
In Area Code 
Web Sites, LTD

“How to” Guide for 
Red and Blue Subscription Members

In Area Code Web Sites, Ltd.

For assistance or more information visit:

In Area Code Gateway http://www.inareacode.com

In Area Code Web Sites, LTD Yellow Pages Directory Guide

http://www.inareacode.com/


Important! 
Please Read this Page First!

We suggest you read through this book in 
it’s entirety once first,  print it out, then 
follow along on your computer as you’re 
going through each step. This will help 
give you a better idea of how to enter 
your business listing in the Yellow Pages 
Directory and advertisements on the 
Main Site. 



•Enter your business listing in the Yellow Pages Directory
• Place an ad on In Area Code’s Home Page 

• Fill out your profile
•Create your Biographical Information

•Create a link in your Bio Info Box
•Format your ad
•Schedule your ad to auto delete, move or repeat
•Publish your ad to the web

• Fill out a support ticket

In this guide, 
we’re going to show you how to:

Note: Clicking on the links above will take you to the corresponding  page 
in the guide. However, when you’re reading through the guide for the first 
time, please don’t skip ahead. The links are provided for your convenience 
when referring back to the guide at a later time. 



Chapter 1
How to Enter Your Business Listing In 

the Yellow Pages Directory

These instructions begin assuming you’ve already logged into the site, so if you 
haven’t done so, please do that now.
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Please Note: The information you enter here is the same info you  use for other 
directories. For easy reference, have that info handy as you fill out The Yellow Pages 
Directory on Steroids.



After Login

After you log in, your screen will appear as shown below. Under the subheading “How to 
Use This Site, Click on “Click Here” as indicated by the arrow.



For Advertisers Only

Click “Here”, as indicated by the red arrow. Please note: the text preceding “Click Here” 
will be different than it appears in the image below.



Yellow Pages Directory Form

This is the page where you will enter your business listing as it will appear in the Yellow 
Pages Directory. Scroll down, about half way, to see the form (as shown on the next 
page).



Yellow Pages Directory Form

After you scroll down you will see the form, as shown below. 
On the next pages, we will guide you so that the information 
you enter below will get you the best results from In Area 
Code’s Yellow Pages Directory.



Yellow Pages Directory Form  
“Your Name”

In the “Your Name” box, outlined in yellow, enter your personal name, not 
your business name. This is for contact purposes. There is a separate box for 
your business name.



Yellow Pages Directory Form  “Category”

In the “Category” box, outlined in yellow, click the ‘down arrow’ and select a 
category from the list that best suits your business. 

Please note: As a red or blue subscription member, you can enter as many 
business listings as desired.  Therefore,  choose one category that best suits 
your business now, then come back and create another listing under a 
different category. 



Yellow Pages Directory Form 
“Your Email”

In the “Your Email” box, outlined in yellow, type in the Email address you would like us to 
contact you with. This may not be the same Email address your organization uses on your 
website or for promotional purposes. Enter the Email address where In Area Code can contact 
you regarding your business listing.



Yellow Pages Directory Form  
“Organization Name”

In the “Organization Name” box, outlined in yellow, type in the name of your 
organization, business or company as you would like it to appear in the Yellow Pages 
Directory listing.



Yellow Pages Directory Form  
“Organization Description”

In the “Org. Description” box, outlined in yellow, type in the description of your organization as you would 
like it to appear in the Yellow Pages Directory. For instance, a Beauty Salon owner might  use a description  
something like this: “Beauty Salon, specializing in up-to-date hair styles, cuts and color. We also have a 
tanning bed, a massage table, and a manicure, pedicure station for all your beauty needs”. Use 800 
characters or less, and text only (no code, HTML, line breaks or formatting).



Yellow Pages Directory Form  
“Keywords”

In the “Keywords” box, outlined in yellow,  enter ‘keywords’ and ‘key phrases’ that best describe your business, your products, your 
services, etc.  These keywords serve two purposes: First of all, Google uses them, so when a customer conducts an internet search, 
the keywords entered here appear in Google’s search results.  Because In Area Code is already ranking number one in Google, new 
potential customers will find your business listing very easily. Second, In Area Code Directory customers will type in keywords and 
phrases in the Yellow Pages Directory when searching for services or products.  So, when entering keyword s here, begin by entering 
the city or county your business is located in. As an example, let’s say you’re a heating and cooling business owner. You would enter 
‘Redding heating’, ‘Redding cooling’, ‘area code 530 heating and cooling’, etc.  



