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Step 1:

If you would like 
to place a new 
ad, select the 
‘Add New 
Listing’ button.
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Step 2:

The listings form will 
appear. 

Fill out required fields 
and all other relevant 
information for your ad.  
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Step 3:

Continue to the rest of the 
form where you will select 
the amount of time you 
would like your ad to run, and 
add images if you have any.

When you are finished, either 
continue to checkout and pay, 
or return to Main Menu to 
checkout at a later time.
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Step 4:

When you are ready to pay for 
your ad(s), proceed to the 
shopping cart. 

You must checkout for your 
order to be processed.

Once payment is received, our 
office processes ads during 
business hours. It can take up to 
two business days for a new ad 
to be processed.


