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Introduction
If you are a website owner you would of heard of 
Search Engine Optimisation (SEO) and know that  
you need to do SEO to get more traffic by getting 
a higher position in the search engine rankings, the 
results returned by search engines such as Google 
and Yahoo. 

There is so many companies offering SEO that often 
baffle and confuse business owners about the 
various processes and terms to get your website 
found. If you think this workbook is going to give 
you all the answers, then I would recommend that 
you stop reading now. What it will give you is a good 
foundation to work from and if you do have the time, 
will save you a few pounds too.

This is a guide on getting your website ready to 
make it easier and technically right to work with 
the search engines. This workbook will go through 
the main areas on your website which need to be 
implemented. Once you’ve completed the workbook 
your website should be in a much better place to 
be seen by Google, as a well structured website. The 
level of the workbook is written hopefully in away 
with very little technical jargon or complex processes. 
Unfortunately it can be difficult to escape, but we’ll 
make attempt to cut through the language.

 
This guide focuses mainly on Wordpress functionality 
however in cases where users don’t use Wordpress 
they are likely to find that their website content 
management system (CMS) will have similar tools that 
can be utilised.

SEO is known as ‘organic’, this means that your 
website will get ranked based on key signals from 
Google such as usefulness, relevance and popularity. 
There are between 7-9 search positions on the 
organic listings. To determine your position in search 
results, Google will consider your website user 
experience:

 • Is your website fast to load on all devices 
 • Is the font clear and easy to read 
 • Is the layout easy to navigate around 
 • Are the buttons easy to use on smaller devices   
  such as mobiles 
 • Can you easily share your content on the     
  website 
 • Would customers like to return

 
 
 
 

MISCONCEPTION: 
 
The paid adverts along the top 

3 positions and down the right 

hand side are not SEO but in fact 

known as paid listings which is 

Search Engine Marketing (also 

called non-organic),. It has zero 

impact on Search Engine Results 

Pages (SERPs). 
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Google will also consider website aspects such as:

Content – Is it unique and high quality – i.e. does it 
solve your questions/issues.  Is it easy to read (pitched 
at the right level).

Citations – Is the website referenced by other high 
quality websites which help build credibility and 
authenticate your knowledge.

If you’re using a content management system (CMS 
- a background website application that allows you 
to edit and modify your website) then you can do 
most, if not all that is mentioned in this workbook. 
Wordpress, Drupal and Joomla all have plugins or 
tools to allow you to optimise your search engine 
requirements which are free.

Any decent web designer/developer should allow 
you to change these critical areas, however, some 
elements may have to be done by your web master 
or website designer because getting them wrong 
could see your website disappearing.

A massive misconception is  
that the use of the Meta 
Keywords area in a website will 
help with page rankings and 
this will be discussed later on 
in the guide.

MISCONCEPTION:
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Activity 1
The Fold 
 
The fold is a term used to describe the very first information the user will see in the browser.  It originates from 
newspapers folded in half on a news stand. This needs to load fast and show the key information to the user 
instantly so they are more likely to stay on the website and continue to learn more. This tells search engines 
that your site is user-friendly and relevant, helping boost your ranking.  The header (this is where the logo and 
navigation goes) should be a small as possible to help load quickly. 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
The device used and its screen size determines what will be seen in the fold.  We would say you should try 
to get your key information to fit in a height of 600 pixels however most modern screens are at least 750 to 
800 pixels.  Within the fold you should have a clear and easy to follow navigation and clear call to actions, i.e. 
contact forms, telephone numbers. 



7
The quickest way to find something out! 

01543 223074

 Activity 2
Meta Title (Title Tag)

The meta title is the most important area of onsite optimisation as this is the first area Google looks at.  
Depending on your content management system or how your website is setup you should be able to 
customise your “meta title”.  If you’re using Wordpress, install the plugin “Wordpress SEO” by Yoast this will 
give you total control of this area and others. Remember that the title tag should be unique for each and every 
single page of your website.

The title will be the title of your search engine listing and also will display in the tab at the top of the browser.

Optimal Length for Search Engines

Google typically displays the first 50-60 characters of a title tag, or as many characters as will fit into a 512-pixel 
display. If you keep your titles under 55 characters, you can expect at least 95% of your titles to display properly. 
Keep in mind that search engines may choose to display a different title than your original choice within your 
HTML. Titles in search results may be rewritten to match your brand, the user query, or other considerations. If 
you are using Wordpress SEO to edit the title tag the plugin will give you a warning if you have gone over the 
55 character count.

example:

 <title>Cocoonfxmedia: Marketing, Measurable marketing solutions</title>

You can use a pipe to separate the text for example:

 <title>Cocoonfxmedia | Marketing | Measurable marketing solutions</title>
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Activity 3
Meta Description

The Meta Description factors in Google’s Rankings for web search and is an important as a call to action.  
It gives users a short description for the page. It is an opportunity to encourage a person to visit your website 
so think carefully about the text you put here.

You should try and include a primary keyword that you consider most important in the meta description but 
make the content so it is readable and understandable. It should make sense and not be stuffed with keywords. 

The text count limit is 150-160 characters. So think if you click on an interesting tweet, then the meta 
description should be as interesting as this.

example of how it looks code wise:

 <head>

 <meta name=”description” content=”Cocoonfxmedia Ltd example of meta description”>

 </head>

This is how the meta title and description will show in Google. However sometimes Google ignores what’s in 
the meta description and takes the first 160 characters of the text which ever they decided is better.
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Activity 4
On Page Factors

On page factors for SEO is critical as this is the part of the website which Google really does analyse. Google 
do keep it a very close secret on what they are measuring and how, but we do know from lots of research that 
Google is hungry for high quality, user focused and original content which tells them about what you do and 
what types of clients you work with. If your website isn’t rich with text and isn’t clear to the user Google will 
penalise the website by lowering your ranking in search results.   

