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Your Business Online – 1..2..3..Done! 

 

Simple Steps to get your business online. 

 Quick, Easy, and Inexpensive 

 

www.SimpleStepsIT.com 

  

http://www.simplestepsit.com/
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The Plan 
 

 This document has three (3) objectives to accomplish: 

1) Show you how to get your company online with your own URL (Domain Name) 

2) Show you how to get Email setup 

3) Show you how to get a Working Website to promote your business 

 

I will show you how to do this Quickly, Easily, and Inexpensively. 

The Costs 
 

Money 
 

 We will assume you are starting with nothing.  You will have to purchase a Domain Name (i.e., 

your version of www.SimpleStepsIT.Com), and a hosting plan. 

 The Domain name will cost about $15.00; the hosting plan will cost about $10.00 a month (less 

if you pay ahead).  With your automatic coupon (it will be in the coupon input box when you sign up), 

you will pay about $12 for the Domain name, and $8.00 for the first month’s hosting.  So, figure $20.00 

to kick start your business for the first month.  Your ongoing cost(s) will be about $9.95 a month after 

that. 

 

Time 
 With almost all of my clients, the most difficult part of a website is the content.  Since content is 

variable (and frankly, a website that has the minimum up (which I will show you how to do) is better 

than no website, don’t let this overwhelm you), my approximate times do not include content creation. 

 So, content aside, this should take you between 1 and 2 hours to accomplish all of this.   

 On a good day, I can create a domain, install the services, setup email, add the pages, and 

modify the theme in about ½ to 1 hour.   

 On the other hand, I’ve lost 8 hours just looking through themes (themes are what will make 

your website uniquely look different from other websites).     

I have FREE themes for anyone who uses my affiliate link to get online with HostGator.  If you 

purchase any of the themes from SimpleStepsIT.com, just send me your HostGator sign up receipt and 

your receipt from Paypal and I will refund your money! 

http://www.simplestepsit.com/
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 You should print out the worksheet from this document (at the end of the document) and have 

a pencil / pen ready.  Fill in all of the usernames and passwords as you go through this document and 

keep the page in a safe place. 

 

Let’s get to it! 
 

Ok, here is the ‘trick’ to the whole program.  I have been setting up websites in different forms for over 

10 years.  My experience with setting up small business owners usually tells me there are a few 

consistent issues: 

1) They do not have their content together. 

2) They do not have the money to have their content changed and edited. 

3) They do not have any time. 

4) They cannot afford to NOT do it! 

Ok, we both agree you need to have a website up.  Something that looks good up!  It is a mark of 

your business that you are online, if only to tell the world: 

 Who you are  

 What you do 

 Where you are 

 How to contact you 

 When you are open 

Remember, you don’t need to have everything done perfectly in this first pass.  However, by the end 

of our setup, you should go and have a small party for yourself!  If nothing else, raise a toast to the 

money you just saved, the knowledge you just gained and send me an email letting me know you made 

it! 

Just to let you know, your new hosting plan comes with a HUGE amount of options on the 

control panel (called cPanel).  I want you to listen carefully what you will do once you see them….ready?   

 IGNORE MOST OF THEM! 

Don’t get caught up in the heady power of the buttons ;-) 

If you are going to have your website online quickly, then you need to focus, do not go clicking 

around the buttons.  If for no other reason, you can certainly add functionality you do not want!  It will 

take you, and HostGator support, time you do not want to waste fixing your ‘extra’ clicks. 
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Ok, I have recommendations for you.  Trust me on my recommendations.  I realize that it takes 

money to make money.  It also takes time to make money.  If you try to save $1.00 a month right now, 

you might loose a couple of hours or many, many more in support time and frustration later. 

 Here is the general plan for what we are going to do: 

 

1) Sign up for our hosting plan  

2) Purchase our domain name  

3) Setup our email addresses  

4) Setup our CMS (Content Management System)  

5) Modify the look of the website  

6) Setup our minimum information  

7) Rest …  God rested on day seven, you should rest on the seventh step ;-) 

 

STEP 1 - Sign up for a Baby Hosting Plan and Purchase your domain 

name. 

  

 For the first step, you will sign up with HostGator – one of the world’s top 10 hosting providers.  

I have used them for a couple of years now, and have been very impressed with their speed and service.  

You will need a credit card and an email address that already exists! 

 If you need a temporary email address then I will show you how to create a fast one with Google 

Mail.  You will receive immediate access to your email account to use in the next step.    

When you finish signing up, HostGator will send you via email a link on how to get to your new 

domain temporarily while the DNS is being setup.    

Don’t be alarmed that you can’t get to www.yourwebsitehere.com right away, this is normal.  It 

takes usually from 6 to 24 hours to be able to type your new domain name into the browser and have it 

resolve (or find) your new website.  

  

http://www.yourwebsitehere.com/
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What is a Domain Name? 
 

 The simplest definition of a Domain Name (or Uniform Resource Locators) is a human name for 

a machine ‘phone number’.  For example, it is easier to remember to type www.Google.com instead of 

their I.P. Address (phone number) of 66.102.7.104. 

 However, either one works.  Try it in your browser sometime, instead of typing 

www.Google.com, type in http://66.102.7.104. 

 Same page!  The only difference is that the first one is easy for you or me to remember. 

 When you purchase your own Domain Name (you actually rent them, you have to renew 

periodically), you are telling the world that your email, and website locations, all belong to the same 

company. 

 Tell me, which looks more professional:   

MikeAnderle@Gmail.com  or MikeAnderle@SimpleStepsIT.com ?] 

To many, MikeAnderle@SimpleStepsIt.com  is not only more professional, it is expected. 

 When my website goes up, its URL is: www.SimpleStepsIT.com .  Nice and tidy, right? 

