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Create Main Town Webpages 

Create Main Town Page 

Homes in Town CO page 
Open the ‘Create New Town’ txt doc and find the ‘Main Town Page’ data. 
**All references below will come from this txt doc. 

 
On the website’s left sidebar, go to Pages > Add New. 
 
Enter Title Here: Use ‘Page Name’ on the txt doc 
Click on the Purple ‘Use the Divi Builder’ 
Under Yoast SEO Premium Section, click on Edit Snippet.  

SEO Title: Copy from txt doc 
Slug: Adjust to match every word in the page title. Example: home-in-pine-co 
Meta Description: Copy from txt doc 

 Focus Keyword: Copy from txt doc 
Scroll down to the purple Divi Builder and select ‘Load from Library’. 
Next Select ‘Add from Library’ 
Check the box ‘Replace the existing content with loaded layout’ 
Find ‘NTT 1 Main Town Page’ and click the blue ‘Load’ button. 

 
First, we need to change the green Global templates to match the current town. 

Right underneath the first green fullwidth image, select ‘Add From Library’.  Select the 
banner for the current town. Delete the top fullwidth image by clicking on the ‘X’ on the 
right side. 

 
Next, delete the very last green text module by clicking on the green ‘X’.  Then 
underneath where it was located, click on the ‘+Insert Module(s)’. Click the ‘Add From 
Library’ tab.  Select the bullet point links for the current town. 

 
The 1st text box will always be: [yoast_breadcrumb_tag] 

 
Click on the 2nd text box and make the following changes: 

• Change town name in title.  Example: Homes in Pine CO. 
• Adjust the first 6 button links, using the links at the top of the txt doc.  To change a link, 

click on the first image/button, then select the pencil icon.  Update the link, then click 
Update. 

• Replace the ‘Things to do in Pine’ button.  Click on the button, then select the pencil 
icon.  On the right-side click ‘Replace’.  Search for the new town Things to do 
button.  Click on the new image, then change the alignment to ‘none, change the link to 
‘custom url’ then paste the correct link, and change the size to Medium - 300x188, then 
select ‘Replace’ in blue. 

• The last button ‘Get Pre-Approved for a Home Loan’ will stay the same. 
• Click Save & Exit 
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Click on the 3rd text box and make the following changes: 
• Change town name in the 2 titles.  Example: Pine CO Homes & Pine CO Home Values. 
• Open the ‘Homes in Town Intro’ txt doc.  Copy the first paragraph text.  On the website 

while on the visual mode tab, highlight the first paragraph.  The ‘control V’ to paste.  Do 
the same with the 2nd paragraph under Town CO Home Values. 

• Add in the links that you have on the txt doc.  To add a link, highlight the text you want to 
link on the website and type ‘control K’.  Paste the URL link.  The click on the gray gear 
button.  Check the box to ‘Open link in a new tab’. Click update.  Highlight the now blue 
text and change to bold by typing ‘control B’, then scroll to the top to select the color 
maroon. 

• In the 2nd paragraph on the first line, link the ‘Town Home Value Instantly Online’ to the 
House Values link for that town. 

• Click on the picture, then select the pencil icon.  Click replace.  Search by ‘Homes in 
Town CO’ to find the correct town image.  Change alignment to: right, Link to: none, 
size: full size (400x267), then select ‘Replace’ in blue. 

• Click Save & Exit 

 

Click on the 4th text box and make the following changes: 
• Change town name to: Town CO Real Estate Market Trends. 
• On the ‘Create New Town’ txt doc under the main town page section, copy the 

iHomefinder Market ID#.  On the website find the old #, highlight it and the paste the new 
ID#. 
[optima_express_market_report id="331163" header="true" columns="3"] 

• Click Save & Exit 
 

This page is now complete.  Scroll to the very top of the webpage on the right-sidebar click the 
blue ‘Publish’ button. 

 
A new ‘View Page’ button will appear at the top.  Click it to make sure the page looks correct. 