This is why Flash websites don’t rank very well on search engines as simply they don’t work on mobile devices 
and Google find it very difficult to crawl and find the text within the Flash files. However PDFs, PowerPoint and 
Word Documents work fine as downloads.  

When creating your page content you need to think of several factors, however many website owners fall into 
this trap from day one, they rush to get a website together and put zero thought into what their clients and 
potential clients are looking for. However the interesting thing is, Google expect your website to be extremely 
user friendly and that you’ve got to have the right balance of text around what your users will want rather 
than writing masses of irrelevant words just to meet this standard. Now that sounds impossible but it’s not, it’s 
very easy to measure using Google Analytics which allows you to adapt your content according to what the 
statistics indicate works, or doesn’t, for you.   

Your content must be unique, you can reference experts but Google will find out if you have copied text and 
will simply penalise you.  

The folks at Google are academics so your content on your website must be well structured with evidence that 
support your expertise, i.e. case studies, off-site references or customer testimonials.

As a guide around 400 words 
minimum should be used - 
according to some industry 
experts, the more text the 
better, and state at least  
1000 words on a page as  
best practice. 

Truth is the content should be 
as long as it needs to convey 
the message you’re trying  
to deliver.

MISCONCEPTION:
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Activity 5 

Navigation

The navigation must be easy for the user to find what they want. Google will go left to right through your 
navigation.  So if you have HOME as your first navigation item you will be potentially competing against 1 
trillion other websites. The first navigation button should be the primary area of the website you would like 
people to visit. 

 for example:

 SEO research software company’s navigation: they feel the blog is the most important area first.

 SEO Analytics provider:  products is the most important area then pricing blog and then about the company.

 Web design company: decided services is the most important area. On our own site we moved the     
 ‘Partnership Programme’ page from the Services menu to the top-level navigation and there was an instant   
 increase in click through to the page.

 
Normally the navigation items are keywords and Google will use these to help determine ranking factors. So it 
is critical when you have your website designed you think very hard on how you want your users to navigate 
round the website in a quick and easy fashion. Often sites with mega navigation menus don’t perform as well 
as clear easy to follow simpler navigation.
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Activity 6
Page Structure

Your website should be structured in a clear and concise way, in which the text is easy to read and easy to 
follow to improve dwell time and site usability; aspects that search engines consider for increasing ranking. 

Good typography will help with this but let’s bring you back to school. When writing an essay in Word you 
would use various elements to make the page look nice. Such as headings, bullet points, sub headings, 
subscripts, superscripts, bold etc.  Well Google likes to see this in the structure of the content. 

We would always recommend that you use word to generate your text. If you’re using a content management 
system like the Wordpress text editor will have the all the tools to make the structure right without having to 
code it. However if you have to hand code below is examples of content code.  
 

 

H1 Title Tag (Heading 1)

So when you start your page content it must have a heading to tell the user what the page is about. The 
biggest common mistake is that the very first word after the navigation Google will see is “Welcome”… most 
if not all small businesses have this as their very first word. You don’t need to welcome someone onto the 
website as basically they’re on your page to find out something. 

There should only be one H1 tag used on your page. It therefore should be your target (primary) keyword for 
the page and describe briefly what the page is about. For example if the page is a selling Video Records then 
you it should look something like below. 

code sample:

 <h1>Video Records – Experts in digital records</h1>  
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If you have more than one H1 tag you may get a 
lower ranking score from Google as it will look like 
you’re trying to fool Google or keyword stuff.

The H1 title tag is produced simply by selecting the 
Header 1 in the text editor as shown.

H2 Title Tag (Heading 2)

The h2 tag heading is the second most important 
heading to use. These can be used for the main 
sections of your content. We would recommend 
placing keywords within these sub headings. 
However over use could cause issues by looking 
unnatural and spammy. The ssub heading and the 
text below it should be related and not about 
something else as it will look questionable to the user 
and to Google.
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H3 Listing tags (Heading 3)

Other relevant H3 tag (Heading 3) sub-subheading for 
the first major section can be produced if applicable.

 
 
 

Content 

The content is the wording and images of the site and it has a large impact on whether the search engine 
views the information you have produced as relevant. The content needs to be understandable,written in a 
way that helps and guides the user through the text to help them find what they’re looking for. 

Images should be given a name via the ‘alt’ tag describing what the image is: 

 not so good: <img src=”dsc123949595.jpg” alt=””/>

 better: <img src=”cocoonfxmedia-logo.jpg” alt=”Cocoonfxmedia Logo”>

The search engines will use the information to index the image in their image search area.
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Activity 7
Links (Internal/External)

Links or ‘hyperlinks’ allow you to click on text that will send you either to another part of the page, another page 
or another website. The navigation contains links, as well as the page content and footer. However the links 
have to be strategically placed within the content so as not to look spammy to the Search Engines. Google uses 
an algorithm, which checks the number of links vs. the page content. 

They then cross-reference your website with the database of spam websites. If the website matches the same 
pattern it will get penalised. However don’t worry you can have lots of links on your website as long as they are 
going to something which is relevant and also in a relevant part of the text. We would say make sure that you 
try and keep the links as low as possible and as natural as possible. 

Best practice to set a link up correctly

It is always best when creating a link you put the full URL of where you’re linking to and then the anchor, which 
should be the wording, which explains where the link should be related.

You can add a title element to the link (see below), which allows you to add a keyword to the link. We would 
recommend not doing this on every link as this could be seen as spammy.

 <a href=”http://www.external-domain-example.com/” title=”Keyword Text”>Keyword Text - also    

 known as anchor text</a>

For internal links you would want the user to remain within the site i.e. When clicked the browser doesn’t open 
a new window or tab.  

