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1. Firstly Log In to the Portal 

This will then produce the following screen: 

This then produces the following screen: 

Click here to log in to the 

Portal 

Enter your Portal Username and Password here 

To add a classified, click on Classified 

Add 



Description: Enter a brief description of the item for sale 

Location: Tick the location of the item for sale 

Category: Select the most suitable category for the item 

Further Details: Enter any extra information about the item 

How Much £: Enter the price of the item 

Email: Enter a contact email address (mandatory) 

Telephone: Enter a contact number 

Picture: Clicking on add picture produces the following screen: 

Using Windows Explorer, Browse to find the picture. 

All pictures must be in JPEG or GIF format. 
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Image Description: The picture needs to be given a name 

Make Image Public: Tick to allow others designing on this site to use your picture 

Scale filesize to: This compresses the file size of the picture 

Add Image: Once the picture has been given a description and a file size 

chosen, click on Add Image. 

This produces the following screen: 

Click on Continue to complete the process.


Preview: Click here to preview what your classified will look like when 

on the website. If you are unhappy with it, amendments can be 

made and then preview the site again. 

Submit: Click here to submit your classified for approval. 

The classified will then sit in an editorial area where an administrator will approve the 

entry. Once it has been approved it will appear on the website. 
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