Create Homes For Sale Page 

Town CO Homes For Sale page 
Open the ‘Create New Town’ txt doc and find the ‘Town Homes For Sale’ page data. 

 
On the website’s left sidebar, go to Pages > Add New. 

 
On the left-sidebar under Page Attributes. Change the Parent to: Homes in Town CO 
Back at the top, click on the Purple ‘Use the Divi Builder’ 
Enter Title Here: Use ‘Page Name’ on the txt doc 
Under Yoast SEO Premium Section, click on Edit Snippet.  

SEO Title: Copy from txt doc 
Slug: Adjust to match every word in the page title. Example: home-in-pine-co 
Meta Description: Copy from txt doc 

 Focus Keyword: Copy from txt doc 
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Scroll down to the purple Divi Builder and select ‘Load from Library’. 
Next Select ‘Add from Library’ 
Check the box ‘Replace the existing content with loaded layout’ 
Find ‘NTT 2 Town Homes For Sale Page’ and click the blue ‘Load’ button. 

 
First, change the green Global Template banner & bullet point links to match the current town. 

 
Click on the 2nd text box and make the following changes: 

• Change town name in title.  Example: See All Pine Homes For Sale. 
• Adjust the market id# to match the town.  This ID # will be the same as the Main Town 

Page.  [optima_express_market_report id="331163" header="true" columns="3"] 
• Click Save & Exit 

 
Click on the 3rd text box and make the following changes: 

• Change the town name in the title.  Example: Narrow down the listings with our Pine 
Quick Home Search Tool. 

• Click Save & Exit 
 

Click on the 5th text box and make the following changes: 
• Change the town name in title.  Example: Use Our Easy On-Click Pine Home Searches 
• Click Save & Exit 

 
Next, you will see 3 text box next to each other.  Click on the 1st one & make these changes: 

• Open the ‘Popular Searches Town’ txt doc.  On the website make sure there is a popular 
search for each item on the txt doc, except for the price ranges & the main school district 
page.  We will adjust the links in the future after the individual popular search pages 
have been created. 

• Click Save & Exit 

 
Click on the middle text box & make these changes: 

• Open the ‘Subdivisions Town’ txt doc.   On the website adjust each of the subdivisions to 
match what is on the text doc.  We will adjust the links in the future after the individual 
subdivision pages have been created. 

• Click Save & Exit 

 
Click on the last text box & make these changes: 

• Open the ‘Condos and Townhomes Town’ txt doc.   On the website adjust each of the 
condos/townhomes to match what is on the text doc.  We will adjust the links in the 
future after the individual condos/townhomes pages have been created. 

• From the ‘Popular Searches Town’ txt doc, make sure the price ranges are correct. 
• For the Nearby Towns, Enter 5-6 of the closest towns. 
• Click Save & Exit 

 
Click on the 3rd to last gray text box & make these changes: 

• Change town name in the title.  Example: Homes For Sale in Pine CO 
 



 
 

4 
 

 
• Open the ‘Homes For Sale in Town Intro’ txt doc.  Copy both paragraphs.  On the 

website while on the visual mode tab, highlight the first paragraph.  The ‘control V’ to 
paste. 

• Highlight our phone # at the bottom of the last paragraph.  Make it bold & maroon. 
• Click Save & Exit 

 

This page is now complete.  Scroll to the very top of the webpage on the right-sidebar click the 
blue ‘Publish’ button. 

 
A new ‘View Page’ button will appear at the top.  Click it to make sure the page looks correct. 

Create Home Value Page 

Town CO Home Value page 
Open the ‘Create New Town’ txt doc and find the ‘Homes Values Page’ data. 

 
On the website’s left sidebar, go to Pages > Add New. 

 
On the left-sidebar under Page Attributes. Change the Parent to: Homes in Town CO 
Back at the top, click on the Purple ‘Use the Divi Builder’ 
Enter Title Here: Use ‘Page Name’ on the txt doc 
Under Yoast SEO Premium Section, click on Edit Snippet.  