For external links you would want the user to click on the link and then another browser window to open.  
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This is called a target.

 <a href=”http://www.external-domain-example.com/” title=”Keyword Text”  target=”_blank”>Keyword  

 Text - also known as anchor text</a>  
 
 
Value Description

 _blank Opens the linked document in a new window or tab

 _self Opens the linked document in the same frame as it was clicked (this is default)

 _parent Opens the linked document in the parent frame

 _top  Opens the linked document in the full body of the window

 
Most if not all the content management systems on the market will have the right functionality to help you 
layout the page as if it were a word document without having to have specialist knowledge in coding.   
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Activity 8
Tags – Duplicate content

We know that keywords are not used anymore in the meta keyword fields as this can be seen as keyword 
stuffing, however there is a Tag[1] option which a lot of website owners use to help tell the users what an 
article and blog is.

You know when you see a cloud of words on a blog, thats showing all the tabs that are used, the more a tag is 
used the bigger the word gets. Some people think it is another way to find the article on the search engines as 
they will pick up the URL.

The actual reason for the tags function is to help users search and find related blogs/articles very easily on site.

When you create a tag in Wordpress it creates a URL for example: 

 http://www.yourdomain.com/tag-name/content 

 
Now you’re thinking great another link for my site, excellent, however this is very dangerous for your website.

The search engines will see your website possibly more than 4 times.  Yes that’s right.  Let’s say you had a blog 
on Digital Marketing for Wordpress.  You assign the tags ‘Wordpress’, ‘Digital Marketing’, ‘SEO’, and ‘Marketing’.  
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This is how the search engines see the domain: 

 1. http://www.yourdomain.co.uk/digital-marketing-for-wordpress

 2. http://www.yourdomain.co.uk/wordpress/digital-marketing-for-wordpress

 3. http://yourdomian.co.uk/wordpress/digital-marketing-for-wordpress

 
So to the search engine it will see your piece of content 4 times more for every tag you use.  So if you use 3 tags 
that is at least 12 to 13 versions of the same piece of content. 

We know a lot of networkers and business consultants say “oh you must use tags” but they don’t really 
understand the full impact of what you’re doing to your website.  So in a nutshell you’re setting up your 
website to be hit by search engine penalties for duplicate content.

There is a way to stop this issue very quickly and all it requires is a very powerful plugin for Wordpress called 
Wordpress SEO by Yoast.  The plugin is very easy to install.   
 
The plugin adds a lot of extra functionality specifically to help website masters to repair and stop any problems 
with the technical elements of search engine optimisation. It is also very easy to use with very little technical 
understanding.

We will not go through the process as Yoast the plugin developer has how-to-guides to help you out. But 
essentially you are looking for under the “Taxonomies tab” the “Tags (post_tag)”  header ensure “Not in 
sitemap” is selected and click on Save Changes.  This will then make sure that the Tags sitemap isn’t created. 

 

download yoast  
in wordpress >

go to the yoast website 
for more information >

https://wordpress.org/plugins/wordpress-seo/
https://wordpress.org/plugins/wordpress-seo/
https://yoast.com/wordpress/plugins/seo/
https://yoast.com/wordpress/plugins/seo/
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Activity 9
Social Media Integration

Social Media does help with search engine optimisation, however some still believe it’s not directly related.  The 
easiest way to explain how social media does have an impact on SEO is as follows. 

You’ve got two websites, each have good high quality content with roughly with the same structure. However 
one website is active on social media and people are sharing the content with their followers.  

This is known as a ‘social signals’ to the search engines. It shows to the search engine that users are actively 
engaged and interested in the content on the website. This results in more traffic and a bigger buzz around this 
site, so the search engines would favour this site over the other one.

It is therefore critical to have social share buttons, which allows the user to share your content easily across 
Twitter, Facebook, Linkedin, Pinterest, Instagram and Google+. If you’re using a content management system 
you can use a number of free integrations, which allows you to have these buttons. We would also recommend 
to include links to your own accounts so people can follow you.

We would recommend a plugin/tool called “AddThis” which is free to use and you can decide which channels 
you would like to share your content on. You can also get key statistics through Add-this or Google Analytics. 
Google Analytics has a dedicated area for Social Media where you can break down how much traffic as arrived 
from each social media channel.
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Activity 10
Web hosting 
 
Your web hosting is one of the most vital parts of SEO as it’s the brain of your website. If your website is  
running on a low-end web server it could make the user experience poor. 

We would recommend using a Linux based web host as the security is often better and the hardware  
performs better. Nearly all Linux hosting packages use cPanel, this is what is used to manage your hosting 

cPanel also comes with some one click options to make the website work a little bit quicker.  

For example cPanel via Krystal has an option as standard called “Optimise Website” which is an  
option to compress all file types. Simply clicking this will compress all file types which should mean  
the website will load a few milliseconds quicker.

We would highly recommend getting a web host which is based in the country your business is based in  
i.e. if you’re in the UK then choose a UK web host.   
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Activity 11
‘Robots.txt’ file 
 
This very small little file is a critical resource for the search engine.  It gives the webmaster (you) the control over 
which areas of the website you want added and indexed into the search results.  It basically gives instructions 
to search engine web robots that search through your site; this instruction is called “The Robots Exclusion 
Protocol”.

For example a search engine crawler (robots/spider) will go to your website and the first file it looks for is the 
robots.txt. This must be in the root of your website i.e. http://www.example.com/robots.txt.   (Server side the 
root folder: /username/www/) 

The robots text will then simply say you can be allowed to see XYZ of the website.  Sounds complicated but it is 
very straight forward.

