
Trade Connect NR  
‘Add a Listing’ Instruction Guide. 



Step by Step Guide to adding a listing. 
1. Access the homepage https://envisionandcreate.com.au/home/  
Click on the button to Create/edit a business listing here. 
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2. Access Login/Register page https://envisionandcreate.com.au/home/login/ 
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3. A message will appear to say (1) ‘Your account has been created successfully’. (2) 
Click on this message icon (small >>). A second message will appear to say ‘Check your 
email to verify your account’. 
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4. An email will be sent to your registered email to verify the account. Check your spam 
folder if you can’t see it in your inbox and unspam the email. 
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5. Verify your account by clicking on the email link (1). You will be taken back to the 
website and a notice (2) will appear to confirm you have verified your account. 
Then you can Login. 
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6. Login using your Username and Password. 
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7. Click on ‘Add Listing’ button top right. Note: It may appear further down on an iPhone screen. 
The link will take you to the ‘Package Prices’ page. 
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8. The ‘Package Prices’ page will outline the benefits of each package. 
     Choose a Plan Level 1 to 3 to suit your marketing needs. 
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9. Fill out the selected ‘Plan Level’ form you have chosen by adding your information 
and marketing material as required. Note: (logo, business description, social media urls, 
6 images should be already stored in a folder on your iPhone or laptop).  
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10. Fill out the selected ‘Plan Level’ you have chosen, by adding your information and 
marketing material (logo, business description, social media urls, 6 images should be 
already stored in a folder). (1) Make sure you include ‘Available to Work’ message and 
(2) the Service Area (local Shires) you cover.  
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11. Fill out form -  Add Contact Details. 
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12. Fill out Form - Paste or add your Social Media URLs. 
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13. Fill out Form - Paste or add your business Listing Description. 
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14. Fill out Form - add up to 6 Photos from your folder on your iPhone or Laptop.  
Note: keep the photo all in the same format (all landscape or all portrait) and under 
1MB per photo. 
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15. Fill out Form - (1) add your 6 profile photos from your computer or iphone gallery. You 
can use the Options button (1a) via Safari on your iphone to resize your photos to be under 
1MB if Google is not providing this option. Then Add the video url from YouTube (2). 
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16. Add your Tags (3) then click ‘Add to Cart’ button at the bottom to process your 
payment. 
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17.  If you do not have a coupon click ‘Proceed to checkout’. A coupon when added will 
give the user a discounted price. 
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18. Fill out your Billing details. 
18. 



19. Select and click button for either (1) Direct bank transfer or  (2) ‘PayPal’ icon. 
If you choose (1) Direct bank transfer then click Place order (green button). 
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20. If you select (1) Direct bank transfer click Place order button and you will see the message 
Order received. You will need to manually do a bank transfer from your selected device. 
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21. Select and click button (2) ‘PayPal’ icon, then (3) click on yellow PayPal bar. 
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22. Note: If you are already a PayPal member and wish to pay via your account, 
enter your email or mobile number via the first option. 

22. 



23. If you wish to ‘pay as a guest’ click the second option ‘Pay with a Card’ 
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24. Check out as a guest option:  
       Add your email address again to receive communication from PayPal. 
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25. Check out as a guest option:  
       Add your email address again to receive communication from PayPal. 
       The click ‘Continue to Payment 
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26. Check out as a guest option:  
      Add Credit Card or Debit Card Details. 
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27. Check out as a guest option:  
      Click ‘Pay Now’  button to finalise payment. 
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28. Confirmation message and summary ‘Order received’ will appear on the website screen. 
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29. A receipt will be sent to your email from Envision and Create. 
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30. A receipt from PayPal will be sent to your email. 
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31. You can update your business listing at any time by accessing Login/Register page. 

31. 


