
 
 

How to Manage Your Business  
 

1.  Go to your CityÕs ShopsQA Website  
 

2.  Click on ÒEdit My BusinessÓ  

 
 

3.  Click on Ò View My Business ListingsÓ  
 
 
 
 
 
 
 
 

4.  Login with your User Name and Password  
  
  
  
 
 
 

 
          
 
 
 

You Created Your Password when Registering Your Business 
 

5.  Click on you Business Listings Name  
 

6.  Click on ÒEdit this ListingÓ which is the pencil icon  
  
  
  
  

 
 
 
 



 
 
 
 
7.  Fill in the general information on your business  
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
8.  Select all the Categories you would like your Bu siness to Appear  
 
 

   
 
 
 
 
 
 
 

Customers can sign up for a 
mailing list if you provide 
your email address in the 
Mail ing List email.   
 
Special Identification shows 
an icon next to your business 
name on the Directory  
(i.e. sale, new listing, etc.) 



 
 
 
9.  Complete all Sections you would like your consumers to view on your 

Business Listing  
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

10.   SAVE all changes by clicking the Save Icon.   

 
Icons Are (in order they appear):  

Save All Changes, Go Back to the Busin ess Directory, ShopsQA Support (FAQÕs 
and Ask a Question), Sign Up to Join a Live ÒHow ToÓ Webinar, Watch our one -

minute ÒHow ToÓ Videos, and Create a Coupon  
 

11.   Add Coupon to Page by clicking, ÒCoupon CreatorÓ icon:  

 
12.   Click ÒAdd CouponÓ  

 
 

a. If you are uploa ding an existing coupon from your computer:  
i.  Click Upload  



 
 
 

ii.  ÒNameÓ your Coupon 
Set ÒStatusÓ as one of the following:  

1.  Active (live on site and viewable to consumers)  
2.  Pending (will sit in queue until status updated)  
3.  Inactive (for coupons no longer valid)  
4.  Deleted (for coupons you will not use again in future)  

 
 

iii.  Click ÒBrowseÓ and choose file to upload  
iv. Click the ÒSaveÓ icon at the top of the page  

b. If you are creating a coupon from one of the templates provided:  
i.  ÒNameÓ your Coupon 

ii.   Set ÒStatusÓ as one of the follo wing:  
1.  Active (live on site and viewable to consumers)  
2.  Pending (will sit in queue until status updated)  
3.  Inactive (for coupons no longer valid)  
4.  Deleted (for coupons you will not use again in future)  

iii.  Select ÒCoupon TemplateÓ Ð Choose simple or detailed 
templa te 

iv. Fill in all required fields marked with an asterisk ( *) 
v. Click ÒSaveÓ at the top 

 
13.   Your active coupons will appear at the top of your business page.  

 