 

Domain Name Primer – Getting the background out of the way 

 

 Ok, I have to give a little more background on what are called ‘Top Level Domains’ (TLD) so that 

you can understand the WHY behind some of the advice given to you. 

 Top Level Domains are the foundational endings on your Domain name and include .Com, .Edu, 

.Net, .Mil, .Org, .Info, .Gov etc. 

 First, the most popular, and difficult to procure Top Level Domain (so many are taken) is .COM 

which is short for ‘commercial’ or business.  I believe anytime you use a different TLD (for example, .NET 

or .BIZ); you slightly dilute your branding. 

 However, do not let this stop you from procuring a .Net domain (or .Biz etc) if it is better.  For 

example, if only www.smplstpsit.com was available as the .com, and www.SimpleStepsIT.net was 

available, it would be pretty easy for me to choose the .Net domain.  The only gotcha is if they happen 

to get a .Net name, it is likely your clients will occasionally make the mistake of typing 

www.YourCompanyURL.com instead and hard marketing efforts could go to a different company, or 

worse, your competitor! 

http://www.google.com/
http://www.google.com/
http://66.102.7.104/
mailto:MikeAnderle@Gmail.com
mailto:MikeAnderle@SimpleStepsIT.com
mailto:MikeAnderle@SimpleStepsIt.com
http://www.simplestepsit.com/
http://www.smplstpsit.com/
http://www.simplestepsit.net/
http://www.yourcompanyurl.com/
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From a strictly personal preference, I will play with a company name for a while until I can match 

my company name and URL as the same.  I believe it is that powerful.  However, if you have no choice 

(your company is already in business, or you want a certain name) then play with putting hyphens in the 

name, or other methods to create a unique and available, domain name. 

 Domain names are case insensitive, this means that www.SimpleStepsIT.com and 

www.simplestepsit.com look the same to the computer, however; for branding on business cards and 

letter head, I will upper case the different words to help my clients read (and remember) it easier. 

 

Ok, Now for Instructions! 
 

Ready with your Credit card and Email Address?  Here you go! 

 

 

Use the following link (click on the gator below!) , and sign up for the Baby Plan ($9.95 Monthly) 

 

 

 

CLICK HERE TO GET YOUR DOMAIN STARTED! 

 

CƻǊ ƳŜ ǘƻ ƎŜǘ ΨǇŀƛŘΩΣ ȅƻǳ I!±9 ǘƻ ŎƭƛŎƪ ƻƴ ǘƘŜ IƻǎǘDŀǘƻǊ [ƛƴƪ ŀōƻǾŜΗ 

Use Coupon code SNOWMAN for 20% off your initial order! 

 

http://www.simplestepsit.com/
http://www.simplestepsit.com/
http://secure.hostgator.com/cgi-bin/affiliates/clickthru.cgi?id=manderle-mmiller
http://secure.hostgator.com/cgi-bin/affiliates/clickthru.cgi?id=manderle-mmiller
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1 When you first click on the 
link above, you will come to 
the HostGator homepage 
which looks like the 
following.   
 
You will click on the άVIEW 
WEB HOSTING PLANSέ 
option in the center of the 
page 
 

 
2 The image you need to click 

on looks like this: 
 

 

 
 You will now click on the 

Baby Plan option, in the 
center of the page 
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3 This will bring up a page 
which looks like this: 
 

 
4 Locate the “New Domain:” 

textbox in the middle of the 
form.  It looks like this: 
 

 

 

Here, you are going to choose what your domain name will be.  This can be easy, or difficult, 

depending on how unique your name is. 

 

 

If you need extra help finding a suitable domain name (a huge amount of domain names are 

taken), I have a guide to help you. 

Click the link below to download it.  Use it to help find domain names that are available, and 

then come back to the page website you are presently on.  This link below will open a new browser 

window. 

http://www.simplestepsit.com/wp-content/uploads/2010/01/Your-Business-Online-Domain-Name-

help.pdf 

  

http://www.simplestepsit.com/wp-content/uploads/2010/01/Your-Business-Online-Domain-Name-help.pdf
http://www.simplestepsit.com/wp-content/uploads/2010/01/Your-Business-Online-Domain-Name-help.pdf
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Type a name in… 

1 For this example, I will type 
in an existing website name…  
SimpleStepsIT.com  

2 Here is how my screen looks 
after I have typed in the 
domain name, and then I hit 
the Next button: 
 

 
3 Here is the response of the 

system: 
 

 
 
You will notice that it shows that SimpleStepsIT.com is already registered, and allows 

me the options of seeing the existing website by clicking on which will take 
me to the website.   
 
My other choice is to see who ‘owns’ the existing domain, or at least how much 

information they have published by clicking on the link.   
 
This will tell you who is administering the DNS settings and potentially the contact 
information for this domain if you would like to inquire their willingness to sell you the 
domain name. 
 
HostGator then shows you if the other common Top Level Domains are available and 
allows you to immediately order them.   
 
Here, it is showing that the .NET and .ORG domains can be purchased.  I am not going 
to do this now, because I want to figure out how to procure a .COM name.   
 
Maybe a little extra work is all that is needed to get something.  Maybe I will find out 
EVERYTHING is taken, and I just need to accept a .NET domain (not .ORG, I am not an 
organization (usually non-profit) which would make this appropriate). 
 
Whatever you choose, this will become your Primary domain in HostGator. 
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4 So, I am going to change the 
name a little and see what 
other spellings might work.  I 
am going to click the 

link to try again.  
Here, I try Simple-Steps-
It.com, and it works! 
 

 
5 When I click ‘Next’ this time, 

I get to this page 
 
I leave the first domain 
checked, and click the 
“Continue” button. 
 