So your website has a series of folders which do things and some sites just have plan old pages. So we can 
basically control what you want to be seen. So if we took it that you want absolutely everything crawled then 
you just have the following code. 

 User-agent: * 

 Disallow: /

 
Using a  text editor you can add these two lines of code and then save the file as a text file called robots 
(robots.txt). You then can upload via FTP or your cPanel file manage upload this to the root of your website.  

ro
b

o
ts

.t
xt
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Say you had a Wordpress website or you had folders within your website structure you want to keep from the 
search engines.  For example you had a folder called “clients” then you can tell the search engines not to index 
this folder and it’s contents into the search results. You need to edit your robots.txt to disallow the folder.  

For example this robot.txt file is saying crawl the website but exclude the folders “clients”, ”wp-admin”,  
”wp-login.php”, ”facebook”, ”shop”. We’ve also told the search engine that the site has what’s known as a sitemap 
and what the path to the sitemap is. This will help the search engine to find all the relevant pages to your 
website.  

 User-agent: *

 Allow: /

 Disallow: /clients/

 Disallow: /wp-admin/

 Disallow:/wp-login.php

 Disallow: /facebook/

 Disallow: /shop/

 sitemap: https://www.cocoonfxmedia.co.uk/sitemap_index.xml ro
b

o
ts

.t
xt
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Activity 12
Sitemap 
 
This in our view is critical part of getting your website indexed in the search engines. The sitemap is basically 
a list of all your important website pages. It will also give the date the page was created and the priority level 
of the website. Every time your website is updated or a new page is created this will update the sitemap. If 
you’re using Wordpress we would highly recommend using a plugin called “Wordpress SEO” by Yoast as this will 
automatically create a sitemap for your website. 

The importance of this file is massive as this is what the search engines look for. It tells them very quickly how 
big the website is, when it was last updated and which areas to crawl first. It also will help the search engine to 
identify and warn you of any potential issues through the search engines webmasters tools. If there is a broken 
link within your website it will be found and shown to you. We will later explain in the up and coming sections 
the importance of Webmaster tools is and how to use them.

A sitemap is normally generated as an XML file, however if you’re not running a content management system 
you may have to get a piece of software to allow you to create a sitemap like “XML-Sitemaps” https://www.xml-
sitemaps.com/. 
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Activity 13
Google Analytics 
 
Google Analytics is critical for you to analyse and monitor your website. The data provided can help the you 
understand how your website is performing and find out what a large amount of information about where 
traffic is coming from to your website. For example you can find out the location by city, time on site, which 
device they used, which operating system, which pages were viewed and where they clicked etc. Combined 
with Google webmasters (Search Console) you can manage your website very effectively.

Google Analytics is free to use and straight forward to setup and can be found via the link below:  

  http://www.google.com/analytics/

To complete this process, you need to add Google’s tracking code to your site. You must have access to your 
website source code, be comfortable editing HTML (or have a webmaster/developer who can help you), and 
have a Google Analytics account that is already set up.

To set up the web tracking code:

1. Find the tracking code snippet for your property (Google’s way of saying website in analytics) 
 
Sign in to your Google Analytics account, and select the Admin tab. From the ACCOUNT and PROPERTY 
columns, select the property you’re working with. 

  Click Tracking Info > Tracking Code
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2. Find your tracking code snippet 

It’s in a box with several lines of JavaScript in it. Everything in this box is your tracking code snippet. It starts 
with <script> and ends with </script>. The tracking code contains a unique ID that corresponds to each 
Google Analytics property. Don’t mix up tracking code snippets from different properties, and don’t reuse the 
same tracking code snippet on multiple domains.

3. Copy the snippet 
 
Don’t edit your snippet. Just copy it. You might want to paste it into a text document if you’re worried about 
accidentally losing or changing the snippet from your clipboard.

4. Paste your snippet (unaltered, in its entirety) into every web page you want to track

Paste it immediately before the closing </head> tag. If you use templates to dynamically generate pages for 
your site (like if you use PHP, ASP, or a similar technology), you can paste the tracking code snippet into its own 
file and include it in your page header.

5. Check your setup 
 
Make sure that the tracking snippet installed on your website matches the code shown in the view, and see 
more ways you can verify your setup.

Once you’ve done this Google Analytics will start tracking data from the date the code is implemented. At a 
later date you can then start looking at more enhancements and features of Google Analytics. 
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Activity 14
Webmaster Tools 
 
The webmasters tools are provided by both BING and Google, both work sort of the same but are equally as 
critical as each other. As Google is used the most for search queries we highly recommend that you setup a 
Google Search Console as this free and so is BING web masters.

 
  https://www.google.com/webmasters/tools

  http://www.bing.com/toolbox/webmaster

 
We will focus more on Google webmasters which is also known as a Search Console as the majority of web 
searches are done through Google, however do setup an account with BING.

Why use Search Console?

Monitor your site’s performance in Google Search results:

 • Make sure that Google can access your content 
 • Submit new content for crawling and remove content you don’t want shown in search results 
 • Create and monitor content that delivers visually engaging search results 
 • Maintain your site with minimal disruption to search performance 
 • Monitor and resolve malware or spam issues so your site stays clean
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Discover how Google Search—and the world—sees your site:

 • Which queries caused your site to appear in search results? 
 • Did some queries result in more traffic to your site than others? 
 • Are your product prices, company contact info, or events highlighted in rich search results? 
 • Which sites are linking to your website? 
 • Is your mobile site performing well for visitors searching on mobile?

It is also critical that your search console (Google Webmasters) is linked to Google Analytics as both pass critical 
data about the website to each tool. The Search Console will also send you emails if your website is unavailable 
at the time of crawling your website as well as to tell you if your website has any major errors which you can fix. 
 
 
Setting up Search Console

Login using the same username and password as you setup for Google Analytics. 

