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1. Firstly Log In to the Portal – www.eastnorthantsonline.co.uk 

 

 
 

 

 
 

 

 

 
 

 

Once you logged in, you will have the following screen.  Click on Add business 

 

 

Click here to the business link 

Select ‘Add Your Local business’ etc.. 

If you have an account please click log in here or if not please fill up this form below to create a 

user account – go to http://www.east-northantsonline.co.uk/ppimageupload/image75567.pdf on 

how to fill this form and then click on log in from here or on top 
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This then produces the following screen: 

 

 
 

There are five stages for adding a business entry, each stage is displayed as a ‘tab’ 

near the top of this page.  You will need to fill in the required fields (marked with an 

*) in order to advance to the next stage (click the next button when you are ready to 

move on each time). 

 

BASIC DETAILS 

 
Business Name*: This should be the name you trade under, i.e. you shop name, 

accommodation name or branch name.  

 

Flat Number, House Number or Name, Street Name, Suburb, Town or Village, 
County, Post Code*: Address details of the business premises to go in these fields.  

 

UPRN: If you know the Unique Property Reference Number of the your business 

enter it here. Click the website link for further details.  

 

Location: Please select the location where you business is based. Please do not select 

the areas you cover. If your location is not listed this website may not cover your area. 

 

Further details: Please provide a brief description of the services or products you 

provide. This information will form the main body of text that describes your business 

activities and services provided. 

 

Categories: Please select the most relevant category for your business. 

 

Website, Email**: If your business has a website or web page please enter it in the 

Website field (the http:// part of the address is not required). Also enter an email 

address which is to be used for enquiries from your business entry page. 

 

Phone, Mobile, Fax: Standard details required here. If the business does not have one 
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or more of these please leave the field blank.  

 

Save the page by clicking on save at the below so you can preview it and then click 

the next button to advance on to the Advanced stage. 

This then produces the following screen: 

 

 

ADVANCED  

 
Contact Name, Contact Position: The name and position of the person who you 

wish to be used as a contact for the business. 

 

Business Size, # of Employees, SIC Code: Optional information. By providing this 

information you are helping us to provide better services for local businesses. 

 

Keywords: please list any phrases or keywords that someone would use when 

searching for your type of business - this could be services or products you offer or 

variations on your business name. Words do not need to be separated by commas or 

new lines. Keywords will not display on your published entry. 

 

Opt out of Enquiry Service: The enquiry service is not used on all websites, but 

where used enables visitors to email many businesses at once for quotes, availability, 

general enquiries etc. If you prefer not to receive such enquiries, please tick the 'Opt 

Out' box. 

 

Picture: Some websites display images on the entry.  You can upload your business 

logo or picture of your shop, products, etc. 

 

Save the page and click the next button to advance on to the Categories stage as like 

the following screen: 
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CATEGORIES 

Please select at least one main business category. This will allow you to be displayed 

when a user is searching through the relevant category listings on the web site.  

 

Special Categories: This section is for local food producers such as farmers who 

have a farm shop or sell at markets. Some websites have a farmers market section 

where this information is displayed. NB: This section is not for grocery stores, 

supermarkets or restaurants. 

 

Categories for Local Attractions: If your business provides any of these options 

please select them. This section should only be used if your own business provides 

any of the services, and not if they are simply in the surrounding area. 
 

Click on save and then the next button to advance on to the Accommodation stage as 

below: 
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ACCOMMODATION 

 

This stage is only for use by accommodation providers. If you are not an 

accommodation provider please scroll down the page and click the next button to skip 

this stage.  

 

Type of Accommodation: Select the relevant accommodation type by selecting it 

here. 

 

Location Name: the location of the actual accommodation.  

 

National Accessible Scheme: if the accommodation is a member of a scheme please 

select it here. Click the National Accessible Scheme web link for more information.  

 

Room Details: brief description of accommodation available, ie. "3 rooms available, 

2 double, 1 single"  

 

Price Range: Enter the lowest price you offer in the From field. Put the highest price 

charged in the To field. Specify whether this is per room per night or weekly etc. in 

the Price Basis field below. 

 

Price Basis: eg. per room per night or weekly (in regards to the Price Range field 

above).  

 

Member of Group: If the accommodation is a member of any particular group you 

can enter it here. 

 

Credit Cards Accepted: list any credit card types that you accept for payment. 

 

Number of Bedrooms: the total number of bedrooms available for accommodation 

purposes only.  

 

Sleeps Maximum & Sleeps Minimum: enter the maximum amount that your largest 

room will sleep in the Sleep Maximum field. Enter the lowest a room in the 

accommodation will sleep in the Sleeps Minimum field.  

 

Number and type of pitches: for use by caravan/camp site etc. providers only.  

 

Official Ratings: If the accommodation is a member of one of these listed rating 

providers, please enter the details in this section.  

 

Facilities: selecting the facilities that the accommodation provides will allow them to 

be displayed on the entry, and also to allow the entry to be found if a user searches on 

that particular criteria. 

 

Special Offer Detail: here you can enter details of any specials offers/deals the 

accommodation has. This could include things like weekend specials, seasonal deals, 

etc. 
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Special Offer - Date to Start Display & Special Offer - Date to Stop Display: 
allows your text entered in the Special Offer Detail field to only be visible on your 

entry between certain dates.  

 

Click on save and the next button to advance on to the Submit Your Entry stage. 

 

 
SUBMIT YOUR ENTRY 
 

Now you must choose the type of entry you wish to have. All businesses are entitled 

to a free entry on the site. There are paid for subscription services too, details of 

which can be found further down this page. Click on the desired service to submit the 

entry and/or pay for the service (if relevant).  

 

Saving, Previewing & Submitting your entry - You can see how your details will look 

to the site visitor by clicking on the save button, then the preview link text at the top 

and/or bottom of the page at any time. A preview screen will appear showing your 

entry with the changes you have made.  

 

If you wish to make changes simply close the preview and go back to the form, 

making the changes you wish - you can preview your entry as many times as you 

wish. 

 

Once you are happy with your entry close the preview screen and choose the 'Submit' 

button at the bottom of the form page. You do not have to submit your entry straight 

away - if you want to come back to it another day simply click the save button before 

you logout and your information will be saved. 

 

Your entry will not go live until it has been checked by the content approver. 

 

Updating your entry in the future - there is no need to add your details from scratch 

again. To update your details simply login with your username and password at any 

time and choose 'Update' from your control panel. Your entry will be listed and 

available for you to view or update. 