 
 
(Remember, you will use the Coupon mentioned above to get your Domain name at 
$12.00, not $15.00 for the first year). 
 

6 Here, I change the Package 
dropdown option (the 
selection choices are: 
 

 Hatchling ($4.95) 

 Baby ($7.95) 

 Business ($12.95) 
 

 Select Baby ($9.95 a month 
on a monthly plan.  You can 
sign up for 3 years in 
advance and save 20% each 
month for a $7.95 monthly 
cost).   
 
 

 
 
Why Baby?  It has everything to do with cost and features of domains.  I want you to 
have the flexibility of multiple domains, add-on domains and sub-domains 
immediately.   
 
The savings over the Hatchling plan (for month-to-month plans) is $1.00 a month.  
Trust me!  This is worth it. 
 
If you know you are going to be doing e-commerce right away, consider switching to 
the Business plan.  Why?  Because it includes a SSL certificate (for security) and 
dedicated IP address which has a few benefits.  If you are really tight on cash right 
now, you can always upgrade your plan to business when you are ready to roll out 
your e-commerce.   
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7 When you continue, you 
should have a screen (if you 
selected the link from the 
top of the document) which 
looks like this: 
 
The Coupon should be 
automatically entered for 
you. 
 
Click the Calculate Totals 
button to continue our 
signup process. 
 

 
8 Here, you notice that they 

are taking $4.99 off of the 
price due to the coupon.   
 
IF YOU DO NOT SEE THIS, 
THEN PLEASE STOP HERE 
AND CONTACT ME AT 
mAnderle@SimpleStepsIT.com.   

 
 
Assuming you are a new 
customer, and the 
information matches what it 
should (your domain name, 
plus ‘Baby’ plan for $19.96), 
click the Continue button. 
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9 Ok, have that credit card 
I mentioned before?  
Time to use it. 
 
 
 

 
 
At the top of the Order Wizard, you will fill in your personal and business information.  
Have the information match the information the credit card has.  Under “Contact 
Information”, you will fill in your EXISTING EMAIL ADDRESS – Not a new one you have not 
created yet.  This is very important! 
 

10 Further down the Order 
Wizard page, you will fill 
in your Admin 
information for this 
hosting account.   
 
I cannot stress how you 
need to write this 
information down and 
place it in an area where 
you can find it.   
 
While HostGator WILL 
send it to you in an email 
(at the address above) 
when you finish, I have 
had situations where I 
couldn’t find it! 
 

 
 
Suggestions:  Your username can be your initials, “admin” (I always keep my usernames 
lowercase because some systems are case-sensitive), your name etc. 
 
Password:  Oftentimes, you can create a password as a normal word which you can 
remember, but switch out the following:  
 
S becomes the number 5, I becomes the number 1, o becomes the number 0, e becomes 
the number 3.   
 
How it works is the word ‘password’ becomes ‘pa55w0rd’.  This is for example only; I do 
not suggest you use this particular password, as it is common! 
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11 You will need to fill in 
your credit card 
information. 
 

 
 You will need to check 

that you have read the 
Terms of Service before 
you can Verify your 
Order.  Read the Advice 
Below. 
 

 
 

A little bit of Advice 
 

As a consultant to small businesses, I often try to highlight the ‘gotchas’ to my clients, whether it is likely they 
would ever do this, or not.  I will do the same with you. 

A few highlights about the Terms and Conditions of Use which help protect your business from users who 
would abuse your shared hosting machine and cause problems: 

No use of Mailer Pro (bulk email software) – You need to keep your emails to under 500 emails per hour sent 
and received on this system for this price.  It is possible to do small email list sends and make sure you are under this 
cap effectively.  Look on www.SimpleStepsIT.com and search ‘bulk email’ for instructions.  If you can’t find the 
instructions, email me: manderle@SimpleStepsIT.com 

Do not create ‘immoral’ sites on this system.  If you have questions on whether your site is immoral (no- Law 
Firms are NOT immoral) then request a review from Abuse@Hostgator.com. 

Do not send ANY SPAM from your system.  Do not send it from a Fax either, which directs to your system (see 
document for other conditions). 

You must have a primary email from another domain other than one you are creating now for communication 
with HostGator.  I mention this above and show you how to easily create one with Google if you need one.  You are 
responsible to update your account if this primary becomes obsolete. 

Do not use your shared service for any … and I mean any… sort of Hacker website / software use / etc.  
HostGator will NOT put up with this at all.  They are even stricter about trying to use your domain for SPAMMING 
people. 

 

http://www.simplestepsit.com/
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While you can use your system for 1 or 2 audio streams, don’t try to use it to become internet radio.  You 
aren’t paying for that!  Same for Video Sharing (use YouTube) or to become a photo-sharing website!  There are 
plenty of ways to make that happen without trying to abuse this service. 

Don’t try to use Coupons after your first signup to resign after your first year… Not a good idea! 
Those are some of the highlights, see the document for specifics! 

 

 
Once you finish this (The Terms of Service Document), click the  button and finish the 
order.   

  

You will now receive an email at your Primary Email Address from HostGator.  I will go through it 

with you.  It is pretty straightforward! 

THIS IS A SAMPLE EMAIL BELOW 

---------------------------------------------------------------  

Thank you for your order and welcome to the HostGator Family!  

Your Package:     Hatchling   <-  Which Package you purchased, Should say óHatchlingô 

Your Domain:     SimpleStepsIT .com  

Your Username:   Admin  <- IMPORTANT! 

Your Password:  pa55w0rd  <-  IMPORTANT! 

