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Process Creation
ioVentures thrives on the process of creating processes. Here’s how we do it:

1. Identify the need for a process and add it to the Process Manual TOC.
2. Assign someone in Basecamp to learn everything about the process and put together an outline on the best way to do it. Give a deadline. (If this is you, make sure to you’re your sources and resources so we can come back later and)
3. Download the iov-process-manual.doc from the file section of Basecamp’s Process Development section.
4. Insert the process into the documentation, save it, and upload the file again over the existing one making sure to add comments about the process that was added in that version of the file.
5. Assign Jason to make a Camtasia video of the newly created process outline.
6. off the process instructions to Upload the videos via ftp to the ioVentures website at www.ioVenturesinc.com/~training folder and add a link to it from the index.html file.

7. Assign several Moon Walkers to watch the video, take notes on:
a. Inconsistencies or confusing parts.

b. What would make the video smoother, easier to understand?

c. Can I complete the task with the given video?

d. Do I understand how this fits into the bigger picture? (Showing the big picture Process Maps at the beginning would help out here).

e. Missing information, questions, etc

8. Notes will be posted as a comment on the Basecamp message

Process Map Links

· http://www.fpm.iastate.edu/worldclass/process_mapping.asp

· http://www.strategosinc.com/process_map_example.htm

For each one of these processes we’d like to have:
1. A process map and how that map fits into the bigger picture. 

2. A descriptive write-up on each step.

a. Setup from scratch

b. Tools used

c. A list of resources for overall education about the step

i. Best StomperNet videos

ii. Other sites/forums
Keyword Research
Identifying Industry Buzz

Process Notes

· Remember to cite everything you state as fact. This may be one of the biggest enemies to solid process development, running on false assumptions. Having citations allows us to give credit to a source, but more importantly, it allows a peer review of the assumptions we’re working from in each of our processes. In refining the process we’ll need to revisit old ideas and assumptions and see if they’re still valid.

· Make a Glossary of terms we’re commonly using, their meaning, and who defined it that way, along with (restating the above point) their source

Step-by-step Process 

1. Initial Identification of Keywords, Brainstorming with client

2. Manual & Targeted Expansion & Selection of relevant words: Competition sites, Search engine suggestions (Ask.com, Yahoo, Google), Google Keyword Tool. I’m sure this can be aided with a tool.

3. Put words into categories

4. Automated Expansion: Keyword Discovery, Overture, Wordze/WordTracker, etc

5. Volume Gathering: NEED: to put large lists into a tool to get these numbers.

6. Filtering out irrelevant & duplicate keywords

7. Gathering Competitive Research: Backlinks, site strength (using optimization or not), types & quality of backlinks (PR, Alexa, .edu, etc – essentially backlink analysis – Greenlight had a way a while back about deciding how links were important, would be good to read Google’s patent and keep tabs on what they’re focusing on and what not)

8. Go through each word and determine relevance to business (can do this with client)

9. Assigning Keywords a “Focus Rank” or what to focus on first

10. Choosing Focus Keywords: this should stem from the Assignment of a “Focus Rank”, but should allow for some collaboration, brains and human oversight. 10 keywords
11. Choosing Tracking list: This is the list that we put into AWR. We obviously would like to have a lot bigger list of phrases in there than we’re actually targeting or perhaps even will target. The reason being that some phrases will increase in ranking by virtue of us working on other words.

What We Need To Know To Determine Which Keywords To Target First
1. Relevance to business: determined by humans

2. Monthly search volume: determined by ? (overture, keyworddiscovery, etc.)

3. Level of difficulty: determined by (tools ?) (top 10 Google sites for each phrase)
Off-site analysis

· Links to full URL
· Links to domain

· Age of domain

· Links from .edu

· Links from .gov 

On-site analysis

· Keywords in title tags

· Keywords in H1 tags

· Internal links with keywords

· Meta-tag description

Using some type of scoring system we should be able to tell which words to target first. It’s just a matter of figuring out which factors have more weight in the scoring.

We need to find a couple of tools that do this efficiently or get one built for us that will do multiple keywords at a time.