1. Click on Add Site add the full URL of the website i.e http://www.yourexample.com 

2.  Verify that you’re the owner of the site by selecting the option to use your Google Analytics account. It will 
then check the code. If the verification comes back as failed it may mean the code isn’t inserted correctly. 
Double check this and try and again.  If this isn’t the case select Upload a file to your server via FTP and do 
the verification again.
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3.  Once you’ve verified the account go to Settings you should see a list under Crawl.  Click on this and click  
on Sitemaps.

4.  Click on Add Sitemap. Add the URL path to your site map. Then click test sitemap. Then if the sitemap is ok 
then press Submit. This then will show in the page a link to your sitemap with the Proceed showing Pending. 
Once it’s successfully been accepted it will give the date.  

5.  Click on Fetch as Google from the list and then select Desktop and then hit Fetch. This will then show the 
status and then a button Submit to Index appears. Click on this and then select the bottom option Crawl this 
URL and direct links. This will then submit the homepage and all the pages of the website to Google to be 
indexed.

Now you’ve done this it will take couple of weeks for Google to list you, it may be quicker.  
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Activity 15
Linking Google Analytics to Search Console

Now we have both Google Analytics and Search Console setup we need to now link the two accounts to one 
another.

This is very quick and relatively straight forward.

 1. Log into Google Analytics

 2. Click on Admin

 3. Then under Property you will see Property Settings 

 4.  At the bottom you will see Search Console it will either say Add Search Console or Adjust Search  
Console you can then simply add the site.

We have now setup the site that should get indexed correctly in the search engines. Now the next steps are 
more advanced. We would recommend that this part of the workbook is for the more advanced user who 
understand code and web development.  

The first part of the next sections may need access to the raw files of the website, i.e. index.html or access to 
the header area of your website. 
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Activity 16
Rel Canonical

The “Rel Canonical” tag is a very important part of optimising your web page content. The tag is placed within 
the ‘head’ of your website normally below the ‘meta tags’. It is a very fast way to tell the search engines, which is 
the right page to index. Now you’re probably thinking a web page is just a page, why do you need this?

Search engines actually see 4 versions of one page.

  www.example.com

  www.example.com/index.html

  example.com

  example.com/index.html

Now your thinking sure a search engine can work this out however it throws them into complete confusion. 
The web server actually pushes the content out like this, making your content duplicated. If you’ve got a 
e-commerce website selling a similar product to someone else then potentially the search engines will see 
multiple instances of duplicate content. So we need to tell the search engines, which is the correct piece of 
content. (In the next chapter we will show you how to tackle and manage the server side of this issue).

The rel canonical has been developed to help web masters to tell the search engines, which is the correct 
version of the content.  

The issue is if your content management system and e-commerce system does not automatically place this 
important tag into your website. For Wordpress you can use the “Wordpress SEO” plugin by Yoast that will 
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automatically add this tag to the header area and also give you options on how to manage it.

If you’re e-commerce system doesn’t have a plugin to do this you may have to get your web developer to 
custom code this into the header. It is critical that you have this tag without it your website will possibly get 
penalised by the search engines.  

Below is an example of what the rel canonical should be formatted like. 

 <link rel=”canonical” href=”http://www.example.com/page-name” /> 

 <link rel=”canonical” href=”/page-name” /> this is incorrect

 
This is basic over view on what how it would look on your website. 
 
  <head>

 <meta tags>

 <open graph>

	 <other	system	files>

 <link rel=”canonical” href=”http://www.example.com/page-name” />

 <-- google analytics code -->

 </head>  
 

h
tm

l
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Activity 17
Open Graph

The Open Graph protocol is based around social media namely Facebook and Twitter which in turn impacts on 
search engine optimisation due to the importance placed on social media signals. For instance, this is used on 
Facebook to allow any web page to have the same functionality as any other object on Facebook.

While many different technologies and schemas exist and could be combined together, there isn’t a single 
technology which provides enough information to richly represent any web page within the social graph. The 
Open Graph protocol builds on these existing technologies and gives developers one thing to implement. 
Developer simplicity is a key goal of the Open graph protocol which has informed many of the technical  
design decisions.

When you post into one of the social media channels and use a URL to link then a default image will appear in 
the post and also some descriptive information.  The code would go into the header of your website just above 
the Rel Canonical.

If you’re using Wordpress there are plugins which can automatically inject the code into the header. Wordpress 
SEO by Yoast has this functionality and you just simply need to add your Facebook and Twitter accounts into 
the area within the plugin.  

 <!-- Open Graph data -->

	 <head	prefix=”og:	http://ogp.me/ns#	fb:	http://ogp.me/ns/fb#	article:

	 http://ogp.me/ns/article#”>

 <meta property=”og:title” content=”Your Title Here” /> h
tm

l
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h
tm

l

 <meta property=”og:type” content=”article” />

 <meta property=”og:url” content=”https://example.com/” />

 <meta property=”og:image” content=”https://example.com/image.jpg” />

 <meta property=”og:description” content=”Your Description Here” />

 <meta property=”og:site_name” content=”Your Site Name, i.e. Moz” />

 <meta property=”fb:app_id” content=”Your FB_APP_ID” />

 <!-- Twitter Card data -->

 <meta name=”twitter:card” content=”summary”>

 <meta name=”twitter:site” content=”Your @publisher_handle”>

 <meta name=”twitter:title” content=”Your Page Title”>

 <meta name=”twitter:description” content=”Your Page description less than 200 characters”>

 <meta name=”twitter:creator” content=”Your @author_handle”>

 <!-- Twitter Summary card images must be at least 120x120px -->

 <meta name=”twitter:image” content=”https://example.com/image.jpg”> 
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Activity 18
“htaccess” file

We recommend that a web developer implements this part of the workbook.