SEO Title: Copy from txt doc 
Slug: Adjust to match every word in the page title. Example: home-in-pine-co 
Meta Description: Copy from txt doc 

 Focus Keyword: Copy from txt doc 
Scroll down to the purple Divi Builder and select ‘Load from Library’. 
Next Select ‘Add from Library’ 
Check the box ‘Replace the existing content with loaded layout’ 
Find ‘NTT 3 Town Home Values Page’ and click the blue ‘Load’ button. 

 
First, change the green Global Template banner & bullet point links to match the current town. 

 
Click on the 2nd text box and make the following changes: 

• Go to Text Mode.  Select all the text by typing ‘control A’.  Paste it onto a blank txt doc. 
Do a replace all to change the links from ‘pine-’ to ‘current town-’. This action should 
replace ‘pine-’ 8 times.  Next, highlight ‘Pine’ and replace all with the ‘Current Town’. 
This action should replace ‘Pine’ 11 times.  Select all the text by typing ‘control 
A’.   Paste it back onto the website while on the text mode tab.  Change to visual mode. 

• Click on the picture error, then select the pencil icon.  Click replace.  Search by ‘Town 
CO Home Values’ to find the correct town image.  Change alignment to: right, Link to: 
none, size: full size (400x267), then select ‘Replace’ in blue. 

• 1st bullet point: change link to the current town home values link. 
• 3rd bullet point: change to the current town Sold homes link. 
• Click Save & Exit 
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This page is now complete.  Scroll to the very top of the webpage on the right-sidebar click the 
blue ‘Publish’ button. 

 
A new ‘View Page’ button will appear at the top.  Click it to make sure the page looks correct. 

Create Subdivisions Page 

Subdivisions in Town CO page 
Open the ‘Create New Town’ txt doc and find the ‘Subdivisions Page’ data. 

 
On the website’s left sidebar, go to Pages > Add New. 

 
On the left-sidebar under Page Attributes. Change the Parent to: Homes in Town CO 
Back at the top, click on the Purple ‘Use the Divi Builder’ 
Enter Title Here: Use ‘Page Name’ on the txt doc 
Under Yoast SEO Premium Section, click on Edit Snippet.  

SEO Title: Copy from txt doc 
Slug: Adjust to match every word in the page title. Example: home-in-pine-co 
Meta Description: Copy from txt doc 

 Focus Keyword: Copy from txt doc 
Scroll down to the purple Divi Builder and select ‘Load from Library’. 
Next Select ‘Add from Library’ 
Check the box ‘Replace the existing content with loaded layout’ 
Find ‘NTT 4 Main Subdivision Page’ and click the blue ‘Load’ button. 

 
First, change the green Global Template banner & bullet point links to match the current town. 

 
Click on the 2nd text box and make the following changes: 

• Change town name in title.  Example: Subdivisions in Pine CO. 
• In the paragraph change the word Pine to the current town name. 
• Click Save & Exit 

 
There will be several modules with subdivision 1, 2, etc.  You will need to adjust these to match 
the subdivision names for the current town.  Open the ‘Subdivisions Town’ txt doc. 

• Open the ‘Subdivision 1’ module. 
• Change the image to your first subdivision. 
• In the content area change the name from ‘Subdivision 1’ to your first subdivision.  Make 

sure the text stays bold & maroon. 
• Change the Admin Label to the name of the subdivision. If the name is really long, you 

can abbreviate it. 
• Click Save & Exit 

 
Repeat for all subdivisions in the town, which should be in alphabetical order.  Keep the same 
module format with the subdivision, then divider, subdivision, then divider, subdivision.  You can 
duplicate the subdivision modules & dividers by clicking on the stacked square icon, then drag 
and drop the new modules into the correct order. 
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Click on the 3rd text box and make the following changes: 
• Go to Text Mode.  Select all the text by typing ‘Control A’.  Paste it onto a blank txt doc. 

