How to Register and Edit Your Business

on the

Hudson City Business Directory

REGISTER YOUR BUSINESS

Go to http://www.mygovhelp.info/hudsonoh/

Select Register my Business
Even if your business already appears in the City
Business Directory, you must complete this step to
access the editing features.

PLEASE NOTE: Once you submit your registration, it
will take up to 48 hours to receive approval from
the City. At that time, you can begin to edit your
listing.

Complete the registration form, and Submit
You can copy and paste into City Business Directory

Local Businesses

Welcome to Shop Hudson, the City's new On-Line
businesses by category or name of business, while gt
special offers, upcorming events. job opportunities and wha

s Directory. The site allows residents and visitors to search for
sses a chance to provide citizens with information about other
ey want to share.
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Shop Local Businesses

Service Request Type: Register My Business

fields if you wish

Description:

*Contact E-Mail:

#Name of Business:
*Business Address:
*Business City:
*Business Phone:
*Business State:

*Business Zip:

Please list my business on ShopsQA.

SampleHudsonBusiness@gmail.com

Sample Hudson Business

100 Sample Drive

Hudson

‘330-0000000 |
Ohio

44236

Shop Local Businesses

Complete the contact and password form, and Submit
Be sure to jot down your password and keep it
somewhere secure

*Email Address:

*Password:

*Confirm Password:

SampleHudsonBusiness@gmail com

ssssssss

A confirmation message will appear
Print and retain this for your records

#*First Name: Jane
*Last Name: Sample]
Shop Local Businesses
Reference No: ‘WO000305-110711

Contact E-Mail: SampleHudsonBusiness@gmail.com

Thank you. Your contact information has been sent for approval and you will received a confirmation message:
shortly.


http://www.mygovhelp.info/hudsonoh/

You will also receive a confirmation email from "Hudson Business Directory"

From: Hudson Business Directory <hudsonoh@mycusthelp.com>
Date: Mon, Nov 7, 2011 at 12:27 PM

Subject: Welcome to the Hudson Business Directory

To: SampleHudsonBusiness@gmail.com

Dear Jane Sample,

Thank you for registering. Once approved you will receive an email confirmation. You
will then have the ability to update your business information.

Please allow 24-48 hours for turnaround time.

Email Address: SampleHudsonBusiness@gmail.com
Password: (your password will appear here)

Once you are approved by the City of Hudson, you will receive another email. This can take up to two
business days.

From: Hudson Business Directory <hudsonoh@mycusthelp.com>
Date: Mon, Nov 7, 2011 at 3:58 PM

Subject: [BUSINESS_NAME] has been approved!

To: SampleHudsonBusiness@gmail.com

Hello Jane Sample,

You have been approved to update your business on the Hudson website!
To view instruction on how to Edit your Business please click here
Thank you,

The City of Hudson

Your registration is now complete, and you may edit your listing.
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EDIT YOUR DIRECTORY LISTING

Go to http://www.mygovhelp.info/hudsonoh/

Local Businesses
Select Edit my Business Welcome to Shop Hudson, the City's new On-Line Business Directory. The si

businesses by category of name of business, while giving businesses a chance
special offers, upcoming events, job oppertunities and whatever else they want to sha

s residents and visitors to search for
citizens with information about other
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. . P Shop Local Businesses
Select View My Directory Listing -

Login here to check responses lons you have submitted or to access premium-level support.

Click above to acces: date your business registration.

View Wiy Directory Listings

Click above to view your directory listings.

Edit Customer Account Information

Click above to access and update your customer account information.

Shop Local Businesses

Log in
. . . *Email Address: samplehudsonbusiness@gmail com
Use the email and password you established during the I
registration process
Forgot your password?
Create Account

. . Shop Local Busjfisses
Click on the name of your business

Search Results

Displaying results 1 1
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Shop Local Businesses
ClICk the pencil icon View My Business Registration | Update Your Contact Information | Logout | My Listings | Add Listing

SampleHudsonBusiness

Hudson
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At the top of the editing screen, there are 6 unlabeled icons.
From left to right, they are: Sl Eoe e e
View Wy Business | Update Your Contact | Loout | My Listings | Add Listing

Save Hello Business Owner! Welcome to Shop Hudson...Please complete all sections that apply to your business.
Go back t]ﬁ.@@.iz); W
Help
Webinar schedule
Add a video
Add a coupon

E Details


http://www.mygovhelp.info/hudsonoh/

You will want to save your work frequently. When you do so R —

it ta kes you Out to the screen ShOWn here. click on the back View My Business Registration | Update Your Contact Information | Logout | My Listings | Add Listing
arrow on your Internet browser to return to the editing screen - vourshanses naie seen saved

Return to Direclory Listing

- NOT Return to Directory Listing, which takes you instead to the
main search page.

Complete your listing. You can copy and paste into the fields on T

the editing page if you wish. A few notes and tips: - R Py
Click on the + sign next to a heading to open up the E—tee e
editing fields

Fill in the Keywords list extensively: those words that
shoppers will use to search, that can guide them to you.

Be sure to use plurals and synonyms to cast a wide net -

for your business. - -

Check to see if any of the Special Identification items o £
apply to you: New Listing, Open 24 Hours, or Sale. -

Selecting any of these will create an associated icon on -

your listing. S

In Photo or Image, upload the logo or photo that you T e
would like to appear in your listing. You will have the R =
opportunity to add additional photos later on the editing — -

page. Please note: images not proportioned like a
3.5x5" photo will be distorted to meet that proportion in
your listing.

URLs: If you have a website, Facebook or Twitter
presence, photos on a site such as Snapfish or Picasa,
etc., you can enter the addresses here. TIP: Open up
the site, and copy and paste in the URL from your
browser in order to ensure accuracy.
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Save your work.

You can return to the editing process as often as you wish, to update hours, menus, etc.

Thank you for helping make the Hudson City Business Directory
a useful resource for residents and visitors alike.



