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Craigslist & You
A helpful guide for using Craigslist with 

your existing email campaigns

Information & Technology is Advancing...
We should too

Prepared by:

Michael G. Hurston
Graphics Department Manager



Information & Technology is Advancing...
We should too

Prepared by:

Michael G. Hurston
Graphics Department Manager

Tip#1
Your screen may look different, but the EmailHeads.Net login should be in the same location - the top right.

To begin we’ll need to login to EmailHeads and copy the code from an existing email campaign.

Here 
I am!
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Once you are in the EmailHeads.Net screen move your mouse over to the “Campaigns” section.

Over 
Here!
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With your list of campaigns shown, select to “View” the one you would like to duplicate into Craigslist.

ClICk 
vIew!
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Once you have the campaign you would like to use on your screen, mouse over to the “HTML message” area. If 
you click inside this box and hit Control+A on your keyboard you will select all of the code you need, then hit 
Control+C to copy.

COpy 
THIs!
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Once your code is copied, you can move on to Craigslist.com and select the Office & Commercial section.

Tip #2 You can technically use the Real Estate For Sale section, however your listing will be mixed in with 
residential listings as well if you do this.

Over 
Here!
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This next screen is where your listing and others will appear, and where you can search for properties. In the top 
right corner you will see the [post] link. Select this to start a posting.

I’m Up 
Here!
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This next screen can be a bit misleading, but in general if you are listing a building for sale or lease you will be 
considered as “offering housing” as far as the system is concerned.

ClICk 
me!
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You can post your listing in these various real estate related areas. For the most part you will be posting Colliers 
related listings within the Office & Commercial section.

Tip #3 Remember Tip 2 - Posting in the Real Estate By Owner/Broker sections will have your listing show up with 
many residential listings.

Here 
I am!
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Here is where you will post your listings information, as well as paste the HTML from your EmailHeads.Net 
campaign into Craigslist. Everything with a green highlight are required fields, the rest are optional.

pasTe 
Here!
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Once you have all the information entered you will be able to preview your posting and make any last minute 
changes or additions.

NICe
JOb!
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This is the Craigslist Terms of Use. You will have to agree to abide by their rules if you wish to use their services.
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Craigslist uses a random word/phrase generator as part of their anti-spam protection.

aNTI
spam!
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You’re not done yet. You will still need to check the confirmation email in your Outlook inbox.

GOOd
JOb!
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The Craigslist confirmation email will look something like this.

Here 
I am!
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You can make any final changes by selecting the Edit button or you can have it go live by selecting Publishing.

yOU 
dId IT!
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Congratulations
If all went well you have successfully 

completed your first Craigslist ad