This section requires some level of understanding of server side scripts. You can very easily crash the website. 
You will need access to the .htaccess file which is normally found in the root of the public_html or www folder. 
Please double check with your web developer and web host with regards to the conditions and rules you 
should use. The following will be based on Apache and Linux.

The htaccess file is a directory level configuration file. The reason why we need to edit the file is to make sure 
the website URL’s are correctly formatted for search engine requirements.  

Most content management system and e-commerce system can not translate the URL’s correctly for search 
engines to understand them.  This is because sometimes the content management system is picking up the 
page id number or the product number which means a lot of sense to the database but not to the end user 
or the search engines.  Some systems allow you to change this to something meaningful by default but some 
web servers don’t allow you to do this automatically and you need to physically tell the web server to convert 
the format.

for example: 

 http://www.example.com/?p=123

you would want the url to show: 

 http://www.example.com/something-meaningful
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Some content management systems can help with this.  Within Wordpress there is a very quick way to do this 
you login into your administration area. Go to Settings/Parmalinks.  

There are several radio button selectors which you can determine how to display the URL.

We would recommend selecting “Post Name”  http://www.example.com/sample-post/

There is also an option called “Custom Structure” you can select this and put “/%postname%/” in the box. You 
don’t need to do this if you have the option mentioned above.

If you select this option you have to add this to your htaccess file. Copy the below into the top of the  
htaccess file. 

  

	 #	BEGIN	WordPress

 <IfModule mod_rewrite.c>

 RewriteEngine On

 RewriteBase /

 RewriteRule ^index\.php$ - [L]

 RewriteCond %{REQUEST_FILENAME} !-f

 RewriteCond %{REQUEST_FILENAME} !-d

 RewriteRule . /index.php [L]

 </IfModule>

	 #	END	WordPress .h
ta

cc
es
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Activity 19
Image caching

To help with site speed you need to leverage image caching this helps the search engine understand how long 
to cache images for.  It saves vital processing power of the search engine but more importantly it means that 
your website will load faster for the user, particularly for the mobile users.  The code will need to go at the very 
top above any other code in your htacess and above the Wordpress code mentioned above.  

Please see example below: 
 

 
 

##	EXPIRES	CACHING	##

<IfModule mod_expires.c>

ExpiresActive On

ExpiresByType image/jpg “access 1 year”

ExpiresByType image/jpeg “access 1 year”

ExpiresByType image/gif “access 1 year”

ExpiresByType image/png “access 1 year”

ExpiresByType text/css “access 1 month”

ExpiresByType text/html “access 1 month”

ExpiresByType application/pdf “access 1 month”   

ExpiresByType text/x-javascript “access 1 month”

ExpiresByType	application/x-shockwave-flash	“access	1	month”

ExpiresByType image/x-icon “access 1 year”

ExpiresDefault “access 1 month”

</IfModule>

##	EXPIRES	CACHING	##

#	BEGIN	WordPress

<IfModule mod_rewrite.c>

RewriteEngine O

RewriteBase /

RewriteRule ^index\.php$ - [L]

RewriteCond %{REQUEST_FILENAME} !-f

RewriteCond %{REQUEST_FILENAME} !-d

RewriteRule . /index.php [L]

</IfModule>

.h
ta

cc
es
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Activity 20 

Browser compression (Java/HTML/CSS)

To help with site speed you need to compress files such as java, there are several ways to do this. You can use 
GZIP which can be installed onto your web hosting or you can compress or the java script and css files.

By making them as small as possible for example reducing white space, number of lines of code, comments 
and any code which isn’t used can rapidly increase the speed the site loads giving the user a much better user 
experience. We have used some code to compress various file sizes.  This can be added to your htaccess file 
below the image caching command.  There are various tools online to reduce your HTML code to 1 line of long 
code per file.  Wordpress has many plugins but we would recommend that you use the htaccess and tools to 
compress the physical files.

	 #	compress	text,	html,	javascript,	css,	xml:

 AddOutputFilterByType DEFLATE text/plain

 AddOutputFilterByType DEFLATE text/html

 AddOutputFilterByType DEFLATE text/xml

 AddOutputFilterByType DEFLATE text/css

 AddOutputFilterByType DEFLATE application/xml

 AddOutputFilterByType DEFLATE application/xhtml+xml

 AddOutputFilterByType DEFLATE application/rss+xml

 AddOutputFilterByType DEFLATE application/javascript

 AddOutputFilterByType DEFLATE application/x-javascript

	 #	Or,	compress	certain	file	types	by	extension:

	 <files	*.html>

 SetOutputFilter DEFLATE

	 </files> .h
ta

cc
es
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Server Redirects (www – non www)

You’ve probably seen occaisions where you can either type a website address into your browser with either 
www or with out the www for example:

 http://www.example.com

 http://example.com

Now this is ok however this is seen as duplicate content and different sites to the search engines.

 http://www.example.com

 http://www.example.com/index.html

 http://example.com (non www)

 http://example.com/index.html (non www)

As mentioned in the previous section, the search engines actually see 4 versions of the website so we need to 
make sure we tell the server to manage this correctly.

So we need to amend the htacess to either tell the server to redirect non www or to www. We would 
recommend always use the www.  So we’re going to tell the server to direct the user that if they type either 
www. Or non www it will go to www.

http://example.com/ will redirect to http://www.example.com and the same for all other URL types i.e http://
example.com/about.html to http://www.example.com/about.html.
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Again in Wordpress this can be easily done and very quickly.  If you go to your admin area and go to  
Settings/General you will see Wordpress Address (URL) and Site Address (URL). Make sure, in both, you put the 
full website address i.e http://www.example.com

If however this doesn’t work you will need to add this to the htaccess above what you already have.