Do a replace all to change the text from ‘Pine’ to ‘Current Town’. This action should 
replace ‘Pine’ 10 times. Select all the text by typing ‘control A’.   Paste it back onto the 

website while on the text mode tab.  Change to visual mode. 
• Adjust the following 3 links: 

o See All For Sale Homes in Pine > change to Town Homes for Sale link 
o Get an Instant Home Value > change to Town Home Values link 
o Pine, CO > change to Main Town page link 

• Click Save & Exit 

 

This page is now complete.  Scroll to the very top of the webpage on the right-sidebar click the 
blue ‘Publish’ button. 

 
A new ‘View Page’ button will appear at the top.  Click it to make sure the page looks correct. 
 

Create Condos & Townhomes Page 

Condos and Townhomes in Town CO page 
**If there are no condos & townhomes in the town, ask the Office how to proceed. 

 
Open the ‘Create New Town’ txt doc and find the ‘Condos and Townhomes Page’ data. 

 
On the website’s left sidebar, go to Pages > Add New. 

 
On the left-sidebar under Page Attributes. Change the Parent to: Homes in Town CO 
Back at the top, click on the Purple ‘Use the Divi Builder’ 
Enter Title Here: Use ‘Page Name’ on the txt doc 
Under Yoast SEO Premium Section, click on Edit Snippet.  

SEO Title: Copy from txt doc 
Slug: Adjust to match every word in the page title. Example: home-in-pine-co 
Meta Description: Copy from txt doc 

 Focus Keyword: Copy from txt doc 
Scroll down to the purple Divi Builder and select ‘Load from Library’. 
Next Select ‘Add from Library’ 
Check the box ‘Replace the existing content with loaded layout’ 
Find ‘NTT 5 Main Condos & Townhomes Page’ and click the blue ‘Load’ button. 

 
First, change the green Global Template banner & bullet point links to match the current town. 

 
Click on the 2nd text box and make the following changes: 

• Change town name in title.  Example: Condos and Townhomes in Pine CO. 
• In the paragraph change the word Pine to the current town name. 
• Click Save & Exit 
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There will be several modules with Condo/TH 1, 2, etc.  You will need to adjust these to match 
the condos & townhomes names for the current town.  Open the ‘Condos and Townhomes 
Town’ txt doc. 

• Open the ‘Condo/TH 1’ module. 
• Change the image to your first condo/townhome. 
• In the content area change the name from ‘Condo/TH 1’ to your first 

condo/townhome.  Make sure the text stays bold & maroon. 
• Change the Admin Label to the name of the condo/townhome.  If the name is really long 

you can abbreviate it. 
• Click Save & Exit 

 
Repeat for all condos & townhomes in the town, which should be in alphabetical order. 

 
Click on the 3rd text box and make the following changes: 

• Go to Text Mode.  Select all the text by typing ‘control A’.  Paste it onto a blank txt doc. 
Do a replace all to change the text from ‘Pine’ to ‘Current Town’. This action should 
replace ‘Pine’ 10 times. Select all the text by typing ‘control A’.   Paste it back onto the 
website while on the text mode tab.  Change to visual mode. 

• Adjust the following 3 links: 
o See All For Sale Homes in Pine > change to Town Homes for Sale link 
o Get an Instant Home Value > change to Town Home Values link 
o Pine, CO > change to Main Town page link 

• Click Save & Exit 

 
This page is now complete.  Scroll to the very top of the webpage on the right-sidebar click the 
blue ‘Publish’ button. 

 
A new ‘View Page’ button will appear at the top.  Click it to make sure the page looks correct. 

Create Neighborhood Map Page 

Town CO Neighborhood Map page 
Open the ‘Create New Town’ txt doc and find the ‘Neighborhood Map Page’ data. 

 
On the website’s left sidebar, go to Pages > Add New. 

 
On the left-sidebar under Page Attributes. Change the Parent to: Homes in Town CO 
Back at the top, click on the Purple ‘Use the Divi Builder’ 
Enter Title Here: Use ‘Page Name’ on the txt doc 
Under Yoast SEO Premium Section, click on Edit Snippet.  

