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Family Help Manual 
 
Classifieds 
  
To Navigate the Classifieds: 
 

1. Click on Classifieds on the Links Menu. 
2. You may scroll through the list or search by keyword.  To search by keyword, enter your 

keyword and click on Search. 
3. You can sort results by Expiration date, Data Posted, Contact or Alphabetic. 
4. Find your selection and click on the email address below the item.  This will automatically 

bring up an email window for you correspond with the person that posted the item. 
5. You may only edit or delete items posted by yourself. 
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To Add a Classified: 
 

1. Click on Classifieds on the Links Menu. 
2. Click on Add.  The Classifieds – Add page should appear. 
3. Fill in your classified information. 
4. Click on Add when finished to post the classified item.  Your classified item will 

automatically expire in 60 days from the date posted.  It is your responsibility to remove your 
classified items when they are sold. 

 

 
 

To Update a Classified: 
 

1. Click on Classifieds on the Links Menu. 
2. Find the classified item.  Click on Update.  The Classifieds – Edit page should appear. 
3. Make the necessary changes.  You can update only your own classified item. 
4. Click on Update to save your changes when finished. 
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To Delete a Classified: 
 

5. Click on Classifieds on the Links Menu. 
6. Find the classified item.  Click on Delete.  You can only delete your own classified item. 
7. Click on OK to delete or cancel to cancel the deletion. 

 

 
 
 
 