Yellow Pages Directory Form 
“Organization Website”

In the “Org. Website” box, outlined in yellow,  enter the URL, also called the web address, to your 
businesses web site. For instance, In Area Code’s URL is: http://www.inareacode.com. Be sure to 
enter the ‘http://’ and then the domain name of your website . This will create a direct link from the 
Yellow Pages Directory to your website. 

http://inareacode.com/


Yellow Pages Directory Form  
“Organization Phone”

In the “Org. Phone” box, outlined in yellow,  type in the phone number, including 
area code for your business or organization, as you want it to appear in the Yellow 
Pages Directory.



Yellow Pages Directory Form  
“Organization Email”

In the “Org. Email” box, outlined in yellow,  type in the Email address for your business or 
organization, as you want it to appear in the Yellow Pages Directory. This is the Email 
address your customers and clients will use to contact your organization regarding sales, 
etc.



Yellow Pages Directory Form  
“Organization Address”

In the “Org. Address, City, State/Province, Zip Code and Country” boxes, outlined in yellow,  type in 
the physical address of your business or organization, not a PO Box. This will be used by potential 
customers and clients when they search by geographical location. If your business doesn’t have a 
brick and mortar location, such as an Internet business, leave this section blank.



Yellow Pages Directory Form –
“Submit Listing”

Before you click the “Submit Listing” button, indicated by the arrow, double check all the information you entered 
into the form. Check for typographical errors and be sure everything is the way you want it to appear in the Yellow 
Pages Directory. Once you’re sure, go ahead and click the “Submit Listing” button. Your listing will be submitted to 
In Area Code for approval. Upon approval, your listing will then appear in the Yellow Pages Directory. Remember, as 
a Red or Blue Subscription Member, you can have as many listings in  the Yellow Pages Directory as you choose.

Please note: If you ever need to edit, change or remove your directory listing, you will 
need to open a Tech Support Ticket. We cover how to do this in detail in Chapter 3. 



Chapter 2
How to Place an Ad on 

In Area Code’s Home Page

This “How to” lesson assumes you’ve already logged into In Area 
Code. So, if you have not done that yet, please do so now.
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After Login

After you login, you will see this page. Click on “The Dashboard” indicated by the 
arrow.



Your Profile

This area is called the “backend” of In Area Code. Regular web users can’t see 
this portion of In Area Code; only subscribers, such as yourself, and In Area 
Code’s administrators have access to this part of In Area Code.

There are many facets to the “backend”; we are going to start with filling out 
your profile.



Your Profile
“Personal Options”

In the “Personal Options” Section, circled in yellow, you can leave everything the way it is. 
No need to change any settings here. 



Your Profile
“Name”

In the “Name” Section, circled in yellow, fill out your First Name, Last Name, Nickname 
(which could be your first name, unless you have a different Nickname you prefer). In the 
“Display name publicly as” click the ‘down arrow’ and choose one of the names from the 
list as you’d like your name displayed to the public.



Your Profile
“Contact Info”

In the “Contact Info” Section, circled in yellow, enter your contact Email address. You can 
also enter the other information if it pertains to you, but you can leave it blank if you 
prefer. Check the box next to “Subscribe to Mailing List”. We will use this to inform you 
about new things to the site as well as to inform you about anything pertaining to your 
membership



Your Profile
“About Yourself-Biographical Info”

This next section, “About Yourself-Biographical Info” is a very important section, so we’re 
going to give you lots of details about filling this part in. But, don’t let that scare you. Once 
you do it, you most likely won’t have to change it again. 



Your Profile 
“About Yourself-Biographical Info” (cont’d)

The information you type into the “Biographical” Info box will appear at the bottom of 
each of your advertisements. You may also have seen this called an “Author box” or 
“Author Profile”. If you don’t want this information to appear under your advertisements, 
then leave it blank.  Please see the next page for further instruction, which will help you 
determine if you want this information to appear or not.



Your Profile
“About Yourself-Biographical Info” (cont’d)

The image below is a screenshot of a portion of a sample advertisement with In 
Area Code. The area circled in yellow is the “Biographical Info” as you enter it into 
“Your Profile”.  It will be added to every advertisement you post to the site. 



Your Profile
“About Yourself-Biographical Info” (cont’d)

Here is a closer shot with further description. As an example, let’s say you’re the owner of a 
beauty salon. You might enter something like this: “Jane Doe is the owner and operator of 
Jane’s Beauty Salon, and as such takes great pride in her business and is always reaching for 
excellence. Jane personally interviews and hires only the most qualified staff. ” Of course this 
is only an example, you will enter what is an appropriate bio line for your business or 
yourself as the business owner.



Your Profile
“About Yourself-Biographical Info” (cont’d)

You probably noticed we talk about having a link in the bio as well.  You may be 
wondering just how to do that. It’s not too complicated, but can be a little tricky. 
But, if you follow these instructions, you’ll be able to add a link to your website in 
no time.



Your Profile 
“About Yourself-Biographical Info” (cont’d)

In the image below, I’ve entered some information (text) into the Bio Info box. Easy-peasy and 
you can certainly leave your info box just like that if you prefer. However, to get the most out 
of your advertisement, we suggest creating a link to your website in the box as well. We are 
going to make a link to a fictitious website called “Jane Doe’s Beauty Salon”, and we are going 
to link the text “See our website”.



Your Profile “About Yourself-Biographical Info” 
(cont’d)

Below, I’ve  copied and pasted the HTML code you would use to create the link as described in the 
previous page.

<a href=http://www.janedoesbeautysalon.com>See our website</a>

It is basic HTML code and once you create it in your bio, you won’t ever need to change it, unless 
your web address changes or something like that. Here is a break down of how to create a link to 
your website:

1. In front of the text in which you want to create a link, type: <a href= 
2. Next, type the web address or URL to your website. We talked about this in Chapter 1, Filling out 

the form for your Yellow Pages Directory Listing; it is your domain name with http:// in front of it. 
For example: http://www.janedoesbeautysalon.com. So put Step 1 and Step 2 together and you 
now have: <a href=http://www.janedoesbeautysalon.com

3. Now you need to close the link, so at the end type >. 
4. Next, type in the text you want people to click on to take them to your website. In this example, 

“See our website” is the text we’re making into a link; this is what it looks like :
<a href=http://www.janedoesbeautysalon.com>See our website

5. Next, we just need to close it all, so type, </a> This is what the last sentence will look like in your 
bio info box: 
<a href=http://www.janedoesbeautysalon.com>See our website</a>for complete information.

Not too difficult was it?

http://janedoesbeautysalon.com/


Your Profile
“About Yourself-Biographical Info” (cont’d)

Here is a screenshot of the bio info box with  the linked text as shown on the previous 
page.



Your Profile
“Changing Your Password”

When you first registered as a subscriber to In Area Code, you were given a 
password along with your username. If you ever need or want to change your 
password, this is where you do it.  Simply type in your new password in the 
first box, and then type it in exactly the same, in the second box. 



Your Profile
“Completing Your Profile”

When you’re profile information is complete and just the way you like it, click 
“Update Profile”. “



Creating Your Advertisement

Now that your profile page is up to date, we are going to show you how to create 
an advertisement. Whenever you click on “The dashboard”, after you log in, this is 
the page you will be taken to. From here, click on “Posts”. 



Creating your Ad
“List of Advertisements”

After you click “Posts”, you will see a page that looks something like this. Basically, 
it’s a list of advertisements, yours and all other subscriber’s. Here, you can edit your 
own advertisements, but not other subscriber’s and vice-versa. In other words you 
only have access to your ads and other subscribers only have access to their ads. 
From here, click “Add New”, as indicated by the arrow.



Creating Your Ad
“Add New Post”

This is the area where you will type in your new advertisement. In the pages below 
we will go over each area in detail, to ensure you get the most out of In Area Code 
Yellow Pages Directory on Steroids.