Your sites IP address:  

174.120.154.157  

 

Your name servers:  

ns2121.hostgator.com  <-  You can use this information if you already have your 

Domain hosted with another provider.  If you signed up with HostGator with a new 

domain, you can safely ignore this information at this time.  

ns2122.hostgator.com  

----------------------  

Until your DNS has been changed and resolves to our nameservers, you can access your 

cPanel at:  

http://gator1061.hostgator.com/cpanel   <-  ( This is the link we use to get óAdminô 

acc ess to your new Account!!! )  

You can view your site before the DNS has been resolved at:  

http://gator1061.hostgator.com/~youvolve/  

( This is the link we use to get to see your new website (soon!) )  

http://youvolve.com/
http://ns2121.hostgator.com/
http://ns2122.hostgator.com/
http://gator1061.hostgator.com/cpanel
http://gator1061.hostgator.com/~youvolve/
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If you purchased your domain name with us, the above links will allow you to view your 

domain before it has resolved. Your domain may not be viewable for the first 24 to 48 

hours depending on your location.  

( They say 24 - 48, my experience has been as little as  6 (rare), to as much as 24  (kinda 

rare) .  Average for me is about 12 - 18 hours ï Mike)  

There is a file called default.html in your public_html folder.  This page will give 

you basic links and information on how to get started.  You're welcome to delete this  

file or upload an index.html file in the public_html folder. Once that is completed, 

the default.html file will not show by default.  

Please be sure to read:  

http://www.hostgator.com/gettingstarted .html  for all the information needed to manage 

your DNS and account.  

Please, sign up at https://secure.hostgator.com/sitebuilder.php  if you would like to 

take advantage of our Sitebuilder tool.  

( We wonôt be doing this -  Mike . )  

You can find answers to your questions in our customer knowledge base.  Please visit 

http://support.hostgator.com/  for helpful resources, and frequently asked questions.  

Please note:    

Any email sent by your account within the next 12 hours will not be delivered to the 

recipient.  After 12 hours, and any applicable DNS propagation, mail should arrive as 

normal.  

Note this comment about email.  

If you are in the U.S. or Canada, your account qualifies for $50 dollars in free 

credit for Google Adwords pay per click program. To redeem your coupon, please login 

to your control panel or 

https://gator1061.hostgator.com:2083/frontend/x3/hg/addons/adwords.php  and login with 

your username and password. Just follow the instructions on that page to get started!  

 

Best regards,  

HostGator.com  

---------------------------------------------------------------  

 

You are signed up, have a domain name, and are ready to ROCK AND ROLL! 

  

http://www.hostgator.com/gettingstarted.html
https://secure.hostgator.com/sitebuilder.php
http://support.hostgator.com/
https://gator1061.hostgator.com:2083/frontend/x3/hg/addons/adwords.php
http://hostgator.com/
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Step 2 – Setup your Email Addresses  
 

Congratulations!  You now have a domain name, and a hosting package which has the power, 

support and service to run your online website and email services! 

Personally, I feel a company should have a defined email setup structure (for example, 

mAnderle@domain or MikeAnderle@domain.)   

 You do NOT have to wait until your domain becomes active to get your email setup.  When you 

get the email from Welcome@Hostgator.com, the link for your cPanel (Admin area) will be included.  

See the example above for the pointer to the link (in red). 

One of the first steps I suggest is to create the following four (4) email addresses on your new 

domain. 

1) Personal email address (name@domain.com) 

2) Sales@domain.com 

3) Support@domain.com 

4) admin@domain.com 

You don’t have to worry about having three (3) extra email addresses, these will all point back to 

your personal email location if you would like. 

Once you have these email addresses setup, you can use the information on the last page to 

setup your Outlook or other email software (or click on ‘webmail’ in cPanel) to view messages at any 

time. 

 

Set Up Your Email 
 

Click this link in your email 
you received from 
HostGator in your existing 
email account.   
 
You will receive this email 
at the address you used 
when you signed up with 
HostGator 
 

----------------------  

Until your DNS has been changed and resolves to our 

nameservers, you can access your cPanel at:  

http://gator1061.hostgator.com/cpanel  

----------------------  

 

mailto:Welcome@Hostgator.com
mailto:name@domain.com
mailto:Sales@domain.com
mailto:Support@domain.com
mailto:admin@domain.com
http://gator1061.hostgator.com/cpanel
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Clicking this link will cause 
a form to pop-up to input 
your username and 
password (which is at the 
top of the email, and 
SHOULD BE on your 
paperwork you are filling 
in!)   
 
On Microsoft Windows the 
Log-in Form looks like this 
(remember, you are using 
YOUR User name and 
Password). 

 
 
Once you sign in, you will 
come to a page which looks 
similar to this (Don’t let all 
of the icons overwhelm 
you, I will tell you EXACTLY 
what to do, and what to 
ignore.) 
 

 
Find the Icon for Email 
Setup.  It looks like this: 

and is usually 
the first icon on the list.  
Click the “Email Accounts” 
link under the picture. 
 

 

 

 If you purchase more domain names, you can then select which domain the email 
name belongs to.  You MAY have duplicate names across your domains.  Change your 
Mailbox quota to 1000 (meaning approximately 1 GB) if you believe you will be 
receiving large files which stay in your inbox for a long time. 
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I want you to type ‘Sales’ in 
the Email box.  Your new 
domain will be listed in the 
dropdown already for you. 
 

 

 
  

Setup good passwords (see 
the suggestions earlier 
about passwords as 
appropriate) and click the 
Create button. 
 
You will be taken to this 
screen at the right. 
 
If you want to use this 
email address with 
Outlook, Mail.app (Mac), 
Thunderbird, or other 
email software, click the 
Yes button.   
 
Otherwise, click No if you 
are going to just use online 
email access. 
 

