and keep on working.

Of course we’re always available
to help out during business
hours! :-)
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SEO and
Keywords
SEO - Seach Engine Optimisation is the practice of

setting up your site and it’s content to achieve optimal

traffic from a search engine such as Google.

Mediamojo believe strongly in a balance of andSEO

Great (user experience).  Not only does your siteUX

need to rank well, but it also needs to engage your
users leading to higher conversions.

Page Speed is a big SEO advantage, but it comes at a
cost, often lessening the User Experience. Our
philosophy is to capture the user’s attention and give
them an awesome experience on your website. A

slower speed score is a small price to pay for a higher

customer conversion rate.

Keywords are a natural part of your sites content. You’ll
find that when you write the copy for your website
you’ll instinctively include a range of keywords that will
help your customers find you.  By using plugins like
Yoast SEO we can identify and optimise keywords and
promote them in headings and key areas throughout
the site to help get maximum exposure.

What Keywords
should I use?

Optimising your keywords is a great
way to increase your user traffic.
When writing your content think of
words and phrases that you know
your customers use to relate to your
product/service.

EG McDonalds was being
constantly referred to as Macca’s in
Australia, so they have literally re-
branded to Macca’s. This is a classic
example of reflecting the user
demand and focussing on the way
your company is perceived.

Your keywords should reflect the
words that your customers enter
into a search bar to find you.
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Design
Approval
The Design Approval Stage is extremely important in so
many ways. It is at this time that we present you with a
design proof of your website, demonstrating the look and
feel, as well as outlining essential functionality. Please
note that these proofs do not cover the complete site.
They are essentially a Style Proposal.

It’s extremely important that you consider the design
proofs carefully and bring up any concerns/feedback.  The
final approved design proof, will become the basis of the
styling for your whole website, so it’s important that we
get it correct during this process.  Changes to the design
styling and functionality after this stage can attract
further charges and delay the project significantly.

With a vast amount of experience and industry know how,
our design proofs will demonstrate how we can maximise
your content and enhance your website to offer you an
effective and engaging solution.

We’ve been doing this for a very long time and know
what works - Trust us!

Why we have a
design stage before
we build your
website.
Our design stage lets us explore
and plan out the best possible
solution for your website. Similar
to building a house, a builder
needs the architectural drawings
and renders to understand what
the construction requires to meet
the final product.

As web designers the design

stage gives us the basis of how

we will build and style your

website.

It’s a system that’s been used and
perfected over many years,
benefiting clients and Mediamojo
equally, providing a streamline
and hassle free web build process.
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Responsive
Design
Will my new website work on mobile phones?

Yes, and many other devices. When we design and build a
new website, part of our process is to ensure that the site
is viewable on a range of popular devices covering -
Desktop Computers, Laptops, Tablets, and Mobile Phones.
This  means not matter which of these devices your
customer is using to view your site, it will look amazing.

Mediamojo make an extra effort to review each device
display instance and make sure that the content is
optimised for that device.  For example, a full screen
background video’s may be removed and replaced with a
static image for mobile phone viewing - this will optimise
the experience for the user and lead to better
engagement.

As a rule, we only optimise your site for the devices
described above, as they are what is used to access your
site 99.99% of the time. Smart Tv’s and other visual
devices do have internet browsing capabilities, though
they have some short comings.  For the ones that have a
quality solution your site will still display correctly, for
others, not so much. Through time we hope this will
improve.

Responsive Design
Devices.



Let’s get your project started...

Going Live!
The Process.
We’ve just finished building your site and it’s time to go
live!  This is an exciting time for us, as well as you, but
before we go live we want you to go through the site. We
need you to let us know if there are any minor tweaks
needed to the wording and presentation that could help
fine tune the final result. Note - this is not the time to offer
new ideas on how you want to change elements of the site.

With all fine tuning done, we migrate your site to it’s live
hosting environment. We don’t just stop there.  Mediamojo
has developed a detailed Go-Live process to maximise
your sites launch success (see sidebar).  Our detailed
process ensures your site is registered with Google and
can start indexing with the search engine immediately. The
Go Live process also makes sure your site is settling into its
new environment successfully.

Now that your site is live, the fun can begin.  Promote your
website!  Tell the world where they can find it and how it
can change their lives. Engage with your traffic and enjoy
evolving your site as your business grows.

Mediamojo
Go-Live process
� Website Back Up

� Test all forms and update contact
emails

� Apply Meta Tags and Keywords

� Set-up Google Analytics

� Add site to Google Webmaster
Tools

� Create and submit Sitemap.xml to
Google

� Check links and navigation

� Set up 301 redirects if needed

� Visually check over the site

� Check Mobile responsiveness on
device.

� Check purchasing process for
shopping sites

� Create a client user profile

� Enable caching plugin

� Check social media links

� Activate Captcha security on
forms

� Set up SSL certificate

� Create Google Maps API
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Why Design
with Us?
Our role, as designers, is to give your business a
great first impression. It’s all about perception and
how your brand engages with your customers.
With years of experience, we know what works
and what’s a waste of time. Let Mediamojo guide
your through the process with our proven
creative services and we’ll look after all your
branding, web and print needs for you.

With our talented team, we’re able to keep all of
our services in house. This means we have total
control and understanding of each project,
enabling us to provide;

� Collaborative design solutions
� Faster turn around times
� Better quality assurance
� Easier and more efficient maintenance

processes
� Competitive rates
� Hands on communication
� Personal management

We know the proof is in the pudding, so we must
be doing something right! We’ve got a loyal and
much loved customer base that keep on sharing
their praise, and we’d love to welcome you and
your business to the growing list.

Masters of their craft!

Elliot Dean

Love your work!

Rebecca Brimblecomb

Mediamojo are legends!

Hugh Ager

Amazing team to work with.

Meagan O'Grady

Let’s get your project started...Let’s get your project started...
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Digital Assets

IMPORTANT

MailChimp Account

User Name:

Password:

Google Account

User Name:

Password:

Stripe Account

User Name:

Password:

Paypal Account

User Name:

Password:

Domain Name:

Registered with:

User Name:                                                                               Password:

Website Hosting

Hosted With:

User Name:                                                                               Password:

Email Hosting

Email Service:

User Name:                                                                               Password:

WordPress Login

www.yourdomain.com.au/wp-admin

User Name:                                                                               Password:

Without access to your

important digital

assets, you can quickly

loose control of your

business and run into a

world of pain.

This simple document
will help you retain
access to your essential
online assets ensuring
you have ownership and
control.

Keep this document in a

safe and private

location.

Let’s get your project started...


