CLIENT GUIDE

YOUR WEBSITE, START TO FINISH

Updated October 20, 2026

Everything your new website does, step by step: what you do, what we do, and what
happens when. Keep this guide handy. If anything isn't clear, email us or call
(281) 841-1577.

Most of this guide covers both monthly plans BASIC ~ COMPLETE | Features only on

Complete are marked COMPLETE | |fyou chose aone-time OWNIT package, read Own It:

your website files.
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. Quote requests

. Estimate scheduling

. Your weekly page and Google post
. Google listing review and setup

. Google review requests

. Weekly review replies

COMPLETE

13. Your reports

14. Changes to your website

15. What we do behind the scenes
16. Brand package

17. Ad pages

18. Billing and cancelling

19. Emails you'll get, at a glance

From the day you sign up to the day your new website goes live.

0 You sign up. Right away you get an email called "Welcome to CSK Sites: here's what happens next",

with a button to check your website details.


mailto:hello@csksites.com
tel:+12818411577

You check your details. We've already filled in everything we could find on your current website and
your Google listing, and we already have your logo and photos. Check it, fill in the few blanks, and add
new photos only if you want more on your site (up to 40). It saves as you go. When you send it, you get

an email saying "We got your website details".
We build your full website, usually within a week of getting your details.

You review it. Your build includes two rounds of changes before launch. Send each round as one list,
S0 nothing gets missed.

You approve it, and we launch it. We walk you through one quick change at the company where your
domain is registered. We never need your password. We copy your email settings first, so your email
keeps working the whole time.

We set up your Google listing the day your site goes live. You add us as a manager first (see Google

listing review and setup).

You get your CSK Sites page. On launch day we email you the link to your private page, where

everything for your website lives. Save it to your phone's home screen.

On Complete, your Local Visibility Report arrives by launch, and your monthly update starts on the 1st

after your site has been live about a month (see Your reports).

Added the brand package? We design it once your website is live, so it matches (see Brand package).

Own It: your website files owniT

Your design as ready-to-upload files, yours to keep. One payment, and we're done after

we send them.

Tell us who gets the files. Your welcome email asks for it: reply with the email address of whoever will
put your website online, you or your web developer. Not sure who that is? Tell us, and we'll talk it
through before we start.

We check they can put the files online. The files are a standard website. They work on regular web
hosting, but they can't go inside site builders like Wix or Squarespace, and they aren't a WordPress
theme. If nobody can put them online, we'll offer our Basic plan or refund your payment.



e We prepare your files: every page of your design, exactly as designed, with a marked spot where your

own contact form goes and a short read-me with the steps to put it online.

a We send the download to the person you named, and copy you.

Good to know: Own It doesn't include hosting, changes or the features that run on our system (the
quote form, scheduling, review requests and reminders). We never touch your current website, hosting
or domain. Changed your mind before we send the files? You get a full refund. Once they're sent, they're

yours and Own It is non-refundable.

Your CSK Sites page Basic compLeTE

One private page with everything for your website. No login: the link is your key.

What's onit

« Send this week's job or question, with how many pages you have left this month.
» Your latest Google update, ready to copy and post.

» Askacustomer for areview and your latest review replies COMPLETE |

» Estimates: ones waiting for you to confirm, and the ones coming up, each with a button to confirm,

change or cancel.
» Yourlast 10 quote requests, with buttons to ask for a review and set areminder COMPLETE |

« Reminders that are set, each with "Change or stop" COMPLETE |

« Share with customers: your Google review link with a QR code, and your Refer a

Neighborlink COMPLETE |
« Photo for your review requests, the one that goes in every request COMPLETE
« Need achange? A box to send us changes for your website.
« Your guide: a link back to this guide, any time you need it.
 Your plan: which plan you're on, with a button to see Complete and upgrade BASIC |
« Billing: update your card, download invoices, switch plans or cancel.

