
Getting Started on Shoplocalmilledgeville.com: 

1. Login to your business profile by entering your username and password into the username and 

password fields located in the top right corner of the home page.  (Remember that usernames 

contain no spaces.) Separate words in the username by using an underscore ñ_ò. If you do not 

have a username and password, click on the ñRegister Your Businessò button and follow the on-

screen directions. 

 

 

 

2. After entering your username and password, you will be redirected to your ñdashboard.ò The first 

thing you will want to do is edit your businessô profile information. To edit your profile 

information click on the orange ñMy Accountò Tab.  

 

 

 

 

 



3. Under the ñMy Account Tabò there is a drop down menu on the left side of the screen that says 

ñProfileò.  Click on the ñ+ò next to ñProfileò to access the menu that will allow you to change 

your profile information, upload a logo, or change your username and password. 

 

 
 

 
4. Click on ñEdit Profileò to edit your business information,  click on ñEdit Logoò to upload a new 

logo for your business, or click on òUsername and Passwordò to change your username and 

password preferences. 

 

 

 

 



How to post new Articles, Coupons, and Calendar Events 

 

1. After logging in to your account, click on ñPost Newò 

 

2. In the ñPost Newò tab click ñArticlesò, òCalendar Eventsò, or ñCouponsò 

 

3. Title your post and create the body of the text. If applicable, select the Calendar that you 

would like to post on (Sales+Events or Food + Drink) and choose a date and time for your 

calendar event. Enter the location of the event underneath the summary of the event, and  

then click ñSubmitò on the right side of the page. 

 

 Note: Be sure to include a link to the original source if you are copying and pasting an article 

from another website.  



 

 

4. You will then be forwarded to the ñEditò tab where you will be notified that your new 

entry has been submitted. If you ever need to change or delete your post you can 

return to this ñEditò tab and click on the Title of the coupon, article, or calendar event 

that you wish to change. 

 

 

 


