
 

Keys to Your Web Presence 
Checklist 

 

DOMAIN NAME REGISTRATION 

This is the most important key to your online presence.  Your domain name is your 

business identity on the web.  It serves as your address, and no two businesses can use 

the same domain name.  Domain registrars provide registration services to the public. 

Through the registrar, you can reserve an unused name for your use. Your domain 

name registration is not the same thing as your website. Domain registrars also handle 

renewal of domain name registrations.  

You should know: 

❏ URL Link to Access 

❏ User Name 

❏ Password 

❏ Who Else Has Access? 

DOMAIN NAME SERVERS (DNS) 

DNS is like the phone book of the internet.  Services and locations on the internet have 

numerical entries called IP addresses associated with them.  DNS maps the 

more-friendly name (like www.yourdomain.com) to the numerical address where your 
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website or mail server can be found.  When you register your domain with a domain 

registrar, you specify name-servers for your domain. The name servers indicate where 

your DNS entries are maintained. Your domain will typically have DNS entries for your 

web site (A records), any aliases (CNAME records, for example if you want 

orders.yourdomain.com to also go to yourdomain.com), and your mail service entries 

(MX records).  

DNS management is determined by the name server listed on your registration. This is 

usually the same location as the domain registration, although it may instead be 

maintained with your web host or even a separate DNS service. In terms of ownership, 

it is probably best to maintain these records with the registration of your name. 

You Should Know: 

❏ Name and Contact Information for Who Manages Your DNS 

❏ If separate from your domain registration, what is the URL, username and 

password 

❏ Who else has access? 

WEBSITE HOSTING 

Website hosting refers to the location of your website content. You may have one or 

more websites associated with your domain. For example yourdomain.com and 

employees.yourdomain.com could be two different websites hosted in two different 

locations. 

Depending on how your website is setup, you may have several accounts to access 

administration. These may include a control panel for installing website software, FTP 

(file transfer protocol) for uploading files to your website, and administrative access 

for updating the content of your web site pages (for example, WordPress 

administration). 

You Should Know: 

❏ Name, contact information for  hosting company 

❏ User Name 

❏ Password 
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❏ Who Else Has Access? 

WEBSITE CONTENT ACCESS 

If you are using a content management system (CMS) like WordPress, you will have a 

separate login to update the content in your website. You may or not have full 

administrative access for your editing login, but if you don’t have full access you 

should also have the credentials for an account that does have full rights to the content 

management system. 

You Should Know: 

❏ URL Link to CMS (if applicable) 

❏ User Name 

❏ Password 

❏ Who Else Has Access? 

GOOGLE ANALYTICS AND SEARCH CONSOLE 

Google Analytics is a free web analytics service offered by Google that tracks and 

reports website traffic.  Google Search Console is a free service that provides further 

information about your website and the people who visit it, for example, whether 

people are visiting your site on a mobile device or desktop computer, or which pages 

are most popular.  Google Search Console can be integrated into your Google Analytics 

so that they work together.  You need a Google account to use both Analytics and 

Search Console.  An account can be set up by the owner, and you can grant user access 

to these tools to others. Make sure that your account is the owner, and that you grant 

other access to your staff or web developer. 

You Should Know: 

❏ URL Link to Google Analytics 

❏ User Name 

❏ Password 

❏ Who Else Has Access? 
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GOOGLE MY BUSINESS 

Google My Business is a free and easy-to-use tool for businesses to manage their online 

presence across Google, including Search and Maps. By verifying and editing your 

business information, you can help customers find you and tell them the story of your 

business. 

You need a Google account to use Google My Business.  An account can be set up by the 

owner, and you can grant others access to these tools. Make sure that your account is 

the owner, and that you grant other access to your staff or web developer. 

You Should Know: 

❏ URL Link to Google My Business 

❏ User Name 

❏ Password 

❏ Who Else Has Access? 

SOCIAL MEDIA ACCOUNTS 

For your social media accounts like Facebook, Twitter, Instagram, LinkedIn, etc. you 

create profiles, post content, advertise, and engage with customers.  It is critical to keep 

control of these accounts as this is a very public account that you will be consistently 

using to drive traffic to your website. While you shouldn’t build your entire web 

presence on this rented space, it is a good idea to claim your listing on various social 

media and directory sites, even if you aren’t actively posting on them right now.  

You Should Know: 

❏ URL Link to Each Account 

❏ User Name 

❏ Password 

❏ Who Else Has Access? 
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OTHER CLAIMED LISTINGS 

You can, and should, also claim your business on other search engines like Bing, Yahoo, 

and Apple Maps, as well as review sites like Yelp and TripAdvisor.  By claiming these 

listings you are controlling the information that is being published about your 

business.  These sites will have a default listing for your business, however, when you 

claim your listing, you can upload images, and ensure the information on the listing is 

accurate.  

You Should Know: 

❏ URL Link to Each Account 

❏ User Name 

❏ Password 

❏ Who Else Has Access? 
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