
Craigs List 
 
1. If this is the FIRST time you have posted an Ad on Craigslist you will receive a page that says 

“Telephone Account Verification”.  You will need to enter YOUR phone number in the box below.  
Go ahead and keep “via voice” and “in English” checked.  Once you have entered your phone 
number click “send the code!” 

2. Another page will come up telling you “A phone call has been placed.”  Be sure you answer the 
phone you will need to write the code down.  Once you have the code you will want to type it on 
this screen next to “Enter the authorization code here to verify your account:”.  Then click “submit 
verification code”.  Once this is finished, Craigslist will go ahead and post or Ad.  You will then 
receive an email telling you your ad has been posted. 

 
3. You will want to set up a Craigslist account if you haven’t already.  
4. Next you will want to find the Biggest City that is closest to where you need that ad for.  I wouldn’t 

go out more than 30 miles or so (if possible). 
5. On the right hand side of your screen (sample below) you will want to click on “US State”, this will 

give you a list of states.  Select the state you want.  Then you will see a short list of Cities that you 
can post your ad in.  You will need to check a map to see which City is the closest to where you 
need a shop completed. 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
6. Once you have selected the City, click on the City name. 
7. Then in the upper left hand side of your screen you will want to click on “post to classifieds” 
 
 
 
**NOTE: To see your postings you can click on “my account”. 
 



8. On the sample below, it will give a some options to select where you want to post your ad.  You 
will want to use “job offered” or “gig offered”.   

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
9. If you click on “job offered”, you will also need to click on “I will abide by these guidelines”.  

Please be sure you read the guidelines.  This will help keep you from getting your ads deleted 
automatically. 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



10. After you click on “I will abide by these guidelines”, you will then see a category list. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
11. Click on “et cetera jobs”.  This will take you to the posting page.  Here is a sample of what you will 

want to post: 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



12. Then click “Continue” 
13. On the next page it will show a map if you put the zip code in.  You can move the point around to 

align to mark closer to where the shop is or just leave it for a general area.  (I usually just leave it 
unless it is really off.) 

 
 
 
 
 
 
 
 
 
 
 
 
14. Click “Continue” 
15. On the next page you will be able to upload a logo.  There are a couple of logos you will be able to 

use.  I will add them to the Ads page and you will be able to copy the logo or save the logo to your 
computer. you are finished adding the logo, click “done with images”. 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
16. The next page will show you what your ad will look like on Craigslist. 
17. The last thing you will need to do is click on “PUBLISH”.   
 
 
 
 
 
 
 
 
 
 
 
 
18. You will receive an email say your ad has been posted. 
NOTE: Some locations may charge to post under jobs, go to “gigs” and post there as wanting to hire. 


