Your Step-by-Step Guide to Completing the 
Upgrade to your Market Center Website
We are thrilled that on March 10th we will launch an upgrade to your market center Website.  
Along with the launch of the upgrade of your site we will also be providing a new Website to your business center. 
These upgraded Websites include many of the features and tools that you have been requesting, including: updates to designs, clean and fresh content, additional lead capture forms, WolfNet IDX integration (where available) and many more new features that will allow you to customize your site. 

Here’s what you need to know: 
First, your existing Website has not been taken down.  In order to provide you with a smooth transition, we have created an inactive “upgraded” Website for your market center.  Your upgraded Website will remain inactive until April 30 or upon your approval – whichever comes first. At that time, your upgraded Website will replace your existing Website. 
If you have customized the content of your current market center Website, that content will NOT appear on the new site, but we have taken steps to make it as easy as possible for you to transfer your custom content to the new, upgraded Website. 

We will provide your market center (sent to the klrw###@kw.com email address) with a Microsoft Excel file that contains all the content from your existing Website.  Once received, you will want to review this content for accuracy and timeliness and copy over any content that you want to appear on your new site. Please keep in mind that in order to stay at the top of Internet search engine results, it is important to update your Website content on an ongoing basis.
You have the option to not transfer any of your custom content to the new site and simply start from the basic template and new content we have provided you.  

However, we do recommend that your market center leadership schedule time to meet with their ALC to review your current Website content and brainstorm some ideas for new upgraded content. This is the perfect time to determine what content, existing or new, you wish to place on your Website to best represent your market center on the Web.
In order for the conversion of your upgraded Website to run as smooth as possible, please follow this checklist:

Checklist:

( 1)  Read this entire document.

( 2)  Meet with your ALC and/or market center leadership to brainstorm ideas and content for the new Website.
( 3)  Review your current Website and determine if you want to save any content, photos, or documents.
( 4)  Review the Microsoft Excel spreadsheet that was sent to your market center email address and check off the content that you want to transfer to your upgraded Website.
( 5) Remember to save all photos on your current Website that you would like to keep and use again on your upgraded Website. You can save them onto your computer by right clicking on the photo and choosing “Save As”. You might find that you already have these saved on your hard drive.

( 6) For any documents that you have added on the Buyer and Seller Resources pages of your current Website that you would like to transfer to the upgraded Website, please make sure to save them. You can do so by right clicking on each individual document link on that page and then choose “Save Target As”.  Designate a spot on your local drive for all saved documents to be uploaded to the new site later.  Name them appropriately so you can locate them easily.

( 7) Now that you have all your photos and images it is time to begin customizing your upgraded market center Website.  Open the Microsoft Excel file that the eAgentC Team has sent to your market center at (klrw###@kw.com) which contains your old market center content if you wish to use any of it.

· TIP: Training is available to you to help facilitate this upgrade.  
The eAgentC Team will host several online training sessions on Tuesday, Wednesday and Thursday to assist you in your upgrade.  Dates, times and call in information is posted online at: http://support.kw.com/pages/kwintra_mc_conversions.shtml
( 9) Access the Website Admin Tool by logging onto the KW Intranet at:  http://intranet.kw.com
Go to My Information, then My Office Website, then NEW Website Admin Tool.
Now start setting up each part of your new market center Website!  You may be familiar with this process already because this tool looks similar to your current Website admin tool. Place close attention to each step as we have added new tools and functions.

	1.0 Design Your Website
( 1.1 Choose Your Template

( 1.2 Choose Font

( 1.3 Edit Site Info
	2.0  Manage Your Content

( 2.1 Customize Website Navigation

( 2.2 Manage Photos

( 2.3 Add/Edit Menu Items, Links, Pages

( 2.4 Add/Edit Disclaimers

( 2.5 Add/Edit Service Providers

( 2.6 Manage Documents

( 2.7 eAgentC Blog and RSS Feeds

( 2.8 Manage Focus Boxes



	3.0 Add IDX Search/Featured Properties

( 3.1 Add IDX Search

( 3.2 Featured Properties Options

( 3.3 WolfNet BackOffice


	4.0 Manage Lead Generation

( 4.1 Manage Auto Responders

( 4.2 Manage Lead Routing

( 4.3 Set Up Your eOffice




( 10) Double check your work.  After you request to upgrade to the new Website you will no longer be able to recover any data from the old site.

( 11) Click the button to Upgrade My Website!
Congratulations!  You have successfully upgraded your eAgentC market center Website and now have access to new tools and functionality. 
Any questions?  As always, our support team is on standby to answer any questions.  Please send all of your requests to mcupgrade@kw.com.
