
Adding a Listing requires the user to already be a member of the State Association. If the user is 
not a member, they will need to register for membership before being able to add a listing. 
 
If the user is already logged into the State Association website, the left side rail navigation will 
show an option for ‘Manage Listing’ and ‘Add Listing’. The ‘Manage Listing’ and ‘Add Listing’ 
buttons are also appearing in the Community Listings page. 
 

 
 
Clicking on ‘+ Add Listing’ will take the user to a form asking for details about the listing to be 
added. 
 



 



If the user is unsure which type of listing (Free or Premium) they want, near the top of the form 
is a link ‘See what is included for each listing type’ that shows the difference between the two 
listing types.  
 
Clicking on the ‘See what is included for each listing type’ link will display a pop-up showing 
what information is included in a ‘Free’ listing as well as a ‘Premium’ listing. 
 

 
 
The billing information entered will be used to send the invoice for the premium listing. If the 
user did not enter billing information, the email address of the user who added the listing will be 
used instead. 
 
If the user has a lot of listings they wish to add, they can use the spreadsheet import option at 
the top of the page which will redirect the user to a page where they can download the 
spreadsheet, fill it out and upload to the site. 
 



 
If a listing is a premium listing, the listing will come with its own page displaying additional 
information related to the listing. 
 



 
 