SEO Title: Copy from txt doc 
Slug: Adjust to match every word in the page title. Example: home-in-pine-co 
Meta Description: Copy from txt doc 

 Focus Keyword: Copy from txt doc 
Scroll down to the purple Divi Builder and select ‘Load from Library’. 
Next Select ‘Add from Library’ 
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Check the box ‘Replace the existing content with loaded layout’ 
Find ‘NTT 6 Main Neighborhood Map Page’ and click the blue ‘Load’ button. 
 

***On this template, you will see that there are several different maps.  Each town might have a 
different map layout due to how many subdivisions are in a town and if the town is more 
vertical(north/south) versus horizontal (west/east).  If there are only 20 subdivisions in a town, 
you can probably fit them all on one neighborhood map, but if you have 100 subdivisions then 
you will probably need 2-4 neighborhood maps. Also, if there are not sub-areas nor 
condos/townhomes than those maps will be deleted.  You will need to use your best judgment 
or ask the Office for guidance. 

 
First, change the green Global Template banner & bullet point links to match the current town. 
 

Click on the 2nd text box and make the following changes: 
• Change town name in title.  Example: Evergreen CO Neighborhood Maps. 
• In the paragraph change all instances of the word Evergreen to the current town 

name.  Depending on which maps you are using, you will need to change the 
wording.  For example, remove ‘Hiwan sub-areas’ if there is no sub-area.  Use your best 
judgment to make sure the paragraph reads properly. 

• Click Save & Exit 

 
There are several text/map modules.  Adjust these according to what you need for your current 
town, you may need to add or delete.  Keep in the following order: neighborhoods (aka 
subdivisions), sub-areas, and condos/townhomes.  
 
Open the first ‘Town Neighborhood TEXT’ module. 

• Change Evergreen to the current town name in both the title & paragraph text.  Also, just 
North to fit your current town. 

• Rename the Admin Label to the current town. 
• Click Save & Exit 

 
Open the first ‘Town Neighborhood MAP’ module. Also, open the ‘Subdivisions Town’ txt doc. 

• Each subdivision will have a pin.  Click on the first one, ‘Subdivision 1’.  
o Change the Title to your first subdivision. 
o Change the Map Pin Address to the ‘*Neighborhood Center Address for Map:’ 

found on the txt doc. 
o In the content area, click on the picture, then select the pencil icon.  Click 

replace.  Search by ‘Subdivision Name’ to find the correct town image.  Change 
alignment to: center, Link to: none, size: full size (400x267), then select ‘Replace’ 
in blue.  Click back on the image to edit it.  Then change the size to ‘custom size: 
135 x 90’. 

o Click Save & Exit 
o Repeat for all subdivisions. 

• Adjust the neighborhood map to make sure all pins are on the screen & have it zoomed 
in as much as possible without cutting off the pins. 
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• Rename the Admin Label to the current town. 
• Click Save & Exit 

 
Repeat for all text & map modules including any sub-areas and/or condos/townhomes. 

 
Open the last gray text box. 

• Go to Text Mode.  Select all the text by typing ‘control A’.  Paste it onto a blank txt doc. 
Do a replace all to change the text from ‘Evergreen’ to ‘Current Town’. This action 
should replace ‘Evergreen’ 10 times. Select all the text by typing ‘control A’.   Paste it 
back onto the website while on the text mode tab.  Change to visual mode. 

• Adjust the following 3 links: 
o See All For Sale Homes in Evergreen > change to Town Homes for Sale link 
o Get an Instant Home Value > change to Town Home Values link 
o Evergreen, CO > change to Main Town page link 

• Click Save & Exit 

 
This page is now complete.  Scroll to the very top of the webpage on the right-sidebar click the 
blue ‘Publish’ button. 

 
A new ‘View Page’ button will appear at the top.  Click it to make sure the page looks correct. 
 

Create Main Schools Page 

Schools in Town CO page 
Open the ‘Create New Town’ txt doc and find the ‘School Town Page’ data. 

 
On the website’s left sidebar, go to Pages > Add New. 