Contexts in which we use keywords



· Onsite Optimization

· Pay Per Click

· Blogging

· Offsite Optimization

· Pages for Adsense

Branding
Training

http://www.15digitalmarketing.co.uk/articles/2006/11/08/ten-ways-to-clear-bad-press-from-search-engine-results/

Blogging
Training

· http://www.15digitalmarketing.co.uk/articles/2006/11/10/how-blogs-can-break-or-make-your-seo-strategy/

Identifying Industry Buzz

1. Identify top Industry Specifics

1. Keywords

2. Magazines

3. Companies

4. Executives & Trusted Public Figures

5. Market Segments & Niches

6. Products

2. Find Related Blogs

· RSS Search Engines (Limited: Search only RSS feeds & some blogs don’t include their entire post in the feed)
1. Google Blog Search

2. Feedster

3. PubSub

4. 2RSS.com

· Blog Search Engines (Search entire blog posts)
1. Technorati Blog Search

2. BlogDigger.com

3. Bloglines (only searches blogs that members have subscribed to)
3. Evaluate & Select Key Industry Blogs

· Traffic

1. Alexa Ranking

2. Other…search for other ways to identify blog traffic
3. (Own Site: In house monitoring tool – Google Analytics, Feedster)

· Readership & Community

1. RSS Subscribers can we assess this by individual readers? Feedburner may allow you to track your own readership in a centralized location
2. MyBlogLog.com

· Popularity (by links)

1. Google Rankings for keywords (AWR/IBP)

2. Google Blog Search Relevancy Rank

3. BlogPulse Rank

4. Technorati rank

5. PubSub LinkRanks (Limitation: Only considers links in feeds. Not all blogs post entire post in feeds)
4. Daily Monitor Buzz (track your own as well)
· For Buzz & Trend Awareness

1. Daypop’s “Word Bursts” & “News Bursts” 

2. BlogPulse’s Trend Search

3. Add Industry Leader Blogs to your feedreader

4. Add keyword Search Feeds to your feedreader 

· Common feedreaders or news aggregators 

· iGoogle

· My Yahoo

· Bloglines

· My MSN
· Conversation specific monitoring

1. BlogPulse Conversation Tracker

5. Keep a Pulse on New & Upcoming Blogs: Watchlists, Alerts & Search Feeds
· RSS Search Engines (Limited: Search only RSS feeds & some blogs don’t include their entire post in the feed)
1. Google Blog Search – Search Feed

2. Google Alerts

3. Feedster – Search Feed 

4. PubSub – has some sort of watchlist/alert, check it out
5. 2RSS.com investigate & see if it has watchlists or search query feeds
· Blog Search Engines (Search entire blog posts)
1. Technorati Watchlists

2. BlogDigger.com & Bloglines (only searches blogs that members have subscribed to) may have something.
6. Track & Monitor Your Blog’s Success
· For Status & Reporting

1. Track items listed under heading #3 on a monthly basis.

7. Writing Your Blog Posts - Boyd

Finding Ideas to Write About:

· Go to http://www.google.com/blogsearch and http://www.technorati.com and do a search for the keyword phrases.  You will be given a bunch of related posts.  

· If you write posts related to those posts found on google blog search and technorati, make a note of the URL’s and tell us which URL relates to which post you write. (These will be useful because we will be making comments on other blogs that are discussing similar content and linking from those comments to our posts).

· Pick current events that relate to keywords, just do a Google News Search on http://news.google.com for the keywords.
· Write content that: instructs, teaches, gives tips, etc.

· Look at current posts on our blog to get a feel for what it is about.
Writing About:

· Write blog posts related around the focus phrases and other supporting phrases.  
· For sure put each focus phrase in at least one blog title—it can be creative, just include the phrase in there somewhere and the words of the phrase don’t necessarily need to be together just as long as they are all in the title)

· Sprinkle the focus/supporting phrases in the content of the post when it makes sense—there is no need to force the phrases in so it doesn’t read well, just use them when you can

· The content should be between 200-400 words.

8. Posting Tips & Advice

· Make quality posts

1. Read daily industry news, even if it’s just skimming headlines of Blog Leaders for 10 minutes. Setting up a feed reader will help you accomplish this task easily. See heading #4 for help 

2. Make your personality visible. Write from your own experience.

3. Stick to the topic at hand.

4. Choose an angle that may not have already been discussed.

· Engage your reader

1. Ask questions and invite readers to make comments.

2. Answer questions and respond to comments of your users.

· Think SEO at least partially
1. Title your post after considering the focus keywords.

2. Use your target or focus keywords throughout your posts, naturally of course.

3. Link to other relevant posts where appropriate.

4. Write a minimum of 300 words.

9. Joining the Blogosphere

1. Leave comments on Industry Leader Blogs. #

10. Setting up your blog

1. Default Settings

· Entries to Display >

· Sites to Ping >

· Preferred Archive Type > Individual

Naming your….