On the Basic plan, the Complete features show on your page and in your quote request emails in grey, tagged

Complete. Tap one to see what it does and how to upgrade. They don't do anything until you're on Complete.



Keep it private. Anyone with the link can open it, so don't post it anywhere. Lost it? Every email we

send you has a link to it at the bottom.

Quote requests BASIC COMPLETE
Customers ask for a quote on your website, and it comes straight to your email.

° A customer fills in your quote form: their name, phone or email, the job, the address, any details, and
up to 6 photos.

e They get an email from your business right away, called "We got your request", with a copy of what
they sent and when you'll get back to them.

e You get an email right away, called "New quote request from [their name]". It has buttons to call
them or reply, the times they picked (if any), their details and their photos. Replying goes straight

to the customer.

Whatyoudo

Call or reply to the customer. If they picked times, confirm one (see Estimate scheduling). Once the job is

done,on COMPLETE the same email has buttons to ask for a review and set a reminder.

Good to know: spam is filtered out automatically and never reaches you. Photos are kept 120 days, so
save any you want to keep. Your last 10 requests are always on your CSK Sites page. Want different
questions on your form? Send us a change.



New quote request from Dana Miller (Tree removal) We got your request, Dana
From: Ridgeway Tree Care website From: Ridgeway Tree Care

New quote request .
From your website, Oct 19, 2026, 9:05 AM (Central) Ridgeway

rrrrrr

- Reply by email Hi Dana,

Thanks for contacting Ridgeway Tree Care. We got your request. We'll call

Times that work for Dana you back within one business day to set up your free estimate.
Tap one to confirm it. We'll email Dana the time and a calendar invite. None of these
work? Call or reply to set another. If it's urgent, call us at (512) 555-0147.
[ Confirm Tue, Oct 20, 8 am to noon ] Here's what you sent:
Name Dana Miller
Confirm Wed, Oct 21, 1 pm to 5 pm
Phone (512) 555-0188
[ Confirm Fri, Oct 23, 8 am to noon ] Emal dana@example.com
Service Tree removal

Job location 1418 Pecan Street, Oak Hollow, TX

Name Dana Miller Message Big dead oak leaning toward the back fence. Can you take it down before
Phone (512) 555-0188 the next storm?
Email dana@example.com Ridgeway Tree Care
Service Tree removal This is an automatic confirmation. You can reply to this email to reach us.
Job location 1418 Pecan Street, Oak Hollow, TX
Message Big dead oak leaning toward the back fence. Can you take 1
Big dead oak leaning toward I The instant reply your customer gets (sample).

How they found you Google search

wer Dana directly. Questions about this email?

your website. Hit reply to
com. Everytt our website: your CSK Sites page.

The email you get for each request (sample).

See it in action: the sample quote form.

Estimate scheduling sasic cowpLeTe
Customers pick times that work for them, and you confirm one with a tap.

The customer picks up to 3 times on your quote form, from the days and hours you do estimates.

This step is optional for them.

Your quote request email shows "Times that work for [first name]", with a Confirm button

for each time.

Tap the time you want, check it on the page that opens, and tap "Confirm and email [first name]". That
page also lets you pick a different time or call them.

The customer gets an email with the time and a calendar invite. You get one too, called "Confirmed:

free estimate with [their name]", with your own calendar invite.

The morning before, the customer gets a reminder email, and you get a list

called "Tomorrow's estimates".

Need to change or cancel? Open their booking page from your confirmation email, or tap "Change or

cancel" on your CSK Sites page. The customer is emailed the new time or the cancellation.
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What you tell us: the days and hours you do estimates, and any days off or holidays. Send a change

any time those change. Already use a booking tool like Jobber or Housecall Pro? We can link

toitinstead.
Your free estimate is set: Tue, Oct 20, 8 am to noon
Job address or area From: Ridgeway Tree Care
1418 Pecan Street, Oak Hollow, TX o Ridgeway

