Create Profile

Modern management for
booth based events

Go to www.marketspread.com and
click on the blue Login button located
on the top right of the screen

On the Marketspread Login
Page click on the black
Register button located on
the top right of the screen

On the Register Page use your business email B«

for your username, enter your name, enter your

business’s email again, and create a password.

Click the box to agree to terms of service and

then click on the blue Register button located
at the bottom of the page.

On the Thank you for
Registering Page click on the
Blue Create Vendor box
located on the bottom right of
the page.

Create you

On the Create Your Vendor or -

Exhibitor page complete the N =
Basic Information portion _ !!
located at the top of the

screen.



On the right side of the page click
on the blue Add Logo to upload your
business logo. This option can be
skipped over if you don't have a logo,
or don't have access to it at this time.

Under the Contact Information section for
the Location Address only add your
business, commercial kitchen, commissary,
or farm addresses. Use only City, State
and Zip Code if you work out of your
home.

Mailing address is not shown to the public.
Must be a complete address so that market
staff can send mail to your business. Provide a
business and cell number even if they are the
same.

Once this page is completed
click on the blue Save &
Create button on the bottom
right of the screen.

A Pop Up screen will appear
regarding Upgrading to Premium
Status. You can choose to upgrade
later and do not have to decide at
this time. Click on the gray Close
box to close the pop up screen.

Create your vendor or exhibitor
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You will be taken to the Dashboard

Screen (noted by the blue highlight
on the word Dashboard on the left of
the page) where you will find your
company name at the top of the

page.

On the bottom of the left side
of the screen you will find
Settings. Click on Settings to

reveal a drop down menu.
Click on Profile.

Complete the Vendor Information i——
section by clicking on the gray
buttons with pencils located on the
right side of each line. Make sureto ..
save each line edited by clicking the ™~
blue save button.

. . Manager Information
Repeat this same process in

the Manager Information
section. This section is where

you will put the owner or

manager’s information and s
business biography. —

Photo

Contact Information

Repeat the same process in the -

Contact Information section by —

clicking on the gray buttons with -
pencils located on the right side of o
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each line. Remember to click the o
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blue Save button after any edits. e

Not set

Not set
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After completing the Profile screen return
to the left side of the page and select
Employees. Only access this page if you
need to add an employee(s) who would
be authorized to make changes in the
Marketspread program.

Click on the + Add Emp|oyee Employees \ (47
button located on the top ™ Emsil Col Offce Tie  Lastlogin
right of the page. This is also ey e 2024-12.05
where alternate emails need
to be added.

Here you will be able to add
employees so the market staff will be
able to communicate with them. Add
as many as you wish, or you can skip

this step. Make sure to click on the
blue Add button for each employee.

Click on Products located on
the left side of the screen

under Dashboard

displayed for customers to find using

the Piedmont Triad Farmers Market's

Product Search Tool located on our

website, click on the blue + Create
at the top right.

To add products that will be ' ' =




Enter a descriptive name for
one product that you carry in
the Name of Product box.
(Example: Sourdough Bread)

When you click on the Select A
Category box a pop up drop down
box will appear. Select the closest

category that matches your product.

Then click on the blue Okay button.
(Example: Baked Goods)

A new box called Item Type will
appear where you need to select an

ltem Type that matches your product.

Then click on the blue Okay button.
(Example: Bread)

Next box will be Starting
Availability. If your product is
available all year long then
do nothing in this box.

If your product is a seasonal item
then click on the starting month.
Click on the blue OK button.

(Example: April)
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After you select a starting month you = /

will see the Ending Availability box S e —
activate creating a pop up window [ ¢ e
where you can select the ending B
month of availability. (Example: =
October) e
—
s
Next provide a detailed - o
description of your item in the — / -
Description box. e
=)0

On the left side of the Create Product
screen click on the gray + button to add
pictures of your product. You can upload

multiple pictures. Keep in mind pictures will
be in square format. 1080 x 1080 pixels
works well. This is an optional step.
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Keywords can be used to give a brief ~ _
description of your products. Please =
note that Keywords will all appearas = -

one word even if they are separate. e a
(Example: Baked Goods would be V“
bakedgoods) _—

The bottom portion of the page would be used * "

product click on the blue Save button located
at the top right of the page. Repeat the
process for all the products you would like to

high|ight.



