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Registering

1. Register an account:
In order to use the business directory you must first register an account. To make an 
account, click the ‘Register’ button on the directory page.

Enter a username between 4-12 charachters, a valid email address, password and 
select the free business directory user package. Next read and accept our terms and 
conditions (https://cathedral.qld.edu.au/policies/) before selecting submit.
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2. Logging in:
Once your account has been successfully created, you will be redirected to a thank 
you page. Click on ‘here’ to continue to the business directory. Note you will recieve 
a confirmation email with your username and password for future reference.

Enter the username and password you created to login to your business directory 
profile.

Registering

username
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3. Register your details:
Once you have logged in, you will be presented with your account page. This is 
where you can update your contact details as well as create and save listings.

Click on ‘Account Settings’ and enter your details, this step is important as it allows 
people to contact you and your business. Your submitted email address, phone num-
ber and website will show on your listings.

Setting Up

USERNAME

USERNAME
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4. Making your first listing:
Select ‘New Listing’ to start making your first listing.

Enter your Listing name (business name) and a description of the goods/ services 
you provide. Featured images will act as the listings header, as well as it’s thumbnail 
in the directory - we advise using landscape images with a max size of 300kb).

Creating A Listing

USERNAME

USERNAME
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4. Making your first listing:
Enter your listings relevant category and details to help people find your business. 
We recommend you keep images uploaded to the image gallery in a square resolu-
tion (4:4) and a maximum size of 200kb.

Continue through the listing and fill out any relevant information, tags, videos etc for 
your business. The more information you provide, the easier it will be for people to 
find and understand what your business has to offer them.

Creating A Listing
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4. Making your first listing:
Once you have finished creating your listing, select ‘Save Post’ and it will be submit-
ted for approval. Once we have reviewed your post, we will publish it on the business 
directory.

You can manage, edit, delete and see listing viewer counts of your posts on the ‘All 
Listings’ tab. Once your listing has been approved, it’s status will change from 
pending to approved.

Creating A Listing
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