An iWasteNot system<sTUTORIAL

How to Post a Listing on an exchange using Organizational Accounts

PART ONE: HOW TO POST A LISTING

STEP ONE: Login and click on OPost a ListingO.
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Browse Listings
Exchange News
Links

Post a Listing
My Company
My Account

Logout

Recycligh Centers
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My Account
Logout

Exchange News

Launch of Puerto Rico Materials Exchange

New Materials Exchange Site for Puerto Rico

Browse Listings

Search For

Type [ All Q CSearch)

Category[ - - All Categories - - Q (Browse) Municipality [ - - All Municipalities - Q CBrowse)

All Listings

[A]=Available [w]=Wanted
Material

EGlass
[A]Metal - Cables 14-18 AWG
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Quantity

800 Ib
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15

Erequency Pri

Every 365 Days Free
Every 365 Days Free
One-Time Free

Advanced Search >

Date

Dec 07, 08
Dec 07, 08
Dec 07, 08



STEP TWO: There are two types of listings: OAvailable® or OWantedO.

Click on the type of listing you would like to post.

NOTE: The steps for posting OAvailable® and OWantedO listings are the same.

Post Listing

Home / Account/ My Company / Listings / Post Listing

Steps to create a new listing:

1. Choose the type of listing you wish to create

2. Fill'in the form with the listing details

3. Preview the listing

4. Optionally attach photo (for available listings only)

Step 1: | want to:

( e Create an 'Available’ Listing )
e Create a anted’ Listing

STEP THREE: Fill in the form (screenshot on next page) and click on the [Preview] button.

NOTE: You must fill in the fields with an * beside them (including the price, which doesnOt have
an * by it at this time) or you will see an error message after you click on [Preview].

FYI: OQuantityO is measured in: units,  pounds or short tons.

OPriceQ is per:unit (each), pound, short ton, cubic yard, gallon or (total price).



Post Listing

Home / Account/ My Company / Listings / Post Listing

Step 2: Fill in the form below with the listing details

Fields below that are marked with © are required.

Type: [A] Available Listing

Name: [} Show Name

Address: [_! Show Address
Location: [ Primary Address E

) Show Phone Number
Let people send me email, but hide my email address!
Alternate Contact: | - - None - - 4]

“Contact:

Note: Your contact details will be available to exchange members and users who provide a valid email address.

“Category: [ - - Choose a Category - - Q

Commodity: | n/a B‘
“Title:
(eg: Girl's 10 speed bike)

“Info:

(eg: 15 inch frame, light blue. Good condition overall, but needs one new tire.)

“Packaging: | Loose B‘
“Quantity: 1 measured in: | units B‘

(" .
. One-time

“Supply:
_ Continuous
“Available every: days
_ Free
Price: _ $/0.00 per: | unit each) 4]
L) Price is negotiable

(Enter numbers only)




STEP FOUR: Check your listing and if you are satisfied with it click [Continue].

(If you are not satisfied make your changes in the form and click [Preview] again.

Preview Listing
Home / Account / My Company / Listings / Post Listing

Step 3: Preview the listing

Type: [A] Available

Category: Batteries
Title: Foreternity Batteries

Packaging: Loose
Quantity: 4
Frequency: One Time
Asking Price: $40.00 each (negotiable)
Posted: January 16, 2009, 4:55 pm
Municipality: -

Information: GMC truck batteries

ID#:0

Continue

Please check your listing. If everything looks fine then click ‘Continue'. If you wish to make adjustments please use the form
below.

Post Listing
Step 2: Fill in the form below with the listing details

Fields below that are marked with * are required.

Type: [A] Available Listing

Name: () Show Name
Address: ) Show Address
Location: | Primary Address E]

. [ Show Phone Number
4 Let people send me email, but hide my email address!
Alternate Contact: [ - - None -~ 3]

“Contact

Note: Your contact details will be to and users who provide a valid email address.

“Category: | Batteries :ﬂ
Commodity: [ n/a 1%)
Title: Foreternity Batteries
(eg: Girl's 10 speed bike)

“Info:

(eg: 15 inch frame, light blue. Good condition overall, but needs one new tire.)

“Packaging: | Loose @

“Quantity: 4 measured in: | units :ﬂ
™ ti
“Supply: :One time
- Continuous
“Available every: days
O Free
Price: ® $/40.00 per: | unit (each) :ﬂ

™ Price is negotiable
(Enter numbers only)

( Preview




STEP FIVE: If you would like to attach a photo to your listing click [Yes], if not click [No].

Follow the onscreen instructions if you choose [Yes].

Post Listing

Home / Account / My Company [ Listings / Post Listing

Step 4 (optional): Attach photo

Would you like to attach a photo to your listing?

STEP SIX: Here it explains that your listing has to be approved by the exchange administrator
before it displays on the exchange. You are also presented with possible matches to your listing.

Click [done].

Listing Received

Thanks - your listing information has been received!

Your new listing requires approval by the administrator. Your listing will be available on the web site once it is approved.

When you have made a successful exchange, please remember to DELETE YOUR LISTING.

Possible Matches

We have attempted to locate a match to your listing. Please review the possible matches below:

Note: Links will open in a new window. To return to this page, close the newly opened window.

Material Quantity  Frequency Price
[E] Batteries - Cars, Trucks, Boats 1 Every 30 Days Free
@Batteries‘Cars. Trucks, Whelled Chairs & Golf Cars 1 Every 30 Days Free
@Alkaline Batteries-Size D 1 Every 30 Days Free

STEP SEVEN: You are then taken to a page where all the listings for your company are

displayed. (This is explained in the next section)

Date

Dec 04, 08
Dec 05, 08
Dec 04, 08



I ——————
FYI: PRIMARY AND SECONDARY CONTACTS

If youare NOT the Primary or Secondary Contact for the company you will only be able to view
your company listings (1 St screenshot below).

Only the Primary and Secondary Contacts can edit and delete company listings. They can also
add a new listing from here (2 nd screenshot below). It takes you to STEP TWO in this tutorial.

The Primary Contact is the person that created the company profile. They are the
administrator for the company, and have the rights to control listings, subscriptions, and the
profile for the company. They can set or change the Secondary contact assignments.

The Secondary Contact has the same permissions as the Primary Contact except that he or
she cannot change the Secondary Contact Assignments.

The Primary and Secondary contacts CANNOT change the Primary Contact. The exchange
administrator is the only one that can do this.

What the employee sees. i.e. this person is not the Primary or Secondary contact for the company.

My Company - Listings

Home [ Account / My Company

IWN Test Company
Listings Results Subscriptions
[A]=Available [w]=Wanted
Listing Expires Posted By Actions
(Foreternity Car Batteries Jul 15, 09 Milly Testalot VIﬂJ)
What the Primary and Secondary contact see:
My Company - Listings
Home [ Account / My Company
IWN Test Company
Listings Results Subscriptions
[A] =Available [w]=Wanted
(%] Add New Listing)
Listing Expires Posted By Actions

(Foreternity Car Batteries Jul 15, 09 Milly Testalot View ) Edit ) Delete)