 
On the left-sidebar under Page Attributes, the Parent will be (no parent). 
Back at the top, click on the Purple ‘Use the Divi Builder’ 
Enter Title Here: Use ‘Page Name’ on the txt doc 
Under Yoast SEO Premium Section, click on Edit Snippet.  

SEO Title: Copy from txt doc 
Slug: Adjust to match every word in the page title. Example: home-in-pine-co 
Meta Description: Copy from txt doc 

 Focus Keyword: Copy from txt doc 
Scroll down to the purple Divi Builder and select ‘Load from Library’. 
Next Select ‘Add from Library’ 
Check the box ‘Replace the existing content with loaded layout’ 
Find ‘NTT 7 School Town Page’ and click the blue ‘Load’ button. 

 
First, change the green Global Template banner & bullet point links to match the current town. 

 
Click on the 2nd text box and make the following changes: 
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• Go to Text Mode.  Select all the text by typing ‘control A’.  Paste it onto a blank txt doc. 

Highlight ‘Pine’ and replace all with the ‘Current Town’. This action should replace ‘Pine’ 

18 times.  Select all the text by typing ‘control A’.  Paste it back onto the website while on 
the text mode tab.  Change to visual mode. 

• Click on the picture error, then select the pencil icon.  Click replace.  Search by ‘Schools 
in Town CO’ to find the correct town image.  Change alignment to: right, Link to: none, 
size: full size (400x267), then select ‘Replace’ in blue. 

• Open the ‘Schools in Town’ txt doc.  On the webpage adjust the schools to match the 
schools listed on the txt doc. Keep all elementary schools in alphabetical order, then the 
middle schools in alphabetical order, etc.  You will need to add more lines by copying the 
line including the dot, then hit return, then paste on the next line.  The lines should read 
(School Name) (Public or Private) (Type) (School) example: Red Rocks Public 
Elementary School.  

• Delete any school type headings you don’t need. 
• In the paragraphs below the line, adjust the following text/links: 

o School Districts.  Adjust to the correct school district(s) for that town. The text will 
not be linked, we will add the links later after the pages have been created. 

o Get an Instant Home Value > change to Town Home Values link 
o Pine, CO > change to Main Town page link 

• Click Save & Exit 
 

Create Things to Do Page 

Things to Do in Town CO page 
Open the ‘Create New Town’ txt doc and find the ‘Things to Do Page’ data. 

 
On the left-sidebar under Page Attributes. Change the Parent to: Homes in Town CO 
Back at the top, click on the Purple ‘Use the Divi Builder’ 
Enter Title Here: Use ‘Page Name’ on the txt doc 
Under Yoast SEO Premium Section, click on Edit Snippet.  

SEO Title: Copy from txt doc 
Slug: Adjust to match every word in the page title. Example: things-to-do-in-pine-co 
Meta Description: Copy from txt doc 

 Focus Keyword: Copy from txt doc 
Scroll down to the purple Divi Builder and select ‘Load from Library’. 
Next Select ‘Add from Library’ 
Check the box ‘Replace the existing content with loaded layout’ 
Find ‘NTT 8 Things To Do Page’ and click the blue ‘Load’ button. 

 
First, change the green Global Template banner & bullet point links to match the current town. 

 
Click on the 2nd text box and make the following changes: 

• Go to Text Mode.  Select all the text by typing ‘control A’ and delete it.  Then copy all the 
text from the ‘Things To Do Links Town’ txt doc. Paste it onto the website while on the 
text mode tab.  Change to visual mode. 
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• Click on the picture error, then select the pencil icon.  Click replace.  Search by ‘Things 

to Do in Town CO’ to find the correct town image.  Change alignment to: right, Link to: 
none, size: full size (400x267), then select ‘Replace’ in blue. 

• Make sure all the links open in a new tab. 
• Click Save & Exit 

 
This page is now complete.  Scroll to the very top of the webpage on the right-sidebar click the 
blue ‘Publish’ button. 

 
A new ‘View Page’ button will appear at the top.  Click it to make sure the page looks correct. 


