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New users guide 
Part A: Sign up as a User 
1. Sign up via the home page, Click the Sign In link to start: https://manufacturingdirectory.co.za/ 

 
 
2. Sign up as a new user: Click the Not a member? Sign up link below the button 

 
 
3. Complete your user information, choose a password, then click the blue Register button 

 
You will receive an email confirmation once registered. Check your spam folder if the email is not 
showing up in your inbox. No action is required on that email, it is just for your records. 

https://manufacturingdirectory.co.za/
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Part B: Add your Listing (Paid) 
Note: Payment does not happen on the website. You can continue to submit your listing immediately 
after you created a user account. We will be in touch with an invoice and payment information once 
we receive your listing submission. Payment options include:  

• electronic bank deposit (EFT) 

• credit card payment via the Payfast platform 
 
4. Click + Add Listing (your company name should appear above it next to the circle) 

 
 
5. Select your pricing plan and click Continue 
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6. Complete your Listing information. The “Listing” is the public page of your company which the users 
see when they search for items. You can return later to edit any of the information on the listing page, 
once it is approved. For the first draft, only the compulsory* items need to be completed. 
 
Type directly into the text boxes. A few tips:  

• The more relevant information you add, the easier it will be for customers to find you. 

• If you wish to leave any fields blank, you can. Headings only appear on your public page if the 
fields have information in them. 

• To get a map to show up, you need to paste your full address exactly as it appears on google 
maps. If this does not work you can just type in the parts of your address you want to appear 
and it will still show up as your address (just without the map). 

• Websites need to include the full website url including the http://, so copy it from your browser 
address. 

 

 
 

• You can select more than one category for your industry! This is a compulsory field so ensure at 
least on category is added by clicking in the field and using the dropdown menu. 

 

 



 4 

 

• Use the Description text area to add more information about your company and products 

 
 
 

• Social media: You only need to complete the social media that you have, leave the rest blank 
 

 
 

• You can link to your promotional youtube video, and customers can watch it right on your 
page. 
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• Images: You can add various gallery images that will appear in the top banner of your page. 
Make sure they are not too large, else your page will load slowly. If you upload 1 image, it will 
appear as a single wide banner. If you upload several images it will automatically create a 
beautiful banner with all your images. Each image is clickable to view the full image. This is an 
ideal space to put photos of your products, or to put a banner of a promotion. If you want your 
logo to appear on your company page, you need to include the logo in your banner image. 

• Upload a separate company logo, which will be visible as your company image in search results. 
A landscape shape logo works best. 

• When you are done, click Save and Submit, and your changes will be live. 
 

 

 
 
 
You will see a Success popup message, and you will receive a confirmation email. You may now close 
your browser window.  

 
 
Next steps: 
7. Payment: Please allow 1-2 days for contact from the Manufacturing Indaba Accounts department.  
They will request your invoicing information, such as full contact person for payment, company name, 
address, VAT nr and PO number (if applicable), and will then issue and invoice with the payment 
options. Please email the proof of payment once completed. 
Then your listing will be approved and it will be live.  
(You will receive an email once the listing is approved. No action is required on this email.) 
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Part C: Edit your Listing and take advantage of dashboard features (once your listing is approved) 
8. If you are still logged in, click on the circle with your username (company name) or on the 
dropdown, to go to the Dashboard which is your user area.  
 

 
OR you have been signed out, login again via the home page Sign In link to log in, then click the 
dashboard after you are signed in. 
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9. Dashboard Overview: 
The dashboard gives a great overview of your activity. NOTE: Your previously submitted Listing will 
appear on the left under Listings.  Click through the other items on the left menu to see what else is 
available: 
- A copy of lead forms and messages will appear in Inbox.  
- You can add announcements, events and other features which will be linked to your listing. 
- Click Listings to edit your own company listing page  
 

 
 
10. Click on the 3 dots next to your listing, the click edit.  
 

 
 
Proceed to make any changes and click the Update and Submit button to save your changes. 
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Your dashboard is linked to the features on your public listing. Other members can click Save to find 
you later again in their dashboard. Members and public users can send you a lead form directly from 
your public listing. You will receive lead forms via email, and they will appear in your inbox until 
deleted. 
 

 