· Blog >

· Title Tags >

· H1 Tags >

· URLs >> Individual Entry Archive > Dave Taylor uses simply the URL + .html Date based
Articles
1. Writing
a. Title

b. Summary

c. Body

d. Resources Box/Author’s bio

i. Article Marketing 101: The Perfect Author Resource Box
ii. Writing the Resource Box so It Makes People click
2. Spinning

a. Jason Luke’s Vids
b. Jason Potash’s Vids
3. Submission

a. Directory

i. Article Announcer: Jason Luke’s Vids
1. -Don’t ever copy and paste your resource box(es) from word into AA. Word gives you funky quotation marks (””) that cause the links to be broken.

b. Blogs

c. Services

4. Article Distribution Services: 

a. Article Marketer

b. Ezine Trendz

c. isnare

d. Submit Your Article

e. The Phantom Writers

f. Review: http://www.articlemarketer.com/compvalue.php

Press Releases
pr@ioventuresinc.com : conversion5
I. Writing a Press Release
a. Articles about it:

i. Seven Deadly Sins of Writing a Press Release

ii. PRWeb’s instructions on a good Press Release

b. Calling to interview the client: Some possible questions may be:
II. Submitting a Press Release
1. Go to prweb.com

2. Type in the username and password at the left of the screen and hit submit

3. Click on “Submit Release” at the top middle of the screen

4. Choose which Package you want (in most cases, we will use the SEO Visibility Package for $200)

5. DO NOT add custom upgrades or choose Easy Submit

6. Then hit submit

7. DO NOT choose any Distribution Enhancements

8. Click Next

9. Choose a payment method

10. Hit Continue

11. Fill out payment info

12. Click Pay Now

13. On the receipt screen, click on Upload Your Release

14. Choose language (English of course)

15. Choose Next Day Distribution unless there is a specific date that has been chosen to release the content

16. Copy and Paste in the Headline

17. Paste in the Summary

18. In the “Body” section, insert the Date like this (without quotation marks): 

“Albuquerque, NM (PRWEB) July 31, 2007 –“
And then paste the body of the press release in after the date double spacing between the date and the first paragraph.

19. Add the anchor text links

a. Highlight the phrase

b. Click on “LinkWriter” in the right column

c. Paste in the landing page URL

d. Click ok

e. DO NOT add a title—click on cancel

f. In the body paragraph the sentence with the prase linked up will now look like this (the red text is what the LinkWriter added): “In other words, signing up for our service gives you hundreds of http://www.constructionleadjournal.com [new construction leads __title_ Click this link.] to work every week.”

g. Delete “__title_ Click this link.” The sentence should now look like this (the red text is what the LinkWriter added): “In other words, signing up for our service gives you hundreds of http://www.constructionleadjournal.com [new construction leads] to work every week.”

h. Repeat for all the phrases that will be linked to the site

20. Now add the keywords, separate by commas, to the keywords box; use the keywords that the press release was written around

21. Insert Technorati tags if we have created that process. (For now don’t worry about it)

22. Choose a related industry or related industries

23. Choose a specific region if the product/service is relevant to only certain areas. Choose all that apply.  (the press release will still be distributed across all the same news sites, RSS feeds and other places; by choosing region, journalists in that area can find this news more readily)

24. Choose a country

25. Type in the clients Zip Code or the Zip Code of the area where the service is performed

26. Insert the Website URL

27. Insert name of company that the press release pertains to

28. Contact Name is contact person of the company that the press release is written about

29. Contact email is that of the contact person of the company that the press release is written about

30. Contact Phone is that of the contact person of the company that the press release is written about

31. Enter 2nd contact info if applicable

32. Don’t enter a billing code unless given one

33. Click on “Save Press Release”

34. Then it asks you if you want to add extra features—just click on “skip” unless you have a file or something similar to attach to the press release; if so, click on “apply feature now”

35. After you apply the features or click on skip enough times you will see this sentence: “Thank you! Your transaction has been processed. A receipt for this transaction has been emailed to pr@ioventuresinc.com. We appreciate your support!”
36. Two choices are given: “Return to Management Console” or “Preview”

37. Click on Preview to see if the press release looks good.

38. After you look it over you can either go to the console to manage the PRWeb account or sign out.

39. Good Job! You have successfully submitted a press release!
Look into adding money to our PRWeb prepay account so team members can submit press releases without using our credit card.

Linking
Training:

· OptiLink Application Secrets
· OptiTools Sample Sites
· Leslie Rohde’s tutorials on linking (private site. User: revenge Pass: 10X88)

Evaluation Software

· Optilink (http://www.stompernet.com/Default.aspx?tabid=109&mid=1100&ctl=ArticleView&articleId=409)

· SEOElite
Identifying Potential Backlinks
Finding Industry Specific Directories: A Directory Approach
Original Assumption: Getting a link on a site that has a link from authority sites such as Wikipedia, Solid directories, Best of the Web, etc will be more beneficial

· Automatable: yes

· Time consumption: 30 min / Directory / client.

Further Research

· What determines if a site’s an “authority” site or not?

· How do we discover these sites?

