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TUTORIAL 
 
How to: Post Listing                       
 

1. Select your Business Category from the drop down list (default is On Air, we support the arts and live 
broadcasts). 

 
2. Select your Business Subcategory from the drop down list (if your category is not listed, we can add it, 

call us). 
 

3. Enter your business name. For On Air Broadcasting, Band or Special interest show, enter the name of 
your show. 

 
4. Complete the form by entering a contact name, working email address and a password for you to log 

back into the form for your editing and update purposes, and your website starting with www. 
 

5. Click the “Submit Business Listing” button. 
 
Return to add your Picture, Video and 250 character business description. We encourage you to locate your 
picture or logo, and prepare your description in advance.  
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1. After completing the ad listing with basic information, add a picture or logo. Browse for the image file. 
 

2. Type your 250 character (with spaces) business or broadcast show description. You will see the “250 
characters remain” become fewer as you type. You can create a description in advance using a word 
processing program such as Microsoft Word. Character counter found on toolbar under Tools, Word 
Count, (characters with spaces). 

 
3. If you are a broadcaster, a band, filmmaker or have a Video Blog show, you may post up to a 3 minute 

recorded video. Choose your video time before uploading it. Select from the drop down list, 30, 60 or 180 
second video time. Our servers cut the video to these guidelines and standards. For example a 72 
second video will be cut to 60 seconds so 12 seconds will be chopped off. 

 
4. Take a camcorder or cell phone video, locate your saved video file and upload it. Use movie making 

software to compress the file for quicker downloads and a polished look. Free programs - Windows Movie 
Maker and others. 

 
5. Paste video code here for a Video icon and stream live video of your business or for demonstrations. See 

this tutorial under How to: Stream Live Video Broadcasts. 
 

 


