
To create your account, click the NEW CLIENT button and follow the instructions 
below.  If you already have an account, enter your USER NAME and 
PASSWORD, then click submit. 



NEW CLIENTS enter your information here.  All fields with an * asterisk are 
required fields.  When you are finished, click SUBMIT.  You will receive a 
confirmation email sent to the email address that you provide during this step. 
 
The information provided here will be used when you create your listing. 



 
Once you have clicked SUBMIT, you will be directed to this confirmation page 
where you can create your first listing.  Click the link near the top of the page to 
add your listing. 



You will be directed to your listing details page where you can enter your basic 
listing information.  You must have the following information entered in order to 
save your listing.  If your location is not in the LOCATION box, click ADD 
LOCATION (City Only). 

 Listing Class 
 Listing Category 
 Listing Type 
 Listing Title 
 Listing Location 

Once you have finished, scroll to the bottom of the page and click SAVE.  When 
your listing has saved, you will see tabs allowing more options, which allow you 
to add photos and preview your listing. 



Tab definitions: 
 

 Listing Basics 
o This is where you add/edit your basic listing informatin 

 Images 
o This is where you add/change your listing photos 

 Audio 
o This is where you can add audio to your listing 

 Multi-Media and Map Links 
o This is where you can add links to multi-media and a google map to 

your listing 
 Preview 

o This is where you can preview your listing as you build it 

 
When you have created your listing, click the BACK TO CLIENTS HOME link to 
activate your listing online.  



You can update your profile, update your credit card information and view your 
transaction from this page. 
Click the LISTING NAME to edit your listing 
Click the INACTIVE link to activate your listing 
 



Select ACTIVATE from the drop down box 
Select the number of months you wish to activate your listing for (Typically one 
year) 


