Billion7 Business 

General Set-up Procedures

The following procedures will guide you through the complete process for creating a billion7 business registration.  

Familiarity in using multiple windows / tabs is an advantage, and it is suggested that you have Windows / Tabs open for the following:

Billion7.com

Google Maps

Your Company / Business web site

Any other associated or desired web sites you would like to show or have links in to. 

1. To sign up to a ‘Business’ registration in www.billion7.com
a. Take the ‘Sign Up’ button which will display the ‘Personal’ registration option
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b. Select ‘Your Business’ and enter Your Company / Businesses name. e.g. Kerry’s Flowers
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c. Then use your company / business e-mail address as the registration e-mail address, and decide on a ‘PASSWORD’ which you enter here.

d. Decide on your ‘Continent’ from the drop down menu.

e. Then choose your ‘Country’ also from the applicable drop down menu

f. The ‘Username’ will be Target name separated with (.) full stops followed if applicable by a business type and or location i.e. kerrys.flowers.bath. Then


g. Tick both boxes, then Click ‘Register Your Business Now!’
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2. You now need to sign in to the company / businesses e-mail address entered in 1.c. above to confirm your registration.

a. Open the e-mail and take the ‘complete registration’ link.
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b. A confirmation e-mail will now be sent to billion7.com and your registration will be created.

You now need to enter all your company / business details. 

3. Sign in to billion7 using the e-mail address and password you created in 1c. above.
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4. The following will then appear:
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5. Then by using the ‘Settings’, ‘Buttons’, ‘Information’,  ‘Contact’, ‘Professional’, ‘Photos’, ‘Theme’ and ‘Privacy’ options you can enter all your Company / Business details.  

6. Firstly you must complete the ‘Settings’. To do this take the ‘Settings’ option when the following will appear:
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a. You now need to complete the ‘Region’ i.e. ‘South West England’ adding the county perhaps if applicable. e.g. ‘South West England – Somerset’. Followed by the ‘Town’, which could me more than 1 if the Company is located in a village. e.g. Wells – Priddy – Cheddar.
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b. Then make sure you ‘Save Basic Settings’

7. Then take the ‘Information’ Option, when
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a. The following will appear and you will notice you have 4 discreet freehand Description boxes, which are used to hold all the information and details for a business, and 4 ‘Viewable By’ boxes which determine who can see what.
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b. If you click on the     next to ‘About’ underneath ‘Label’ you will see options of ‘Status’, ‘About’, ‘Message’, ‘Information’, or ‘None’. When setting up a business profile decide which of these labels you want to use for each Description box. You can use all 4 Description Boxes or just 1 or 2 it is up to you.
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c. Then decide who you want to view the pieces of information you have entered in each of the Description Boxes, by selecting the appropriate ‘Viewable By’ option. The options available are ‘Everyone’, ‘Contacts’, ‘Family’, ‘Group’ or ‘Just Me’. Other Options within billion7 allow you to set up Contact Groups, Other Groups, and Family Groups, which provide you with the flexibility to determine who sees or can have access to what pieces of information, Links, Photos Diary, etc. The best thing to do is try each of them out, you will be surprised what you can achieve. (Some companies have each of their salesmen registered on billion7, who then enter each morning where they will be, and when they will be in the office. Each of the Salesmen are set up as contacts to each other as are the secretaries and senior management. This then saves each of the salesmen having to telephone in each morning and the management having to telephone around finding out where their salesmen are. – Just substitute Salesmen for any personnel who are in and out of the office all day. Solicitors, Accountants, Maintenance staff etc. etc.)