 
 

 

What you see if you select 
‘Yes’. 
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             NOTE 
If you would like to review a guide on how to setup Outlook with this (or any email 
account you setup), then when you are done with this Guide, go to 
www.SimpleStepsIT.com and click on the How-To Guides tab at the top.  There is a 
Video link on how to setup Outlook with HostGator.  

When you have 
successfully created your 
email account, it will show 
up in your grid and look like 
this example. 
(our new account is 
‘sales@simplestepsit.com’): 
 
   
 

 

 
 

Please note; email addresses are case insensitive.  Meaning it will not matter if you put 
‘sales@domain.com’ in your setup, and someone emails you at SALES@DOMAIN.COM. 

 

  

GreatΗ  ¸ƻǳ ƘŀǾŜ ŎǊŜŀǘŜŘ ȅƻǳǊ ŦƛǊǎǘ ŜƳŀƛƭ ŀŘŘǊŜǎǎΧ bƻǿ Řƻ ǘƘŜ ŜȄŀŎǘ ǎŀƳŜ ǘƘƛng and create one for: 

 YourName@<YourDomain> 

 Support@<YourDomain> 

 Admin@<YourDomain> 

You may easily add as many email addresses as you need to your system.  You are NOT charged on 

how many emails you have in your system.  With the HostGator Baby plan, you are allowed unlimited 

email addresses. 

Please note, the default (catch-all) address for your account has most likely been turned OFF.  The 

reason for this is SPAM and Security concerns.  HostGator can help you if you want a catch-all created on 

your account.   

A catch-all address will send any emails the system receives and forward it to you.  So if someone is 

spamming your account (trying basic names and randomly sending them to you) they ALL will come to 

your account.  Leave it alone for now. 

 

  

http://www.simplestepsit.com/
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Theme Process 
 

 Ok, so here is where your website becomes a little more ‘you’.   

The process is simple enough: 

1) Select a look (theme) that you like 

2) Download the file to your computer from SimpleStepsIT.com or from inside WordPress 

3) Upload the file to your WordPress folder on your hosting site (don’t worry, I show you how) 

4) Select the theme in the admin area 

5) Click on the apply theme option at the top right of the preview 

6) View your new look 

7) Rest… always at step 7 ;-) 

Ok, right now you should start feeling pretty good about yourself!  You have created your own 

domain, you have setup your email accounts, and you should be taking a 5 minute breather! 

You have done more for yourself than 99% of the business population.  You have saved yourself 

money, and you have become knowledgeable about how to support your business going forward.  Not 

too hard, is it? 

I realize that so far, you are not seeing too much.  You have laid the foundation to bring your 

business website ONLINE. 

[ŜǘΩǎ ǎŜǘǳǇ ȅƻǳǊ ²ŜōǎƛǘŜΗ 

1 Go back to the Panel Home.  You 
can do this by: 

Clicking on the Home  
icon at the top of your browser  
By clicking the link again in your 
email from 
Welcome@Hostgator.com 
 
 

 
 
In the future (when your DNS is working, 6-24’sh hours), you can click 
<yourdomainname>/cpanel. For Example, mine is 
www.SimpleStepsIT.com/cpanel 
 

2 Once again, I do not want you to 
stress, I am going to show you 
EXACTLY what to click on.  You 
can ignore the rest of the 
options all over the screens. 
 

 

mailto:Welcome@Hostgator.com
http://www.simplestepsit.com/cpanel
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3 Look for the FANTASTICO icon  

  on your home 
page in cPanel.  If your Home 
page is divided up like this:  
 

 
4 Then you will find Fantastico in 

the  Software and Services area 
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5 If your Home page looks like 
this: 
 

 
6 You will find Fantastico at the 

bottom of your icons: 
 

 
7 Highlight and click on the Link 

under the smiley face. 
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8 Fantastico looks like this when it 
comes up: 
 

 
9 Your next easy step is to click on 

the “WordPress” link.  It is the 
fifth item in the list, and the 
third item under “Blogs”.  See 
the image below and the 
WordPress link is at the bottom. 
 
Highlight and click the 
WordPress link. 
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Setting Up your Content Management System 
 

 

One of the HUGE benefits of WordPress, is its ability to be ‘themed’ (or some call it ‘skinned’) 

with different looks, without having to change the content.  Plus, it is easy to add content and other 

features to the website through the use of ‘widgets’ … I will tell you more about them later! 

Setting up WordPress will take you about 5 minutes.  It is not hard, so take a quick sip of Cola 

and let’s get your website up and running.  Please be aware, however; that when it is running, it is NOT 

pretty yet! 

Let’s click on the “New 
Installation” link.  Don’t worry if 
the numbers (2.8.6) next to your 
link do not match the example 
to the right.  It only means that 
HostGator has updated the core 
WordPress installation before 
you started installing your 
website. 
 
So click

 
and let’s get WordPress 
Installed! 
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WordPress Install – Page 1 of 3 

 

 
 
Make sure your new domain is in the dropdown 
box next to “Install on Domain”. 
 
Leave the “Install in directory” textbox blank. 
Type in your admin name (could be admin, could 
be your name – it is up to you) in the third box 
down next to where it says “Administrator-
username”.  If you are not sure, then type in 
“admin” here. 
 
Your Password for “admin” goes here.  You can 
‘re-use’ the password for your HostGator web 
account if you wish.  However; realize that if 
someone hacks you, they now have BOTH admin 
passwords. 
 
For Admin nickname, put whatever you wish 
here for the ‘main’ name which appears on your 
website content.  If you are using one of my 
ǘŜƳǇƭŀǘŜǎΣ ǘƘƛǎ ŦŜŀǘǳǊŜ ƛǎ ǘǳǊƴŜŘ ΨƻŦŦΩ ǘƻ ŀƭƭƻǿ 
your website to look more professional. 
 
