
Adding / Editing Classified Ads: 
 

1) Enter a title for the ad and assign it to a category: 

 

2) Enter ad text in the “Article detail’ box: 

 

*If pasting from Microsoft Word use the “Paste from Word” or “Paste as Text”  (clipboard icon) tool for 
best results. 
 



 

3) Enter additional details for the ad:  

 

 

4) Set an expiration date for the ad: 

 
 

5) Submit the ad for approval by checking the “Request for Approve” toggle and saving the ad: 

 