d. Then start entering the information you want to be seen in each of the Description Boxes. (If you have a website the information you have on your ‘Home Page’, ‘About Us’ page etc. may well suffice. In fact there may be information on each of your web pages that you feel could be used. Select the information you want, and copy and paste it to each Description box, as appropriate. However you may want to consider using Description Box 1 for general information about your Company / Business, and put your Contact details in Description Box 2. 
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e. If you do decide to set up the address and contact details in Box 2, we would suggest you key - ‘Our Details’ - into the first line of Description Box 2. Then either key in directly or Cut and paste from the Contacts Page of your website your Business Name into line 3, followed by address, Telephone, fax number, and e-mail. And don’t forget to ‘Save Personal Information’ when you have finished.
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f. If you now take the ‘My Profile’ button you should see something like the following:
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8. You have now completed the ‘Information’ set up process and should now select ‘Buttons’, which is where you set up and create links into your company / business and associated web sites. 
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a. When you will see the following:
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b. As you are creating links for the first time you will be taken directly into the ‘Add Button’ option. Select the button you want to add, and the following will be displayed: 
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c. From the ‘Viewable By’ drop down menu select whom you want to see / have access to the link you are creating. If this is one of your ‘Favourite’ links then you can let people know by setting the indicator. It is suggested for businesses you leave it blank. You then need to look at all the Link Button Options available to you, which are in the drop down menu next to the Bookmark    , as it is these options which generate the various buttons on your profile. (We suggest that the first link should be into your company / business website, the second a Google Maps link showing ‘Where you are, and then subsequent links could provide further links into your website, could provide a link(s) into other company / business or associated company / business web site(s).)  

d. In the window / tab for your Company / Business website open your ‘Home’ web page, highlight and then copy the URL into the URL box. Select ‘Homepage’ from the dropdown list, and against ‘Title’ key a narrative for the page you are ‘Linking’ to. Then set your ‘Viewable By’ options. Then don’t forget to save what you have created by selecting the  ‘Add Button’
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e. Next go to the window / Tab where you have Google Maps active and key or paste the postcode into the ‘Search Maps’ box, and hit Search Maps.
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This will cause a map of the requested postcode to be produced. Using the sliding scale, adjust the map to the desired magnitude, then press ‘Link’ which will create the correct URL, which you should then copy using the edit keys or ctrl + c.
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f. Now paste or ctrl + v the Google Maps URL into the ‘URL’ box, select ‘Map’ from the dropdown menu, and Key in a Title of ‘ Where we are’. And once again don’t forget to Add your new Link.
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g. Now go back to your Company / Business web-site and see what other pages you have that could provide useful / relevant information or could be of interest to a prospective customer or user. And set each of these up choosing an appropriate Button and description each time. For example, you may have a products page, provide availability dates or prices, show pictures of bedrooms, bars, and restaurant(s). You may have a video, or ‘Photo’ Gallery, newsletter or customer comments. Use as many as you like to enhance your directory entry.  

h. Once again, if you take the ‘My Profile’ button you should see something like this:

[image: image24.png]kerrysflowers@b7uk.com | Search | My Profile | My Account |

299y . B~
b' l | 'b 7 Kerry's Flowers & Edit Profile
n Seftings | Links | Information | Contact | Professional | Photos

The Global Networking Hub™

Kerry's Flowers.

Inbox| Contacts | Photos | Diary | Guest Book | Invite Friend

00008

About: Kerrys Flowers produce creative floral designs for the discerning styish
customer, who wants something special whatever the occasion.

Please browse our extensive range of products and f you need any further
information or would like to place an order, please o not hesitate to email or
call our friendly staff.

AtKerrys we all have great passion for the medium with which we work Itis
immensely satisfying to transform cut flowers in a bucketinto an artform to.
suita customer's order. We also get great pleasure and satisfaction from
customers’ reactions.

Working from our happy and cheerful shop my superb team of designers
deals with requests ranging from the smallest posy to a magnificent bouquet,
alltothe same high standards

Customers who have a need to communicate a message to another rely on
our inteqrity and standards of creativiy to convey their feelings — whether its
love, sympathy, sincere thanks or congratulations.





i. If once a link is set up and you want to delete it or make amendments to it then select the ‘Buttons’ option and then select the relevant task, Edit or Delete
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j. You have now completed your ‘Buttons’ set up and should now select ‘Contact’

[image: image26.png]kertysflowers@b7uk.com | Search | Wy Profile | by Account | Sian Out | Help
Kerry's Flowers & Edit Profile