RewriteEngine On

RewriteCond %{HTTP_HOST} ^example.com [NC]

RewriteRule ^(.*)$ http://www.example.com /$1 [L,R=301]

##	EXPIRES	CACHING	##

<IfModule mod_expires.c>

ExpiresActive On 

ExpiresByType image/jpg “access 1 year” 

ExpiresByType image/jpeg “access 1 year” 

ExpiresByType image/gif “access 1 year” 

ExpiresByType image/png “access 1 year” 

ExpiresByType text/css “access 1 month” 

ExpiresByType text/html “access 1 month” 

ExpiresByType application/pdf “access 1 month” 

ExpiresByType text/x-javascript “access 1 month” 

ExpiresByType	application/x-shockwave-flash	“access	1	month” 

ExpiresByType image/x-icon “access 1 year” 

ExpiresDefault “access 1 month”

</IfModule>

 

 

##	EXPIRES	CACHING	## 

 

#	compress	text,	html,	javascript,	css,	xml:

AddOutputFilterByType DEFLATE text/plain 

AddOutputFilterByType DEFLATE text/html 

AddOutputFilterByType DEFLATE text/xml 

AddOutputFilterByType DEFLATE text/css 

AddOutputFilterByType DEFLATE application/xml 

AddOutputFilterByType DEFLATE application/xhtml+xml 

AddOutputFilterByType DEFLATE application/rss+xml 

AddOutputFilterByType DEFLATE application/javascript 

AddOutputFilterByType DEFLATE application/x-javascript

#	Or,	compress	certain	file	types	by	extension:

<files	*.html> 

SetOutputFilter DEFLATE 

</files>

#	BEGIN	WordPress

<IfModule mod_rewrite.c> 

RewriteEngine On 

RewriteBase / 

RewriteRule ^index\.php$ - [L] 

RewriteCond %{REQUEST_FILENAME} !-f 

RewriteCond %{REQUEST_FILENAME} !-d 

RewriteRule . /index.php [L] 

</IfModule> .h
ta

cc
es
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Activity 21
SSL Certificates (https) 
 
A SSL certificate is a small data file which digitally binds a cryptographic key to an organisations details. This 
gives a small padlock that shows in the web browser.  They generally secure the data on the website and 
protect the users information. 

This changes the http to https.  The SSL certificates need to be purchased separately and then added to the 
web hosting.  

The search engines have hinted that have a SSL certificate will help with user safety and would general be seen 
as a positive with the search engines to do with your SERPs.

Once the SSL is implemented (we recommend the hosting company or the web developer does this for you) you 
then need to add the redirect below the existing non www and www redirect.  You would also need to change 
this within wordpress from http to https: 

RewriteEngine On 
 
 RewriteCond %{HTTP_HOST} ^example.com [NC]RewriteRule ^(.*)$ http://www.example.com /$1   [L,R=301]

 RewriteCond %{HTTPS} !=onRewriteRule ^/?(.*) https://%{SERVER_NAME}/$1 [R,L]

	 ##	EXPIRES	CACHING	##

 <IfModule mod_expires.c>

 ExpiresActive On

 ExpiresByType image/jpg “access 1 year”

 ExpiresByType image/jpeg “access 1 year”

 ExpiresByType image/gif “access 1 year”

  

continued ....h
ta

cc
es
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 ExpiresByType image/png “access 1 year”

 ExpiresByType text/css “access 1 month”

 ExpiresByType text/html “access 1 month”

 ExpiresByType application/pdf “access 1 month”

 ExpiresByType text/x-javascript “access 1 month”

	 ExpiresByType	application/x-shockwave-flash	“access	1	month”

 ExpiresByType image/x-icon “access 1 year”

 ExpiresDefault “access 1 month”

 </IfModule>

	 ##	EXPIRES	CACHING	##

	 #	compress	text,	html,	javascript,	css,	xml:

 AddOutputFilterByType DEFLATE text/plain

 AddOutputFilterByType DEFLATE text/html

 AddOutputFilterByType DEFLATE text/xml

 AddOutputFilterByType DEFLATE text/css

 AddOutputFilterByType DEFLATE application/xml

 AddOutputFilterByType DEFLATE application/xhtml+xml

 AddOutputFilterByType DEFLATE application/rss+xml

 AddOutputFilterByType DEFLATE application/javascript

 AddOutputFilterByType DEFLATE application/x-javascript

	 #	Or,	compress	certain	file	types	by	extension:

	 <files	*.html>

 SetOutputFilter DEFLATE

	 </files>

	 #	BEGIN	WordPress

 <IfModule mod_rewrite.c>

 RewriteEngine On

 RewriteBase /

 RewriteRule ^index\.php$ - [L]

 RewriteCond %{REQUEST_FILENAME} !-f

 RewriteCond %{REQUEST_FILENAME} !-d

 RewriteRule . /index.php [L]

 </IfModule>

... continued

.h
ta

cc
es
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404 & 301 Redirects

Sometimes you go to a website page and you come across a strange code and a message saying the website 
page you are looking at isn’t available. These are known as status pages and the search engines expect web 
masters to be able to manage these.

Status codes Include:

 200 - OK/Success 

 301 - Permanent Redirect 

 302 - Temporary Redirect 

 404 - Not Found 

 410 - Gone (permanently removed) 

 500 - Server Error 

 503 - Unavailable (retry later)

 
We will only be looking at 404 and 301 status codes.  Google webmasters (Search Console) will show you a list 
of every page they couldn’t find at the time of their robot/spider crawled your website.
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If you go to Search Console and look under Crawl you will see Crawl Errors.

There will be a tab for the different device type and then Soft 404 (temporarily couldn’t find) Not Found and a 
number and other.   The ones you should look at are the Not Found’s as if there are a high number not found 
this can have negative results on your SERPs.

