HOW TO LOAD TO SURFYOURTOWN.COM
· To load a business to our Surf Your Town Business Directory, go to:  www.surfyourtown.com and click on Submit Listing, which is on the left side of the screen under the heading Menu.
· You will be brought to a form to create an account for your business.  The form should be completed as follows.  Please note, any item that has an * next to it, is a required field to be filled in.
· User name should be the name of the business you are loading (enter as one word).
· Initially for the e-mail address, you should enter your e-mail address for this account.  However, you need to use an e-mail that you did not use for your agent account.  For example, if you used JaneDoe@BetterHomesUS.com for your agent account, then you need to use JaneDoe@aol.com for the business accounts you wish to create.
· For Password, use password.
· Complete the remainder of the form as applicable.

· Type in the Security Code that is shown at the end of the form.

· Check the box to agree to the terms and conditions.
· Then click on Submit.
· An e-mail will be sent to the e-mail you provided for this account.  When you receive the confirmation e-mail, you must click the link to activate your account.
· Log into the e-mail account you provided for this account.  There should be an e-mail from “Support” with a subject matter “Registration Successful”.  Open the e-mail and click on the link at the bottom of the e-mail to activate your account.
· Once you click on the link to activate your account, it will bring you back to SurfYourTown.com.  Enter the User Name and Password that you created for this account, and as confirmed in your e-mail.  Then click on Submit.
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· Once you are logged into the account, click on Account Details, which is on the left side of your screen.
· You need to replace your e-mail address with the business owner’s e-mail address.  Then click on Submit.
· Now that the account has been created for your business, you can add the business details.  Click on Add Listing, which is on the left side of the screen.  Complete the form as follows.  Please note, any item that has an * next to it, is a required field to be filled in.
· For membership, select FREE membership.
· Select applicable Category.
· For Listing Title, enter Business Name.
· Add all the business information that you can.
· If you have a picture or company logo, you can upload it here.
· Type in the Security Code that is shown at the end of the form.
· Click on Submit.

· The ad will be approved within 24 hours and an e-mail will be sent to the business owner of this notification.
· You should then contact the business owner and provide them with their login and password so they can update/maintain their account.

· Repeat this process for each business.
· By submitting listings to this site, it also provides free placement to:
· major search engines like Yahoo, Google, Oodle, Zillow, Homescape, and Frontdoor