Creating a Title for Your Ad
In the Title box, circled below in Yellow, type in a catchy title for your advertisement. 
Using the Beauty Salon Example, you might want to enter something like: “Beauty 
Salon offers $60 Color and Cut for a Limited Time” or “Jane’s Beauty Salon offering $25 
Hair cut and style”.  In the title of your advertisement, you want to be sure to use at 
least one keyword pertaining to your business. In the example above, I used “Beauty 
Salon” as the keyword. This will help Google searchers find your business as well as 
those who search our Yellow Pages directly.



Creating Your Ad
“The Body”

The circled area below is where you will create “the body” of your advertisement.  There are 
a few thing you want to take note of here: We will cover each feature in detail on the pages to 
follow.  But, before we move on to those, there’s one very important item to note when 
creating the “body” of your ad: Be sure to use the same keyword that you used in the Title 
of your AD in the first sentence of the body of your ad. This will help the Search Engines 
find your ad easier.



Creating Your Ad
“Visual Tab”

The first thing you want to check before creating your advertisement is 
to be sure the “Visual” tab, circled below, is selected. If it’s not, just 
click on it and your screen should look like the one shown here below. 



Creating Your Ad
“Formatting Buttons”

The images (called icons) circled below are “formatting buttons”.  If you use 
any type of word processing program like Microsoft Word, then you are 
probably familiar with these. If you don’t, I will give a brief description of 
each one shown here in the pages to follow.



Formatting Buttons
“B” for Bold

The “B” button makes the text you type into the box bold. Click the “B” button 
before you begin typing the word you would like in bold; and then click it again 
to end the bold text. You can also highlight, or select, text you’ve already typed 
to appear bold, then click the “B” button to get the same results. 



Formatting Buttons 
“I” for Italicize

The “I” button italicizes text and works the same as the “B” button; click 
before typing a word or phrase you’d like in italics or select text already typed, 
then click the “I” button. 



Formatting Buttons 
“ABC”

The ABC button is used to “strike through” text. Select the desired text, then 
click the ABC button.  



Formatting Buttons 
“Bulleted List”

If you are creating a an unnumbered list, you will want to use the button circled below. 
Here are the results of using this button:
•This is the first item
•This is the second item
•This is the third item



Formatting Buttons 
“Numbered List”

If you are creating a numbered list, you will want to use the button circled below. Here are the 
results of using this button:
1. This is the first item
2. This is the second item
3. This is the third item



Formatting Buttons 
“Quoted Text”

If you want text to appear in a quote box, select all of the text to be in the quote and 
click the button circled below. 



Formatting Buttons 
“Align Paragraph”

The next three buttons are used for paragraph alignment; left, center and right. 



Formatting Buttons 
“Miscellaneous and Spell Check”

Two of these buttons, the one on the left and the one on the right are miscellaneous buttons and you won’t be 
using them for your advertisements. The middle button is the spell check button, so when you’re finished 
typing your ad, you can click it and it will check for spelling errors.  A red line will appear under any misspelled 
words. Right click with your mouse and a list of suggested words will appear. You can choose a word from the 
list or simply ignore it. 



Formatting Buttons 
“Kitchen Sink”

When you click the last button, circled below, you will see another line of 
editing buttons appear, as shown on the next page.



Formatting Buttons 
“Kitchen Sink”

Circled below are more editing buttons that you will want to become familiar 
with. On the next pages, I will explain what they’re for and how to use them.



Formatting Buttons 
“Paragraph”

When you click on the ‘down’ arrow in the ‘paragraph’ button, shown below, a 
list of different formatting choices will appear.  The next page shows text 
formatted using the paragraph style.



Formatting Buttons 
“Paragraph”

As you can see in the example below, using the paragraph option creates 
‘normal’ size text. 



Formatting Buttons 
“Heading 1” Option

The text circled below appears using when the Heading 1 option is selected. You 
would use this option when creating a large header in the body of your ad.



Formatting Buttons 
“Heading 2” Option

The text circled below was created with the Heading 2 option. You would use this 
option when creating a subheading large header in the body of your ad.



Formatting Buttons
“Heading 3, 4, 5 and 6” Options

In the image below, you can see the other Heading options shown in the drop down 
box. On the next page, are examples of each Heading size option (3, 4, 5, and 6)



Formatting Buttons 
“Heading 3, 4, 5 and 6” Options

In the image below, you can see the other Heading options. As you can see, as the 
heading number increases, the size of the text decreases.  You can choose which 
Heading size is most appropriate for your ad.



Formatting Buttons 
“Underline”

To underline text, select the text you wish to highlight, then click the ‘underline’ 
button, circled below. If you change your mind, just select the underlined text and 
click the underline button with will remove the underscore.



Formatting Buttons 
“Justified Full”

The paragraph below is “fully justified”. See how the right edge of the text, circled in 
blue, is aligned evenly? Also notice the spacing between each word. Selecting the 
“justified full” button, circled in yellow, creates this effect. 



Formatting Buttons 
“Text Color”

The button circled below is the “Text Color” button and is used to change the color of 
selected text. In the example below the first 5 words in the paragraph were changed 
to red.  Simply select the text you want to change and click the button.



Formatting Buttons 
“Remove Formatting”

The next button we’re going to talk about is the “Remove Formatting” button. We will go over 
the two buttons to the left of it a little later, as they are slightly more complex. The “remove 
formatting” button is used to remove selected formatting from text. So, say you selected some 
text to be red and underlined, but now you change your mind and prefer the text to be all the 
same. Select the text you want to remove all formatting from and click the button, as circled 
below.



Formatting Buttons 
“Select Custom Character”

Circled below, is the “select custom character” button. The select custom 
character button allows you to insert special characters that aren’t on your 
keyboard. On the next page, we’ll show you how this works.



Formatting Buttons 
“Select Custom Character”

Below, the image shows a pop up box that appears when you click the “select 
custom character button” As you can see there is a wide variety of characters to 
choose from. Click on the character you’d like to use in your ad, and it will be 
inserted at the placement of your cursor.



Formatting Buttons 
“Outdent and Indent”

The ‘outdent’ and ‘indent’ buttons (circled in yellow) are used to indent and 
outdent paragraphs. Below, the paragraph is indented (blue circle) by clicking 
the indent button once. To move it back, click the outdent button.



Formatting Buttons 
“Undo and Redo”

The ‘undo’ is used to ‘undo’ the last action you just performed. For instance, say 
you made a typographical error and noticed right away; click the ‘undo’ button (on 
the left) and the typing disappears. The ‘redo’ button (on the right) reverses the 
‘undo’ action just performed.



Formatting Buttons 
“Help”

The last button in the row is the “Help” button. Click it, and a pop up box will 
appear as shown on the next page.



Formatting Buttons 
“Help”

This “Rich Editor Help” Box goes into greater detail about using each of the 
buttons described above.  You can read it if you prefer, but this ‘how to’ guide 
explains everything quite well.



How to Insert an Image into Your Ad 

The next section we’re going to cover is how to insert an image into your ad.
Click on the button, circled in yellow below. 



How to Insert an Image into Your Ad 

The image below shows the box that will ‘pop up’ on your screen. Click “Select 
Files”, as indicated by the red arrow.



How to Insert an Image into Your Ad 

Another box will ‘pop up’ which will be a list of files and documents on your computer. 
Double Click on the image you wish to use in your advertisement. Please note; your files 
and documents may appear as ‘thumbnail images’, a ‘list’ (as shown here) or as ‘tiles’ 
depending on your computer’s settings. For instructions on how to change the view, see 
the next page.



How to Insert an Image into Your Ad 

To change how your documents and files appear, click the button circled in 
yellow below. Again, placement of buttons and the appearance of your screen 
might be different based on the type of computer you’re using and the 
operating system.



How to Insert an Image into Your Ad 

From the options, I recommend “Thumbnails” as the best choice for viewing 
images on your computer.



How to Insert an Image into Your Ad 

Now you can see small thumbnails of the images on your computer. Choose 
the one you wish to insert into your ad, by double clicking on it.



How to Insert an Image into Your Ad 

You will now see the screen as shown below, only with the image you’ve 
chosen.  



How to Insert an Image into Your Ad 

You have a few options here, or you can leave everything the way it is:
Title: You can rename your image. This is for your purposes only. 
Alternate Text: You can give your image some alternate text, or added description.
Caption : Any text you enter here will be shown below the image in your ad on the web.
Description: You can give your image a more detailed description. 