Put your email in this text box that you want 
emails for this website to go to.  You may use 
one of the emails you just created for your new 
domain. 
 
Insert a Site Name, which is basically your 
business name or personal name (for example, 
Actors or Bands). 
 
Fill in a short Description in the final textbox. 
Click ‘Install WordPressΩ and let’s go to the next 
page! 
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WordPress Install – Page 2 of 3 

  

 
The first paragraph tells you where the 
install setup your tables.  Unless you want 
this information, you do not need to 
remember it. 
 
The next paragraph tells you the domain 
and subdirectory you chose to install 
WordPress in.  Note: Your domain in blue 
after “- The access URL will be:” Should be 
either: 
http://yourdomain.com 
http://www.yourdomain.com 
 
If your domain is not listed here.  Something 
has gone wrong.  
 
If it is wrong, don’t panic. You will actually 
Finish installation, then use the WordPress 
Admin area in order to DELETE the 
installation, and start again. 
 
Click on the Finish installation button to 
continue.  WordPress WILL give you a 
chance to Email you this information in our 
next step. 

 

 

  

http://yourdomain.com/
http://www.yourdomain.com/
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WordPress Installation – Page 3 of 3 

 

 
 
Please note, there is needed 
information on this page.   
 
I would suggest you print this 
page, or copy the data as a 
backup before we do the next 
step.  You can easily highlight 
the MIDDLE paragraph starting 
with “You need a username 
and password…” and ending 
with the link at the bottom of 
the paragraph.  Paste it into a 
temporary location, or print it. 
 
At the bottom of the page, 
type in your email address 
(your primary, not one you just 
created) and click the “Send E-
Mail” button.  
 
Don’t be surprised, the page is 
going to ‘go away’ when you 
click the button.  

 

 

The final page looks like this: 
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Click on the “Back to 
WordPress overview” and you 
will see something like this: 
 

 
 

Help me, I messed up! 
 

If you did mess up, and are on this screen then we ‘start over’.  Note that next to your new 

domain setup under “Current installations” at the bottom you will find the “Remove” option to the far 

right.  You will click this link to remove (delete) the messed up installation and just ‘start’ again! 

This will remove the database as well.  If you ever use this to ‘scrap’ a website, you will not have 

the content any longer. 

Just go back in the instructions to start installing WordPress again from scratch. 
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What the WordPress Email Looks like. 

 

The email you receive from your install process will have your important connection information 

in it.  I will normally suggest saving this in 3 different places for safety reasons.  It isn’t as if you can’t get 

the information, but I am just cautious.  

This email (see below) has ALL of the important information for this setup.   

 The link to see it (Public URL) 

 The link to get into the website to modify it (Admin URL) 

 Your Admin username (Username)  

 Your Admin password (Password). 

It also includes your MySQL database and username.  Unless you need to manually delete the 

installation, you will not need this information at this time. 

EXAMPLE EMAIL 
---------------------------------------------------------------- 

An instance of WordPress was installed on http://simplestepsit.youvolve.com  

Full installation path: 

/home/youvolve/public_html/SimpleStepsIT.c om/simplestepsit.yv.com  

Public URL: http://simplestepsit.youvolve.com/simplestepsit.yv.com/  

Admin URL: http ://simplestepsit.youvolve.com/simplestepsit.yv.com/wp - admin/  

Username: admin  

 

Password: pa55w0rd  

MySQL database: youvolve_wrdp5  

MySQL user: youvolve_wrdp5  

Time of installation: Thursday, 14th January, 2010 @ 01:00:08 PM  

---------------------------------------------------------------- 

  

http://simplestepsit.youvolve.com/
http://simplestepsit.youvolve.com/simplestepsit.yv.com/
http://simplestepsit.youvolve.com/simplestepsit.yv.com/wp-admin/
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WOOHOO!  

Did you look at your website?  If not, do so!  You are live now! 

Ok, this is my website with thŜ Ψ5ŜŦŀǳƭǘΩ ǘƘŜƳŜ ŀǇǇƭƛŜŘ ǘƻ ƛǘΦ  5ƻŜǎ ȅƻǳǊǎ ƭƻƻƪ ǎƻƳŜǘƘƛƴƎ ƭƛƪŜ ǘƘƛǎΚ 

 

Here is my website with SimpleSteps Theme (as of January 14, 2010) applied to it: 
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The websites look completely different!  The total time it took to “change” the look from the 

default theme to the new theme (which was already loaded) was about 15 seconds.  It usually takes me 

about 2 minutes to load a Zipped theme to a website. 

How much time to figure out which theme I wanted to use?  

Well, this varies from minutes to hours!  The problem isn’t so much that it is HARD … The 

problem is similar to looking at Christmas catalogs as a child… just so much candy and toys to view. 

I have many themes on SimpleStepsIT.com for download which are built for Company websites 

in mind.  Please review them and see if you find one which will work for you. (See step 9 below for 

instructions on how to load and activate if you do download a theme from SimpleStepsIT.com or 

others). 

Note, my themes are $9.99 each, however; if you set up your website and use my link in the 

beginning of the document to sign up with HostGator, I will give it to you free.  Just send me your 

Hostgator receipt (no username/password info) and your Paypal receipt from downloading one of my 

themes and I will refund your money. 

 

Let’s Change the Theme! 
 

1) Sign into WordPress 
and you will come to 
the Admin page. 

2) Look on the Admin 
page, left side,  and 
click on the 

Appearance Heading. 
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3) Click on the Themes 
selection at the top 
under Appearance.  If 
you do not see this, 
click on the 
Appearance link again. 