9. Where you should see this:
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a. If you want to provide Screen names for various services like AIM, Google Talk, Skype etc. then put your screen name in here, select the service and then who should be able to see it, using the ‘Viewable By’ options. As an alternative to providing your contact telephone number(s) when you completed the ‘Information’ section you could insert them here, once again using the drop down menu(s) to select type of number, and ‘Viewable By’ options . These could also be direct or other contact numbers for use by selective customers or staff etc. Once again don’t forget to Save at the end.

b. You have now completed the ‘Contacts’ set up process and you should now select ‘Professional’
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10. Where you will see the following:
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a. Put your Companies / Businesses ‘Business Type’ here. If you don’t know it check to see what category ‘Yellow Pages’ or Thompson’s use. Remember that this will be the main field that people are likely to do a business search for you on. Also, if you are recruiting or want to hear from people who are looking for jobs then ‘click’ the ‘Looking for:      People to employ box.

b. Then List all or a selection of the Products or Services your business offers. Remember this is a completely free form entry and can contain as little or as much as you want. For a ‘Guest House’ this may just say – Bed & Breakfast, Holidays, Short Breaks. For a shop it may contain a list of all the brands they sell. A couple of examples follows:
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c. Don’t forget to ‘Save Professional Settings’, at the end

d. Once again if you click ‘My Profile’ you should see something like this:
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e. You have completed the ‘Professional’ set up and are now ready to copy up to 6 photo’s, one of which may be a logo, to your billion7 profile.

11. Take the ‘Upload Photos’ link.
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a. Where the following will be displayed:
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b. You need to upload each photo you want to be available for viewing, remembering the first photo you upload will default to the ‘Profile’ photo or image that will be seen when the entry is displayed. (This can easily be changed using the ‘Edit Photos’ Option.) 

c. Take ‘Browse’ which will open the ‘File Upload’ facility on your computer. Open the ‘billion7’ sub directory in ‘Pictures’ and select the first photo to upload, then click the ‘Upload Picture’ button, following which ‘File Upload Complete’ will appear.  
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d. Do 12.f. for each photo you wish to copy. When finished once again take the ‘My Profile’ option when you should see something like this:
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e. You are now almost there and have just the ‘Privacy’ Options, and ‘Themes’ (where you can change the Background, Text, font and button settings) to set. 

12. Take the ‘Privacy’ link 
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a. Where you will see the following:

                                      [image: image40.png]Allow Email Messages From  Allow Billion7 Messages From

© Evenjone © AllRegistered Users
AllRegistered Users Justhy Contacts
Justhy Contacts NoOne
NoOne

My Contacts List Other Peoples Contacts

Viewable By: JustMe  ~  [1am hidden in other peoples contacts lists

Save Privacy Setlings

Changes have been saved.




b. You have already determined at each stage, which individuals can see all the various pieces of information you have already put in your profile. This is where you now set up who can send you Email Messages and Billion7 messages. In other words, ‘Who, through Billion7 you will allow to contact you.’ This is also where you determine who will be able to view your ‘Contacts List’ and whether you are hidden in other peoples contact lists. (It may be that one of the ‘Information’ areas you want to have dedicated as a place where you have special offers only your customers can have access to. If this was the case then you would get each of your customers to set up a billion7 profile and then you would allow them to become one of your ‘Contacts’, or ‘Group’ members. Each one of them would now be in your Contacts List, and likewise you would be in their ‘Contact’ list(s). You therefore need to determine who can see your ‘Contacts’ List, and whether you want other people to see that you are a ‘Contact’ of someone else) The suggested settings are in the example above.

c. Don’t forget to ‘Save Privacy Settings’ at the end.

13. Take the ‘Theme’ Link
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a. When you will see the following:
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b. Where ‘Profile Page Title’ allows you to have a description against the Page Tab. And ‘Button Theme’, Text Theme’ and ‘Font’ all have drop down menus for you to select from. 

c. And if we make the following changes:
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d. This would be the result:
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e. Finally, take the ‘My Profile’ option to check everything is o.k. 

f. It should look something like this:
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14. You can make as many changes as you like, and as often as you like. Also once a field has been completed a quick way to make changes is just to ‘Click’ the description of the field(s) you want to change rather than go through the field ‘Option’ link.

