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	Introduction 

The best advice is to keep things simple and to be aware that although you can submit your site to multiple search engines, you still might not get a high rating because what matter's most is the quality of content and how you organise it, people need a reason to bookmark your site.

The other thing is that although people could be spending 10 minutes on your site it doesn’t mean they are finding what they want.  But, if they are spending 2 minutes to find a document and then leaving, then the site is doing its job.

TIP / HINT 1  -  Keywords
Don't overdo the number of keywords, there is a limit an engine will count before ignoring the whole page, people used to do hundreds of invisible words on a page of the same keywords to try and raise the ratings, keep it around 5-8 words short and concise.
TIP / HINT 2  -  Properties of a document
Often forgotten are documents such as Word, Excel, Powerpoint and PDFs, in-fact any documents you add to you site can make a big difference to search results.  
You need to look at the properties of a document such as Word > File > Properties you can have: Title, Subject, Author, Manager, Company, Category, Keywords, Comments and Hyperlink.  These properties are all read by search engines!

TIP / HINT 3  -  Advertising
Advertising is useful, try e-mailing your contact lists every time there is a significant update or resource added.  Publish latest updates in Newsletters.
TIP / HINT 4  -  Publishing Timetable
A regular publishing timetable helps, users will get into a routine of looking at your site every week or month if there is an update.
TIP / HINT 5  -  Feedback
Ask for feedback from users and keep questionnaires very short (10 questions or less).


	
	
	

	
	
	TIPS and HINTS are based on the survival kit principle

· Most people can remember up to 5 key facts

· Identify the minimum someone must know to survive 

· They don’t need to know everything

· They do need to know where to go for further information 
· Keep it simple and straightforward
	
	TIPS and HINTS can be accessed at

www.cettil.org.uk

For further information about this Tips and Hints topic contact

Jo Byrne
EMCETT
0116 2885051 ext 324
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