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1. Introduction 
After you have logged in with your User ID and password you will be presented with a similar screen as below. 
 
If you have an Access Key (for adverts) or a Product Key this will enable you to upload images. You should select the 
‘images’ button below first and upload each individual image that you want to use for your company details or product 
details. See - 4. Image Upload – for more detailed information. 
 
After you have uploaded all relevant images you should set-up or correct all company details by selecting the ‘Main 
Details’ button. See – 3. Company Details – Maintenance for more detailed information on doing this. 
 
The County scope and categories are the respective counties or classified headings that your company will be listed 
under. As a user you can change / amend the counties or categories, but you can not add new counties. If you have a 
Bronze web package or above and do not have the correct number of county or category headings then please call us 
(01582 488385) or email us at adverts@haqpublishimng.com so that the additional headings or counties can be added. 
Select ‘categories’ or ‘county scope’ to amend the headings that you want to be listed under See – 2 County and 
classified Heading Maintenance for more detailed information. 
 
After all company details have been set-up you can finally add or amend the individual products and details, by 
selecting the ‘products’ button. For more detailed information see – 5. Product Maintenance. 
 

 



2. County and Classified Heading Maintenance 

 
Classified Heading / Category Maintenance 

 

 

 
 
Selecting this drop 
down combo box will 
enable you to select the 
category or categories 
that you want your 
business to be listed 
under. You will not be 
able to add extra 
categories, but if there 
are specific categories 
that you want to list 
your company under 
then please contact us. 
 
 
 
 

County Scope 
 

 
 

 
 
 
Selecting this drop 
down combo box will 
enable you to select the 
county or counties that 
you want your business 
to be listed under. You 
will not be able to add 
extra counties, but if 
there are specific 
counties that you want 
to list your company 
under then please 
contact us. 
 
 
 
 
 
 

 
Note. You will not be able to add extra categories / counties over your package limit, so please contact us if you want 
further coverage. You cannot create new categories / counties but if you have a very specific requirement, again please 
contact us and we will endeavor to accommodate. 
 



3. Company Details – Maintenance 

 

 
 
 
 
 
 
 
 
 
 
 
All the basic company 
details should have 
already been set up for 
you, but if you want to 
change them, then you 
can. 
 
 
 
With an Advert Access 
Key or a Product Key 
you will be able to 
maintain all these 
additional details. 
 

Notes: 
 

1. You can only 
select images 
after they have 
been uploaded 
via the images 
screen. Only 
images that are 
the correct 
dimensions will 
display in the 
combo boxes 

 
2. For profiles all 

bullet points 
will be 
removed and no 
line spaces can 
be used. The 
profile will 
always be 
displayed as 
continuous text. 

 
 



4. Image upload  
Images that are to be displayed in the company listing and company details screen are uploaded here. The 
images should be uploaded prior to being set-up in either the product or company details screen. 
Image types that can be uploaded are JPG or GIF files. The images that are uploaded need to be kept to 
certain sizes and dimensions dependant upon the positioning (listing page, main details or product image) 
of the image. Images can be shrunk when you are uploading.  
 

 
 
 
After the image has been uploaded a 
meaningful name should be used that 
describes the image, as Search 
Engines, such as Google cannot 
determine the picture. This is 
displayed in some web browsers 
such as Internet Explorer when you 
move the mouse pointer over the 
image and is often referred to as the 
ALT text. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
These are the maximum sizes that 
should be used to upload images that 
are used in the main company details 
or company listings screen. 
e.g., 580x200(30k) - image 
dimensions should be a maximum of 
580 pixels wide by 200 pixels high. 
The image size should be a 
maximum of 30k Bytes. 
 
 
 
Maximum dimensions / size for 
product images. 
 
 
 
 
Once your image has been saved to 
your PC you can find the relevant 
image by selecting the browse button 
and selecting the image for upload. 
 
Whilst you should re-size your image 
using your graphics software there is 
a drop down combo that can be 
selected to re-size your image. 
 
Press the upload button to upload the 
image. Each image you want to 
upload needs to be done individually. 

 



5. Product Maintenance 

 

After selecting the 
product button each 
product has to be set–up 
individually and saved 
individually one at a 
time. 
 
 
 
 
Actual £’s can be 
entered or text e.g. 
‘Prices from £30’, ‘POA’. 
 
 
 
 
 
 
Select the product 
classified heading that 
you want your product to 
be listed under. If there 
is not a specific product 
category that you want 
then please contact us 
and we will check to see 
if this can be set-up. 
 
 
 
A description can be 
added and line spaces 
can be used for product 
descriptions. 
 
 
After you have uploaded 
the images. The relevant 
image can be selected 
to be displayed for the 
product. Only images 
that have the correct 
dimensions and file size 
can be selected from the 
combo boxes. 
 

Notes: 
  

1. Please set-up 
and save each 
product 
individually.  

2. Once your 
product has 
been set-up it 
will display 
immediately to 
all users, but the 
count of 
products in a 
product 
category only 
updates 
overnight.  

 