How to Insert an Image into Your Ad 

When you scroll down inside the “add image” box (not your internet browser scroll bar) 
you will see more options. There are a few key things to note here. We will cover those 
in the next few pages..



How to Insert an Image into Your Ad 

The “Link URL” area is used to link your image to something. In other words, when 
someone clicks on the image, they will be taken to wherever you link the image to. You 
can also choose not to link the image to anything. To link the image to your website, for 
instance, type in the URL or web address to your website.  This would be the 
http://www.yourwebsite.com, for example. If you don’t want it to link to anything, click 
“None” just below the URL box.

http://www.yourwebsite.com/


How to Insert an Image into Your Ad 

The Alignment area gives you 4 options. Click the button next to the alignment of your 
choosing. 

The Size area also gives you some options depending on the size of the image selected. 
In the example below, the options are Full Size (300x257) and Thumbnail (150x150). 
Please choose a size  no larger than 450 in  width or heighth, as this will work best in 
your advertisement. Anything larger and you could break the site.



How to Insert an Image into Your Ad 

The next step is to click “Insert into Post”, as circled below. 



How to Insert an Image into Your Ad 

The image below shows the image as it appears in the body of your ad. The image I 
selected is aligned “none”. To  edit, click on the image.



How to Insert an Image into Your Ad 

You will see two small images, or icons, appear in the upper left corner of the image. To 
edit, click the icon on the left. (If you decide to delete the image, click the icon on the right.)



How to Insert an Image into Your Ad 

After clicking the ‘edit’ button (as shown on the previous page), this box will ‘pop up’. Here 
you can change the Alignment, Edit the Title, Edit the Caption and Edit the Link URL. 



How to Insert an Image into Your Ad 

In the example below, I changed the Alignment to “Right”.  After making the desired changes, 
click the “Update” button, as circled below. 



How to Insert an Image into Your Ad 

The example below now shows the image “right aligned”. 

Though it seems like a lot of steps now, once you do it a few times, you’ll think inserting an 
image into your ad is a breeze. 



How to Paste Text from a Text Editor
(such as Notepad)

You may have an ad typed up in a text editor such as Notepad. Copy the text 
from the text editor, then click on the button, circled below.



How to Paste Text from a Text Editor
(such as Notepad)

A box, as shown in the image below, will be shown on your screen. Place your cursor 
in the box and press CTRL and “V” at the same time to paste the copied text in the 
box.  Click “Insert” as circled below. 



How to Paste Text from a Text Editor
(such as Notepad)

The copied text now appears in the formatting box, as shown in the example below. 
You can format the text as desired using the formatting buttons as shown previously.



How to Paste a Pre-Created AdFrom Microsoft Word

Next, you will learn how to  paste an ad created using MS Word. First, copy the ad 
created in Word. Then, click the button, circled below.



How to Paste a Pre-Created Ad From Microsoft Word

Next, you will learn how to  paste an ad created using MS Word. First, copy the ad 
created in Word. Then, click the button, circled below.



How to Paste a Pre-Created Ad From Microsoft Word

Place your cursor in the box, and press CTRL plus “V” at the same time to paste. In 
the example below, I’ve pasted some formatted text from a Word document. Click 
“Insert”.



How to Paste a Pre-Created Ad From Microsoft Word

The example below shows the formatted Word document, after pasting. Please note: 
Some formatting may get lost when copying and pasting, so be sure to look over you 
ad carefully. You can proceed with any additional formatting as desired.



As you scroll down the page, you will see a few fields, as circled below. 
You don’t need to do anything with those; leave them as they are. 

Miscellaneous Fields



The fields below can also be left as they are. 

More Miscellaneous Fields



The Platinum SEO Pack is a ‘plugin’ the search engines (like Google, Yahoo and Bing) will 
use to find your advertisement. On the next few pages, we will show you exactly how to fill 
in this section to get the most benefit.

Platinum SEO Pack



SEO stands for “Search Engine Optimization”, which basically means 
optimizing your ad (in this case) so that the search engines, like Google 
and Yahoo, can find it easier, which is why we want to go into detail 
about filling this section out.  Okay, to start, you need to fill in the Title: 
The easiest way is to copy and paste the Title you entered for your new 
ad.