Pick times for your free estimate (optional, up to 3) Hi Dana,

Morning Afternoon Thanks for choosing Ridgeway Tree Care. Your free estimate is set.
8amtonoon 1pmto5pm

Tue, 0ct20
Wed, ot 21

Tuesday, October 20, morning (8 am to noon)
At 1418 Pecan Street, Oak Hollow, TX

We'll arrive sometime during that window. A calendar invite is attached so you

Thu, Oct 22 can add it to your calendar.
) Need a different time? Reply to this email or call (512) 555-0147.
Fri, Oct 23 v
Ridgeway Tree Care
Sat, Oct 24
Mon, Oct 26 B estimate.ics (calendar invite)

We'll confirm one of your times by email.

The confirmation your customer gets (sample).
Send my request
What your customer sees on the form (sample).

See every step: the sample scheduling walkthrough.

Your weekly page and Google post sasic comeLeTE

Send us a job or a customer's question, and we turn it into a new page on your website

and a post for your Google listing.

0 Every Monday you have pages left, we email you "Your page of the week", with a button to send one.

Send a job or a question from your send page (that button, or your CSK Sites page). Ajob: upto 6
photos and a sentence or two about it. A question: what the customer asked, and your answer in a few
words. Tap "Send it".

made-up prices, sizes or details.

e We write it into a new page on your website, usually within a few days. We only use what you send: no
e The next morning after it goes live, you get "Your new page is live", with a button to see it.


file:///C:/Users/Kyle/Make%20Money/site/public/sample-scheduling

e Post it on Google too. That email has a "Get your Google update" button. It opens a page with the

photo (tap "Save the photo"), a short update we wrote ("Copy the update") and your new page's link

("Copy the link"), plus the steps to post it on your Google listing. It takes about a minute.

How many: on Basic, 1 a week (up to 4 a month). On Complete, up to 2 a week (up to 8 a month). The

count starts over on the 1st, and unused pages don't carry over. Nothing sent means nothing written.

Good to know: pages go up without a separate approval step, and you can ask us to remove any page

any time. We never post on your Google listing for you: you post the update yourself.

CSK Ridgeway Tree Care

Your page of the week

Send us a job you did or a question a customer asked. We'll write it
up as a new page on your website and email you the link.

3 of 4 left for October

[ Ajob we did ] A customer's question

Photos

(up to B, before and after are great)

A sentence or two about the job

Big oak leaning over a garage on Elm St. Took it down in
sections, no damage.

z

Up to 4 pages a month. Unused pages don't carry over.
Tip: add this page to your phone's home screen so it's one tap away.

Your send page (sample).

See the samples: a job page and a question page.

Your new page is live: Taking down a leaning live oak over a
garage on Elm Street
From: CSK Sites

Hi Ridgeway team,

Your new page is live on your website:

Post it on Google too

We wrote a short update for your Google listing, with the photo. Copy it
and post it in about a minute.

Get your Google update

That's 1 of 4 for October. Got another job or question? Send the next one

CSK Sites

Everything for your website: your CSK Sites page.

The email when your page is live (sample).

Google listing review and setup Bsasic  compLETE

When your site goes live, we go through your Google listing and set it up to match.

done once, and then the listing is yours to run.

It's
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Add us as a manager before launch. On Google, search your business name while signed in, open
your Business Profile's menu, then "Business Profile settings", then "People and access". Tap "Add",
type hello@csksites.com, choose Manager, and send the invite. You never share a password. If

Google can't find that address, use csksitesmanager@gmail.com instead.

The day your site goes live, we check and set up your business name, categories, services, the towns

you serve, hours and phone, the link to your new website, a description and photos.

After that, it's yours. We don't post or reply on your listing for you. Your weekly Google updates and

review replies come ready to copy.

No Googile listing yet? We help you create one. Google asks the owner to verify it, often with a short

video, and we walk you through that. Want our manager access removed after launch? Just ask. It's

removed when you cancel, too.

More detail: what we check and set up.