 
4) Here you see the 

Manage Themes page. 
5) Click on the Add New 

button under the title 
Themes 

 
6) If you type in 

“Business” next to the 
Terms selection, and 
click the button, you 
will be given a large 
selection of themes 
available from 
WordPress.org. 
 
Try other search 
criteria, for example 
“Jewelry” if that is your 
websites focus. 
 
Skip to Step #9 if you 
are downloading a 
theme from 
SimpleStepsIT.com 
 
 

 
 
Be careful, you can loose a LOT of time here.  I suggest selecting a 
theme, and finishing out the process.  Then come back and find the 
ΨǇŜǊŦŜŎǘΩ ǘƘŜƳŜΦ 
 
You Ŏŀƴ ŘƻǿƴƭƻŀŘ ƳǳƭǘƛǇƭŜ ǘƘŜƳŜǎΣ ǎƻ ŘƻƴΩǘ ǎǘǊŜǎǎ ƎŜǘǘƛƴƎ ǘƘŜ ŦƛǊǎǘ 
one perfect.  I have had almost a dozen themes on my sight in just a 
few days as I narrowed down what I liked. 
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7) If you click the “Install” 
link under the example 
image, you will be given 
a pop-up box to finish 
the install, or cancel 
the selection. 

 
8) Clicking the Install Now 

button will load the 
theme to your 
WordPress website.  To 
have the theme show 
up on your website, 
click the Activate Link. 

 

9) Here is my website 
after clicking Activate.  
Here is why it can take 
you HOURS to do this, 
so many choices!  It 
takes NO TIME to 
change your look and 
feel, and keep your 
website looking fresh 
every 6 months or so.  
Nice, huh?   

 
 
One caution, I have used some of the WordPress.org free themes and had 
ǘƘŜƳ ƴƻǘ ǿƻǊƪ ŜȄŀŎǘƭȅ ŀǎ L ǿƻǳƭŘ ƘŀǾŜ ƘƻǇŜŘ όƳŜƴǳΩǎ ōŜƛƴƎ ŀ ōƛƎ ƛǎǎǳŜύΦ  
So if you use the themes from the lookup, do test your website completely. 

 

10) If you have 
downloaded one of the 
themes from 
SimpleStepsIT.com, 
ȅƻǳ Ŏŀƴ ΨƭƻŀŘ ƛǘΩ ǳǇ ǘƻ 
your website easily.  
Click on Add New   
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11) Now, click on Upload  

 
12) All of the 

SimpleStepsIT.com 
themes are .Zip 
packages.  The VERY 
nice feature is that 
these files upload, and 
unpack nice and neatly 
into WordPress.  Click 
on the Browse button 
to select a theme from 
your local harddrive 
(where you saved it if 
you downloaded one 
from my 
SimpleStepsIt.com). 

 

13) Your file should have a 
similar icon to these 
examples (in Microsoft 
Windows ) 

 
14) Click on the Install Now 

button to have 
WordPress install your 
new theme.   

15) 1..2..3..Done! 
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16) Click the Activate 
Button to apply the 
Theme to your website. 

 
17) View the top of the 

screen that the new 
theme is activated, click 
the main link at the 
very top  to go to your 
website. 

 
 

 

¸ƻǳ ŀǊŜ ƴƻǿ Ψ¢ƘŜƳŜŘΗΩΧ [ƻƻƪƛƴƎ ƎƻƻŘΗ 

 

A few settings and pages to add and change, and we are almost ‘done’ with the first pass!   

 

Add Content 
 

 Congratulations!  You now have a domain name; email addresses, a working website, and a 

website that looks more like you want it to! 

 Now, this final step in this first stage is your simple content. 
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 We are going to add ‘pages’ to your website.  What this means, is we are going to add the tabs 

at the top of the home page which allow your visitors to select what they are interested in.  You do not 

have to do as I instruct here, however; it is a good foundation to create these pages.  Once you have 

done so, you will have a website up and available with the basic information for your business.  Then, 

when you have reviewed the pages you can make changes easily enough after you have finished this 

step. 

 Your default website includes a few basic items which we want to delete, or modify. 

 We are going to add the following pages to your website: 

 About Us 

 Contact Us 

 Our first message on the Home Page 

 

Example: 

 
 

 About US 
1 Go to Your Admin area 

for the website 
Your Admin URL will be in the Email HostGator sent you with ‘\wp-admin’ added 
to the end.   

2 In the WordPress Admin 
page, click on the link for 
Pages, fourth item down 
the list. 
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 I want you to delete the 
existing Page About by  
 
Hover over  the Title 
 
 Select Delete from the 
options will will show 
themselves as you Hover 
over the the Title.  Click 
on  “Delete”  

 
 
 
 

3 Click the Add New menu 
choice 

 
4 Your Page will look like 

this 

 

Edit | QuickEdit | Delete | View 
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5 Put the Title About Us in 
the Title Section 

 
6 Fill in the Description 

area with a paragraph 
about your company.   
 
Do not worry about it 
being perfect this time; 
you can EASILY edit this 
later. 

 
7 Down the page, the 

Discussion section has 
two boxes checked.  
Uncheck them both.  

 
8 On the right hand side 

of page, make sure your 
dropdown box says 
“Main Page (no parent)”. 
 
Set the Order to 4, this 
allows you to put in 
more tabs before the 
“About Us” page tab at a 
later time. 
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9 On the right, top side of 
the page, Click the 
Publish button to show 
the new page on your 
website.  

 
 

 

Adding the Contact Us Page 
 

For the Contact Us Page, you will do the same as the About Us page process you just finished.  However; 

change the following from the steps above 

Step 5 – Change “About Us” to “Contact Us” 

Step 6 – In the Description area, put ALL of your available contact methods here.  