The starting point is to make sure you have 404 page available for if a user does go to page which is no longer 
available. Most CMS systems will have a prebuilt one, if not you then would have to create one. 

Once you have clicked on the Not Found tab you will have to go through each URL individually and check to 
see if the link is dead by simply clicking on the URL provided.  If it is dead you will need to add a 301 redirect.

The 301 redirect is a command you add into your htaccess file which when a user or search engine goes to the 
dead page they both will be redirected to a live page of your choice. This will also tell the search engines that 
the page has permanently moved to this new location.

For example you’ve moved your blog from the following path http://www.example.co.uk/about-us.html to 
http:www.example.co.uk/about-us 
 
 
 RewriteCond %{HTTP_HOST} ^example\.co\.uk$ [OR]

 RewriteCond %{HTTP_HOST} ^www\.example\.co\.uk$

 RewriteRule ^about\-us\.html$ “https\:\/\/www\.example\.co\.uk\/about\-us\/” [R=301,L] 
 
 
So web hosts allow you to do this via cPanel or web hosting administration however sometimes the code is 
added below the Wordpress htaccess code.

.h
ta

cc
es
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for example, this is how your .htaccess should look:

RewriteEngine On

RewriteCond %{HTTP_HOST} ^example.com [NC]

RewriteRule ^(.*)$ http://www.example.com /$1 [L,R=301]

RewriteCond %{HTTPS} !=on

RewriteRule ^/?(.*) https://%{SERVER_NAME}/$1 [R,L]

##	EXPIRES	CACHING	##

<IfModule mod_expires.c>

ExpiresActive On

ExpiresByType image/jpg “access 1 year”

ExpiresByType image/jpeg “access 1 year”

ExpiresByType image/gif “access 1 year”

ExpiresByType image/png “access 1 year”

ExpiresByType text/css “access 1 month”

ExpiresByType text/html “access 1 month”

ExpiresByType application/pdf “access 1 month”

ExpiresByType text/x-javascript “access 1 month”

ExpiresByType	application/x-shockwave-flash	“access	1	month”

ExpiresByType image/x-icon “access 1 year”

ExpiresDefault “access 1 month”

</IfModule>

##	EXPIRES	CACHING	##

#	compress	text,	html,	javascript,	css,	xml:

AddOutputFilterByType DEFLATE text/plain

AddOutputFilterByType DEFLATE text/html

AddOutputFilterByType DEFLATE text/xml

AddOutputFilterByType DEFLATE text/css

AddOutputFilterByType DEFLATE application/xml

AddOutputFilterByType DEFLATE application/xhtml+xml

AddOutputFilterByType DEFLATE application/rss+xml

AddOutputFilterByType DEFLATE application/javascript

AddOutputFilterByType DEFLATE application/x-javascript .h
ta

cc
es

continued ...
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#	Or,	compress	certain	file	types	by	extension:

<files	*.html>

SetOutputFilter DEFLATE

</files>

RewriteCond %{HTTP_HOST} ^example\.co\.uk$ [OR]

RewriteCond %{HTTP_HOST} ^www\.example\.co\.uk$

RewriteRule ^about\-us\.html$ “https\:\/\/www\.example\.co\.uk\/about\-us\/” [R=301,L]

#	BEGIN	WordPress

<IfModule mod_rewrite.c>

RewriteEngine On

RewriteBase /

RewriteRule ^index\.php$ - [L]

RewriteCond %{REQUEST_FILENAME} !-f

RewriteCond %{REQUEST_FILENAME} !-d

RewriteRule . /index.php [L]

</IfModule>

Some web hosts allow you to do this via cPanel or web hosting administration however sometimes the code is 
added below the Wordpress htaccess code.

So that’s about it for this publication, hopefully we have given you with some useful information, if you get all 
of these activities applied to your site you’ll be in a stronger poisition to market your site. If you have a question 
about your website please get in touch.

.h
ta

cc
es

... continued
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Check List:

 
Non-technical

 Website Fold 

 Meta Title  

 Meta Description (Not a ranking factor) 

 Top Level Navigation 

 H1 Tag 

 H2 Tag 

 H3 Tag 

 Content  

 Image Alt 

 Link Titles (anchor titles) 

 Internal Links 

 Social Media integration

 
 

 
 
Technical Elements (Advanced) 

 Web Hosting 

 Robot.txt 

 Sitemap 

 Webmasters tools 

 Google Analytics 

 Rel Canonical (Duplicate content) 

 Open Graph (social media) 

 htaccess 
 - Image caching (Site Speed (time content loads). 
 - Server redirects non www to www 
 - HTTPS (SSL) 
 - 404 & 301 redirects 

 Java/CSS/HTML compression

To make sure your site is setup appropriately, you can use the following list to check off areas you have 
completed on your website as you work through this guide.  
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Glossary of Terms

• SEO – Search Engine optimization

• SEM – Search Engine marketing

• PPC – Pay Per Click

• SERPs – Search Engine Rank Positions

• Domain Authority – Prediction of how well the website will rank on search engine results

• Page Authority – Prediction of how well a web page will rank on search engine results

• Page Rank  - see SERPs

• UX  - User experience

•  Mobile Responsive – website which automatically resizes to fit a mobile device which meets  
requirements 

•  Keyword Stuffing – this is when you have a keywords repeated one after another in a block which doesn’t 
read right and looks spammy.

•  Htaccess - file is a directory-level configuration file supported by several web servers, that allows for 
decentralized management of web server configuration. They are placed inside the web tree, and are able to 
override a subset of the server’s global configuration for the directory that they are in, and all sub-directories.
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www.cocoonfxmedia.co.uk

http://www.cocoonfxmedia.co.uk
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