Google review requests compLETE

After a job, ask your customer for a Google review in one tap.

When ajob is done, open that customer's quote request email and tap "Ask [first name] for a review".

Or tap "Ask for a review" next to their name on your CSK Sites page.

You see the exact email they'll get. Add a line of your own and a photo if you like (your saved photo is

already filled in), then tap "Send it to [first name]".

They get an email from your business, called "How did we do, [first name]?", with a "Leave a
review on Google" button that opens your Google reviews. Under it, every email also has a "Tell

us privately" link.
When they tap it, your CSK Sites page shows the date.

If they send a private note instead or as well, you get it by email, called "Private note from [name]".

Reply to answer them directly. It isn't posted anywhere.

Customers who called instead

On your CSK Sites page, tap "Ask a customer for a review", enter their name and email (and the job, a line and

a photo if you like), and send it. You can send up to 25 a day this way.
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Good to know: each customer is asked once a year at most, and every email has an unsubscribe link.
Google's rules say to ask every customer, not only the happiest ones, and never to offer anything in
return for a review. That's why the private note link is in every email, under the Google button, and its
page links to your Google reviews too: it's an extra way to reach you, never a filter in front of Google.
Save a default photo (your crew, or a job you're proud of) on your CSK Sites page, under "Photo for

your review requests".

How did we do, Chris?
Done the job? Ask for a Google review From: Ridgeway Tree Care

We'll email Chris a short thank-you from you with a button to your Google reviews.
You'll see it before it goes out.

Ask Chris for a review o Ridgeway
TREE GARE

Hi Chris,
The button |n your q uote req ueSt emall (Sam ple) . Thanks for choosing Ridgeway Tree Care for your tree removal.
It was good to meet you and Biscuit.

If you have a minute, would you leave us a review on Google? A few words
about how the job went help other people nearby find us.

Leave a review on Google

Want to send us a private note too? Tell us privately

Thanks again,
Ridgeway Tree Care
(512) 555-0147

This is a one-time email from Ridgeway Tree Care about your recent job. Don't want emails from us?
Unsubscribe
Ridgeway Tree Care, PO Box 1234, Oak Hollow, TX 78123

The email your customer gets (sample).

See every step: the sample review request.

Weekly review replies cowmrLeTe
Every week, your new Google reviews come with a reply ready for each one.

a Once a week, we read your new Google reviews and write a reply for each one.
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e You get an email with each review and its suggested reply. Your first one, right after launch, covers your

older reviews that don't have a reply yet (up to 25).

e Tap "Open your replies". Change any reply you like, tap "Copy reply", and paste it under that review
on Google. The page has a button that opens your Google reviews.

Good to know: reviews of 3 stars or less are marked "Read this one carefully". You might want to call
that customer before you reply. A week with no new reviews means no email. Nothing is posted for you:

you read every reply and paste it yourself.

3 new Google reviews: replies ready to paste
From: CSK Sites reviews

Hi Ridgeway team,

You got 3 new Google reviews this week. We wrote a reply for each one, and
marked the one that needs a careful read. Open your replies, change anything
you like, then copy each one and paste it into Google.

Pat Reyes 6 days ago

Read this one carefully before replying.

Good work on the oak, but the crew showed up two hours later than
they said.

Suggested reply

Thanks for the honest review, Pat, and sorry about the late start. That
is not how we want to run a job. Please give Mike a call at (512) 555-
0147 so we can make it right.

Dana Miller 2 days ago
Mike and his crew took down a dead pine right next to our fence. They
roped every piece down and you could not tell they had been here when
they left.

Suggested reply

Thank you, Dana! That pine was tight against the fence, so we were
glad to get it down in one piece. We appreciate you choosing us.

Sam Whitfield 4 days ago

Quick estimate, fair price, and the stump grinding was done the
same week.

Suggested reply

Thanks, Sam! Glad we could get the stump done the same week. Call
us anytime you need us again.