Platinum SEO Pack
“Title”



In the description section, enter the description of your ad. This 
description will also appear in the search results on Google, Yahoo and 
Bing. On the next page, we show you what this means.

Platinum SEO Pack
“Description”



Below, is a screenshot of the search results for ‘in area code 530 
heating’ in Google. 

Platinum SEO Pack
“Description”



In this close up screenshot of the Google search results, we’ve outlined 
the description in Yellow. 

Platinum SEO Pack
“Description”



So, for the best results, be sure to enter a description that will catch 
the attention of potential new customers. Remember to use less than 
160 characters, as this is what the search engines use. See below for 
an example.

Platinum SEO Pack

Using the Beauty Salon example, a good description would be: Jane Doe’s Beauty 
Salon now offering $25 Hair Cut and Styling. Call 555-555-1234 for an appointment 
today.



In the Keywords section, you are going to enter keywords used in the 
title and the description, as well as other keywords your potential new 
customers will use when searching for your products and services; 
below is an example. Remember to use up to about 10 keywords or 
phrases, separated by commas.

Platinum SEO Pack 
“Keywords”

Using the Beauty Salon example again, suggested keywords are: beauty salon, hair 
cuts, hair styles, $25 hair cuts, beauty salon in area code 530, beauty salon in 
Redding CA, beauty salon in northern CA



The WishList Post Manager allows you to set a date for your advertisement to 
be deleted from the website, move your advertisement to a different category 
on a specified date, or repeat your advertisement in a specified number of days. 
We will cover each of these settings in detail on the following pages.

WL Post Manager



WL Post Manager
“Delete this Post”

The first option in the WL Post Manager is “Delete this Post”.  You would 
select this option if you want your advertisement to be deleted from the 
website automatically on a specified dated. To enable this feature on click 
the box next to “Delete This Post”. Then, in choose the desired date for 
deletion. See below for an example.

For example, say you’re running a sale for the month of January.  February 1st you no 
longer want this ad to appear on the web, so you would set the delete date and time for 
Feb.1 at 00:01. 



WL Post Manager
“Move this Post”

The next option is “Move this post”.  Say you want your advertisement to fall under 
different categories on different days to make it easier for searchers to find by 
category, click the box next to “Move this post”, then choose the date you want to 
switch categories, then choose the category you wish to move your advertisement 
to.



WL Post Manager 
“Repeat This Post”

You may wish to have your ad repeat in a set number of days or at regular intervals. 
Simply click the box next to “Repeat This Post”, then choose how often you want 
your advertisement to repeat by clicking the appropriate boxes and entering the 
number of days, months, years, etc. Ads should never be repeated daily; once a 
week or every two weeks is optimum. When you are finished making your 
selections, click “Save” indicated by the arrow.



WP to Twitter

No need to do anything here. Move along now. (Quote from Star Wars.)



Getting Ready to 
Publish your Advertisement to In Area Code

You’re almost ready to publish your
advertisement to the website; there
are just a couple more things you
need to do first though. See the
“Publish” box below? Here you can
choose to publish your ad
immediately, or schedule it to publish
on a specified date. If you want to
publish it immediately, you don’t
need to do anything. However, don’t
hit that Publish button just yet. The
“Preview” button allows you to
preview it, as it will appear on the
website once it’s published. I suggest
you preview your ads each and every
time before publishing. But wait!
There’s still a couple more things you
need to know before hitting that
Publish button. Go to the next page.



Choosing Post Tags and Categories

On the right, you can see the Post Tags
box. Here you want to give your
advertisements appropriate tags. What are
tags, you ask? Tags are another way
people can search for topics on the
Internet. For instance, if your ad pertains
to Jane’s Beauty Salon, an appropriate tag
would be “beauty salon”. If your ad is for a
sale on a specific item, or pertains to a
specific item, you would also want to “tag”
it with that, or those, items.

In the Categories box, you want to choose
the best categories for your
advertisement. Using the beauty salon
example, “beauty” would be an
appropriate category. Obviously you want
to choose the most appropriate category
or categories for your ad, so just scroll
through and click the box next to the most
appropriate categories.



