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»  Accessed through the Site Modules tab in the WebDirect Administration system, Business Listings is a method for
postings and managing links and information in a searchable, organized manner.

e Create and Instance, or a topic container, for the genre of businesses to be listed on the Website.
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»  Select “Add Business Type” in the left navigation to create a new Business Type/category for the Instance.
»  Enter the name of the Business Type and click Add Type to save
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» To edit an existing Business Type, click “Business Type List” in the left navigation, select the desired Business Type
from the drop-down list and click Edit.

e  On the following screen, edit the name of the Business Type, or delete the Business Type.
»  Deleting a Business Type will delete all business listings in that Business Type
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Select “Add a Business” from the left navigation to create a new business listing.
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» To edit an existing Business Listing, select “Business List” from the left navigation.
»  Select a Business Type from the first drop-down list

e Once a Business Type has been selected, the Business Listings for that Business Type will be listed in the second drop-
down list.

e Select a Business from the second drop-down list and click “Edit Business”.
* The fields for editing a Business Listing are the same as the fields for creating a new Business Listing (see page 4)
* A Business Listing may also be deleted from the edit screen.
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