Replying shows customers and Google that you care about your reviews. Nothing is
posted until you paste it yourself.

Sent by CSK Sites with your website plan. Questions? hello@csksites.com. Everything for your website:
your CSK Sites page

Your weekly email (sample).

See every step: the sample review replies.
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Repeat-job reminders cowrLeTe

Set a friendly reminder for a past customer, and it goes out from your business

when it's time.

0 In a customer's quote request email, under "Done the job? Remind this customer later", tap In 1

month, In 3 months, In 6 months or In 1 year. Or tap "Remind later" on your CSK Sites page.

Choose "Just once" or "Keep repeating", and type what it's for, like "yearly tree check". Tap
"Set the reminder".

On that date, in the morning, the customer gets an email from your business, like "Time for your yearly

tree check?", with a "Request a visit" button and your phone number.

"Request a visit" opens your website's quote form, so their request comes to you like any

other quote request.

You get a short email when each reminder goes out, with buttons to stop reminders for that customer

or set another one.

Good to know: change or stop any reminder from "Reminders that are set" on your CSK Sites page.

Every reminder has a link for the customer to stop them. Reminders are email only, never texts.

Time for your yearly pruning?

Done the job? Remind this customer later .
From: Ridgeway Tree Care

We'll email Dana a short reminder from you to book again. Tap when, then pick just
once or repeating on the next page.

[ In 1 month }[ In 3 months }[ In 6 months ][ In 1 year ) o mggfyvay

Hi Dana,

The buttons |n your quote req uest ema|l (Sample) . It's about time for your yearly pruning, so here's a quick reminder from
Ridgeway Tree Care.

Want us to come out? Request a visit and we'll get back to you to set a time.

Request a visit

Or call us at (512) 555-0147.

Ridgeway Tree Care

The reminder your customer gets (sample).

See every step: the sample reminders.
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Refer a Neighbor cowrLeTe
Happy customers get their own link to send their friends, and you see who sent each one.

o Send happy customers to your Refer a Neighbor page. The link is on your CSK Sites page, under

"Share with customers".

e They enter their first name and last initial (email optional) and tap "Get my link". They get their own

link to copy or share by email, and a QR code a friend can scan.

e When a friend asks for a quote through that link, your quote request email shows "Referred by [their
name]". It works even if the friend comes back days later.

Good to know: we don't contact the customer who referred them. Any thank-you or reward is yours to

choose and give.

See every step: the sample Refer a Neighbor page.

Cost estimator cowrLeTE
Visitors get a price range for their job before they ask for a quote.

0 You give us your real price ranges, on your details form or by email. We never make up prices.
e Visitors pick a service and a few options and see a typical price range.

e "Get an exact quote" fills in your quote form with what they picked, so you see it in their request.

Prices changed? Send us a change, and we update the estimator.

Try it: the sample cost estimator.
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Yourreports cowpLete

Local Visibility Report, by launch

How your business shows up on Google, Bing, Apple Maps, Yelp and other sites, how you compare with
nearby competitors, what we set up for you on your Google listing, and a short to-do list of the things only you

can do, with step-by-step instructions. See a sample report.

Monthly update, on the first business day of each month

Two pages covering the month before: your quote requests and where they came from, phone taps and
visitors, where you show up on Google Maps for your main searches, your reviews next to your top
competitors, the searches that showed your website, what your website did for you that month, and your to-

dos. The first one comes on the 1st after your site has been live about a month. See a sample update.

Changes to your website sasic cowmpLeTE

0 Send us the change from the "Need a change?" box on your CSK Sites page, or email us. You get an

email saying "We got your change request".

e We make small changes, usually within two business days, and email you when it's done.

Small changes are to what's already on your site: wording, prices, photos, hours, phone or email,
service areas, a new FAQ, a review or a notice. Basic includes up to 5 a month (any more wait for the

next month). Complete includes as many as you need.

Bigger projects, like new pages, new sections, new features or a redesign, are quoted first, and

nothing is charged without your OK.