Scheduling your Ad to Publish 

Okay, you’ve entered in your
advertisement, scheduled it to delete,
move categories or repeat, added
tags and have chosen an appropriate
category or two. If you want to
schedule your advertisement to
publish on a specified date and time,
click the “Edit” link next to “Publish
Immediately”.

That’s the beauty of In Area Code:
You can create a series of ads, then
schedule them to publish ahead of
time. Most likely you will be planning
your marketing in advance, so this
feature let’s you set the publishing
date and forget it.



Choose the month, day and year, as
well as time you want your
advertisement to publish to the
website. Click “OK”.

Scheduling your Ad to Publish (cont’d)



If, you’ve followed the steps in the
previous pages, you are now ready to
Publish your Ad. Go ahead, click the
Publish (or Schedule) button. Don’t
worry. If you click the Publish button
(or Schedule button) and then find an
error in your ad, you can still come
back and edit it. (See “How to Edit an
Ad.)

You are Now Ready to Publish your Ad



How to Edit an Ad

This page should look familiar to you. It’s the page you come to after clicking “the 
dashboard” after log in. Go head, click “Posts”.



Editing an Ad

Remember this page? From the list, choose the advertisement you wish to edit. 



Editing an Ad
Choose an Ad to Edit

When you roll your mouse under just below the title of the ad you want to edit, 
you will see the Edit, Quick Edit, Trash and Preview links appear. Click “Edit”.  This 
will take you into posting area where you first created your Ad. Edit as desired, 
and when you’re done, click “Publish”. 



Chapter 3
How to Fill Out a Support Ticket

This chapter is much shorter than Chapter 2, but this one is just as 
important. If you ever have any questions about the site or need help with 
something you will need to know how to fill out a support ticket. 

In Area Code Web Sites, LTD Yellow Pages Directory Guide



Navigating to Tech Support

From the Home Page or any page on the In Area Code Website, click 
“Tech Support” under the subheading “Things of Interest”, indicated by 
the red arrow. 



Navigating to Tech Support

You are now at the In Area Code Support System page. Here you can see 
the top portion of the form for opening a ticket.  



Opening a Tech Support Ticket

1. In the “Name” box, type in your 
name.

2. In the “Email” box, type in the 
Email address you would like us 
to contact you with.

3. In the “Confirm Email” re-type 
the Email address as in Step 2.

4. In the “Phone” box, type in the 
phone number, including area 
code, where you’d like us to call 
you if needed.

5. Leave “Department” set to 
Support.

6. In the “Subject” box type in a 
brief description of your 
problem, such as: “Trouble 
logging in”.

7. In the “Message” box, be sure to 
indicate the area code your issue 
is with. Describe, as best you can, 
the issues or questions you have. 
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Opening a Tech Support Ticket (cont’d)

2

3

4

1

1. In the “Priority” box, click the down arrow and choose the appropriate priority level for your 
issue or question.

2. In the box under “Security Code”, type in the code just as you see it on your computer.
3. If you have an attachment that describes or shows your issue on your computer’s hard drive, 

click “Browse” and select the file.  Otherwise leave it empty
4. When you’re all set, click “Open Ticket”. Clicking “Reset” will clear all the data you just 

entered in the above boxes and you will have to start over. Once you click “Open Ticket”,  
support center will be notified and will get to work on your issue as soon as possible.



Viewing the Status of an Open Support Ticket

Once you’ve submitted a support ticket, you can come back to this page on the 
website to view the status of your open ticket. When you submit your ticket to the 
support center, you will be issued a Ticket ID. Enter your Email address and the 
Ticket ID in the boxes below  and click “View Status”. A status update will be 
Emailed to you. 



Well, that’s all folks. Once you start using the site regularly, entering your listings and ads 
will be a piece of cake. But, remember, if you ever have any questions regarding how to 
use the site, or happen to run into any issues posting your ads, please don’t hesitate to 
open a support ticket. In Area Code is here to help your business grow and we pride 
ourselves on our customer support.

Be sure to get all of the other “How to” guides available to Red and Blue Subscriptions 
Members, and don’t forget we have corresponding “How To” videos as well.

In Area Code Web Sites, Ltd.

For assistance or more information visit:

In Area Code Gateway http://www.inareacode.com

In Area Code Web Sites, LTD Yellow Pages Directory Guide

http://www.inareacode.com/