 For example, if I had a store, it might look like: 

 Mike’s Bicycles 

 123 Main Street 

 Los Angeles, Ca  90210 

 Phone: 213-555-5555 

 Email: Mike@MikesBicycles.com 

 Hours: M-F   10-8      Sat: 9-9    Sun: 12-5 

  

Step 8: Set Order to “5” 

  

mailto:Mike@MikesBicycles.com
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Our First Message on the Home Page 
 

 Ok, WordPress already comes ‘loaded’ with a Post and a comment already in the system.  We 

want to delete these, and create your ‘Original’ comment on the system.   

 Why keep the Home page as a Posting Page?  My opinion is ‘fresh content’.  If you only have to 

set up a reminder to put fresh content on your home page every few days, once a week, it is not so 

overwhelming.   

 Please remember, content is king!  If you want people to eventually create a relationship with 

your online presence, they need a REASON to be there!   

 So, let’s Delete the existing Post and plug in your ‘first’ new one (of many, right?) 

 

1 Go Back to your 
WordPress Admin Page 

 

2 Click on the “Posts” 
menu option under the 
Dashboard (top left of 
the Admin Screen) 

 
3 You will see something 

like this example.  
Hover over the “Hello 
world” Post heading. 

 
4 If you put your mouse 

over the “Hello World” 
under Post, 4 options 
will show up.  Click on 
the “Delete” Option  

EDIT   | QUICK EDIT  | DELETE  | VIEW 
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5 You will be asked if it is 
OK, to delete.  Answer 
“OK” 

 
6 Click the “Add New” 

Post on the left hand 
menu to create our first 
Post! 

 
7 Type “We are online!” 

under “Add New Post” 
at the top of the 
screen.   
 
I realize this is ‘plain’, 
however; the point is 
not to get it right this 
time, but to get online 
now!  
 
You can edit this again 
in 5 minutes, just work 
through this first 
example with me. 

 

8 Underneath the Post 
title, you will fill in the 
content.  Here is my 
suggested copy (modify 
the obvious email and 
phone number 
changes).   

Our company is excited to say we are 'online' and available!  If you have any questions, 

please send them to my email address at myname@myemaildomain.com. 

As always, we are available on the phone at : 800) 555.5555! 

If you have ANY questions, please contact us! 

 

mailto:myname@myemaildomain.com
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9 Yours will look 
something like this: 

 
10 Uncheck the two boxes 

in the Discussion 
section towards the 
bottom of the screen.  
You might have to scroll 
down. 

 

11 There are two areas on 
the right hand side, 
Post Tags and 
Categories.   
 
Both of these can be 
ignored for this Post, 
however; you might 
want to create a 
‘default’ Category to 
start placing content 
(even if it is called 
‘Latest News’) if you 
want to allow viewers 
to see grouped posts in 
the future. 
 
 

 
 
CƻǊ ŜȄŀƳǇƭŜΣ ŀ ǊŜǎǘŀǳǊŀƴǘ ƳƛƎƘǘ ƘŀǾŜ ŀ ŎŀǘŜƎƻǊȅ ŦƻǊ άǊŜŎƛǇŜǎέ ǘƘŀǘ ǘƘŜȅ ǎƘŀǊŜ ŦǊƻƳ ǘƛƳŜ 
to time in order to keep patrons coming back to their website. 
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12 At the top right of the 
page, the Publish 
section is where you 
setup your Post to 
either stay in “Draft” 
(and not be shown on 
the website), or you 
can Publish to your 
website to view your 
work.   
 
Click Publish  

13 After we click Publish, 
we see the update 
under “Edit Post” that 
the Post published, 
with a link to view the 
post. 

 
14 Here is the post on a 

brand new WordPress 
installation with no 
additional pages or 
theme changes. 

 
15  

If you want to add more Posts or Pages to your website, just go back through the instructions to add more 
ŦŜŀǘǳǊŜǎ ǘƻ ȅƻǳǊ ǿŜōǎƛǘŜΦ  ¢ŀƪŜ ŀ ǎŜŎƻƴŘ ǘƻ ǊŜƭŀȄΧ ¸ƻǳ ƘŀǾŜ ŎƻƳǇƭŜǘŜŘ ǘƘŜ DǳƛŘŜΗ  /ƻƴƎǊŀǘǳƭŀǘƛƻƴǎ ŀǊŜ ƛƴ ƻǊŘŜǊ 
for you J 
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Open letter to those using this How-To GuideΧ 

 

So…  How do you feel?   

Ready to edit more?  Realize it is not that hard?  Have more questions?   

I will work to keep updating this document, or at the website www.SimpleStepsIt.com with updates and 

ideas to keep you up-to-date on changes to make to your website to keep your marketing and sales 

efforts going smoothly. 

I want to congratulate you on doing so much, so quickly. 

If you used my link to get online with HostGator, I want to extend my personal appreciation as well for 

helping me support my business, and bring more help to the small entrepreneur, small businesses and 

even the actors and film professionals who also use this guide to get their information online! 

Please locate and sign up for my newsletter Your Business Online ς 1..2..3..Done!   I will have updates, 

enhancements and suggestions in the newsletter.  The signup is on my website at the top right. 

 

To Your Success, 

Michael T. Anderle 

January 18, 2010 

 

  

http://www.simplestepsit.com/
http://secure.hostgator.com/cgi-bin/affiliates/clickthru.cgi?id=manderle-mmiller
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PRINT THIS PAGE FOR NOTES 

 

Have questions? www.SimpleStepsIT.com 

 

Domain Admin Name  

Domain Password  

Domain Name  

Email Address  

Email Address Password  

WordPress Admin Name  

WordPress Password  

WordPress URL  
(Usually 
<Yourdomain.com>/wp-admin 

 

  

  

  

  

  

  

  

  

 