What we do behind the scenes Basic compLETE

« Every day, we check that your website is up.
« Every week, we test your quote form from start to finish and check your domain's renewal date.

« If anything fails, we get an alert and fix it. You don't need to do anything.
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» Hosting: your site runs on fast, secure hosting with SSL, and we keep it and its forms running.

» Your domain: if we registered it for you, it's in your name and we renew it while you're on a plan.

Brand package BASIC COMPLETE OWNIT
Print-ready designs that match your new website. Only if you added it.

c We start once your website is finished: approved and live, or on Own It, once we've sent your files.

That way everything matches.

e We design what you picked on your details form: business card, review card with a QR code, door
hanger, yard sign, truck door magnets, social media profile and cover images, and an email signature.
Skip any you don't need.

e You check the designs, tell us any changes, and we send the final print-ready files with

tips for ordering.

Designs, not printing: you take the files to any printer you like and order as many as you need. Once

the files are delivered, they're yours, and the brand package is non-refundable. See sample designs.

Ad pages BASIC COMPLETE AD PAGE

A page built for one of your Facebook or Instagram ads. One comes with Basic, up to
three with Complete, or $47 a month on its own.

0 We build it from your ad: your offer in your words, your best photo, a big call button, a 3-question

estimate form and your real reviews. You see a picture of it before anything goes live.

e You change the link in your ad. In Ads Manager, paste your ad page's address into your ad's website
link. We walk you through it, and we never need your login. Meta may review the ad again after the link

changes, usually within a day.

e Requests come to your email, just like quote requests from a website, with the customer's photo if

they sent one. The request shows which ad page it came from.
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Your part: tell us when your offer changes. One offer change a month is included, so just email us the
new offer. Want your Meta pixel on the page, so your ad counts calls and requests from it? Send us your

pixel ID and we'll add it. More about ad pages.

Billing and cancelling sasic cowmpLeTe

« Your billing page: update your card, download invoices, switch plans or cancel at your billing page. Log in
with the email you paid with. The link is on your CSK Sites page too.

« Switching plans: switch between Basic and Complete any time on your billing page. Moving to
Complete, you pay the difference for the rest of that month right away, then $297 a month, and we set up
your Complete features and email you when they're on. Moving to Basic, the unused part of the month

comes off your next bill, and the Complete features turn off.

« Cancel any time, with no fee. Your plan runs to the end of the month you've paid for, and then your

website goes offline, along with its quote form, scheduling and reminders.

« What you keep: your domain (moved to you if we registered it), your email (it keeps working), your logo,
your brand package designs if you got them, your Google listing (we remove our access), a copy of all

your website's words and photos, and a list of your quote requests. We send these within 5 business days.

« Refunds: before your site goes live, you get a full refund. After launch, there are no refunds for part of a
month. See our Refund Policy.

Emails you'll get, at a glance

EMAIL WHEN WHAT TO DO

Welcome to CSK Sites: here's what Right after you sign up Check your website details

happens next

We got your website details When you send Nothing
your details
New quote request from [name] Each time a customer Call or reply, and confirm atime

asks for a quote if they picked any
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EMAIL

Confirmed: free estimate with [name]

Tomorrow's estimates

Your page of the week

Your new page is live

We got your change request

New Google reviews: replies ready

to paste COMPLETE

Reminder sent to [name]

COMPLETE

Your monthly update COMPLETE

WHEN

When you confirm a time

The morning before

your estimates

Mondays, when you have
pages left

The morning after your
page goes up

When you send a change

Weekly, when you have

new reviews

When a reminder goes out

First business day of

each month

WHAT TO DO

Add it to your calendar

Plan your day

Send a job or a question

Look at it, then post your
Google update

Nothing

Copy each reply and paste
it on Google

Nothing, unless you want

to stop it

Read it and do your to-dos

Still have a question? Email hello@csksites.com or call (281) 841-1577. We usually reply within

one business day.
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