· Gather list of "authority" sites

Yahoo Directory

i. Go to dir.yahoo.com 

ii. You can either type in a search phrase or browse by category

iii. Type in a search term (ex. electronic medical records)

i. Either click on one of the “Related Directory Categories” that Yahoo shows you at the top left or look at the sites in the results and click on the category that a related site is listed under.

ii. This usually takes you to a very specific sub category.  

1. Look at the categories (if there are any) and look for a category labeled “Directories” or “Web Directories”

2. If there is no “Directories” category then go up one category level and look for it there

3. If not there, go up another level and look.  Keep going up one level until you find a “Directories” category.

4. When you find a “Directories” category, click on it

a. Copy and Paste all URL’s of every site listed in this category to the “Potential Links” document into the “Industry Directories”

5. Sometimes within a “Directories” category there are sub categories. 

a. Click on each of these categories and copy and paste those URL’s to the “Potential Links” document into the “Industry Directories” as well

6. Once you find one “directories” category in a category, make sure to continue to go up more levels to see if there are more “directories” categories in the more general categories. (for example: http://dir.yahoo.com/Business_and_Economy/Business_to_Business/Health_Care/Software/Health_Care_Management/ has a “Directories” category and if you go up to levels to http://dir.yahoo.com/Business_and_Economy/Business_to_Business/Health_Care/ you’ll see another “Directories Category with different directory sites in them.

iii. Type in more search terms to find other categories related to your sites theme and go through same steps a-f above.

iv. Browse by Category

i. From the main dir.yahoo.com page look at the categories at the left and click on a main level category that your site would fall into

ii. Look for a “Directories” category and if there is one 

iii. click on it and Copy and Paste all URL’s of every site listed in this category to the “Potential Links” document into the “Industry Directories”

iv. If there is not a “Directories” sub category then click on the most related sub category

v. Look for a “Directories” category…

vi. Follow that process until there are no more sub categories

vii. Go back and look at all the subcategories that your site could be related to.

DMOZ Directory

a. Go to dmoz.org or dmoz.com (same thing)

b. Follow all the same steps as with the Yahoo Directory from above

1. Potential Links from Competitor Backlink Search

· Pick one of the top keywords (i.e. "electronic medical records") and do a Google search for it

· Take the top ten URLs and put them into the spreadsheet template under the "Top Ten" tab. 

· Go to http://siteexplorer.search.yahoo.com and paste the first site's URL into the search box and hit enter. In the dropdown box to the left select "Except from this domain"

· Open each link listed in a new tab by right clicking on the link and selecting "Open Link in New Tab"

2. Look at the site and determine first, if having a link on the site would be relevant or if it makes sense to have a link on the site. Secondly, determine how to get a link on the site whether it be by filling out a form, emailing them, calling them, or providing content on their site with links back to ours. 

3. If the site is relevant and there is some way of contacting the site owner to get a link then paste the appropriate information on the spreadsheet template under the "Potential links" tab.

a. URL, How to get link, contact information, 

2. Backlink Summary: (Have Seth compare this to the results in his process)

a. Step 1: Go to: http://www.webconfs.com/backlink-summary.php

b. Step 2: 
Gathering Sites Accepting Links: A WebConfs Process

3. Backlink Builder:

a. Entry & Submission:

i. Step 1: Go to: http://www.webconfs.com/backlink-builder.php (note: this tool keeps duplicates)

ii. Step 2: Type a main keyword phrase into the text box labeled “Enter Keyword (Theme)”.
iii. Step 3: Set the Number of Results per Category Display to “20 Results”

iv. Step 4: Click The “submit” button.

b. Cutting & Pasting

i. Step 5: Select all the text in the gray box by right clicking in front of the first word, holding down the mouse button and dragging your mouse down to the bottom right of the box. All the text and urls should be blue.

ii. Step 6: Press “Ctrl + C” to copy all that you’ve copied.

iii. Step 7: Go to the “Potential Links” excel workbook for the client you’re working on and place your cursor in cell C4.
iv. Step 8: Paste your results by pressing “Ctrl + P”

c. Formatting Your Results

i. Step 9: There will be around 
4. General Process & Assumptions

a. Ways to find backlinks

i. Search for “Keyword ‘add url’”

Getting Listed on Best of Sites

· http://www.forbes.com/bow/b2c/main.jhtml
· http://picks.yahoo.com/picks/
Definitions
· Moon Walker: Anyone that
· Basecamp
Software

· Camtasia: Screen capture software that ioV uses to make it’s training videos.

· Content Composer: 

· Article Announcer: 

· SubmitEase:

· AWR (Advanced Web Ranking): 

· SEO Elite:
· Smart FTP: 
· Web 2.0 Submitter
7 of 17
July 2007 Copyright ioVentures, Inc. 

