
An iWasteNot systems TUTORIAL 

How to Post a Listing on an exchange using Organizational Accounts

PART ONE: HOW TO POST A LISTING

STEP ONE: Login and click on ÔPost a ListingÕ.

Enlarged view



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 doesnÕt have 
an * by it at this time) or you will see an error message after you click on [Preview].

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

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

STEP TWO:  There are two types of listings: ÔAvailableÕ or ÔWantedÕ.

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

NOTE: The steps for posting ÔAvailableÕ and ÔWantedÕ listings are the same.





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.



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]. 

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].

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)



If you are 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.

FYI: PRIMARY AND SECONDARY CONTACTS

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

What the Primary and Secondary contact see:


