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Getting Started Guide

A simple step-by-step guide to managing your Offshore Library account 
Learn how to add, edit and update all of your company, product and service information



 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Introduction 

 

The aim of this guide is to assist you with becoming familiar with all of the features and options 

associated with your Offshore Library account. 

 

The guide is formatted and displayed in a logical sequence, meaning that you should start at step 

1 way and work your way through to the end. After completing all of the necessary steps, you will 

able to add, edit and update all of your company, product and service related information. 

 

After completion, you should also have a better understanding of the other marketing, networking 

and communications options available within your account. 

 

If at any time you get stuck or you need assistance, please contact the support team at 

support@offshore-library.com  

 

On the next page you will see the table of contents. We highly recommend that you work your 

way through each step to gain the maximum benefit from this guide and your Offshore Library 

account. In fact you may find it useful to have a copy of this guide close at hand whilst you are 

becoming familiar with the account settings and options. 

 

Good luck, and welcome to Offshore Library. 
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Step 1  -  How to login 

 

Step 2  -  ‘My Account Details’ screen. 

 

Step 3  -  How to add, edit and update your ‘Company Profile’. 

 

Step 4  -  How to add, edit and update your ‘Products or Service’ information. 

 

Step 5  -  How to post your company, product or service news & announcements 

 

Step 6  -  How to submit articles or white papers to the ‘Knowledge Base’ 

 

Step 7  -  How to add and manage your documents (presentations, profiles and factsheets) 

 

Step 8  -  How to access your web statistics (how many times your pages have been seen) 

 

Step 9  -  Further support and educational guides 

 

Next Guide = ‘Maximize your ROI’ – How to leverage all of your Offshore Library account options. 
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How to login 

 

After you have received your username & password, the first task is to log in as shown below. 

 

 

 

Type in your username and password in the boxes indicated by the yellow arrow.  

 

Note: 

After you click ‘Login’ you will automatically be taken to the ‘My Account Details’ screen. 
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‘My Account Details’ screen 

 

Below is a screenshot of the ‘My Account Details’ screen. This is the main page for adding, editing 

and updating all of your company, product and service information. 

 

In addition, the ‘My Account Details’ screen is also where you will find all of the other Offshore 

Library account related features and options, as explained in more detail throughout this guide. 

 

 
 

Click the link by the yellow arrow, if you ever need to return to the ‘My Account Details’ page. 

Note: 

The ‘Account Options’ box shown above is only displayed after you have logged in. 

In the next section, we will zoom in and focus more on the functions found within the ‘My Account 

Details’ page. 
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How to add, edit and update your ‘Company Profile’ 

 

Below is the ‘Listings / Invoices / Uploads’ section of your ‘My Account Details’ page. 

 
The first time you view this section, it should state (1 ready) next to the ‘Add a purchased listing’ 

link. 

 

Click on the ‘Add a purchased listing’ link and it will take you to the following page: 

 

*The directory type 

displayed here will 

depend on your 

business type 

Click the ‘load now’ link to start entering your listing into the database.  
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After clicking the ‘load now’ link, you should be redirected to a blank company profile page as 

shown below: 

 

*The business type and information displayed within 

the company profile form will vary depending on 

which directory your business belongs to 

Please complete the form with your business contact and profile information. 
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Bottom half of the company profile page. 

 
 

Once complete, please ensure that all of the fields marked with a * (red asterisk) have been 

completed. If you are satisfied with your entries, please click the Save button.  

 

Note: You can return to this profile form at anytime if you wish to edit or update the contents.  
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After clicking ‘Save’ you should receive the ‘Your listing was saved successfully’ confirmation. 

 
 

If you would like to view your displayed profile, return to the home page and click on the relevant 

database icon to view your profile: 

 
 

 

If you need to edit or update your company profile, please click the ‘Manage my listings’ link.  

This is one of the links within your main ‘My Account Details’ page. 
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After clicking the ‘Manage my Listings’ link, you will see your main listing control panel. 

 

 

Click on your company name or the edit icon within the tools section, to access the company 

profile form. 

 

After you have made any alterations, please remember to resave the form.  Changes are 

propagated to the database within seconds so you will be able to see any changes in your 

displayed profile right away. 
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How to add, edit and update your ‘Products or Service’ options information 

In order to add, edit and update your products or services options information, you need to go to 

your main listing control panel. 

 

Tip: If you place your cursor over any tool 

icon, a pop up description will appear. 

Within the main listing control panel you have a number of icons within the tools section. 

 

Generic Icon description (applicable to all business listings) 

  Click this icon to edit your company profile 

  Click this icon to deactivate your listing. Your listing is not deleted; it is simply no longer   

  displayed within the site.  

  Click on this icon to reactivate your listing at anytime 

  Click this icon if you want to post any news or company announcements directly related to 

this listing 

 

Business specific icons (each option will be covered separately in other business specific guides) 

    Fund Mangers 

  Click this icon to add a fund to your company listing 

  Click this icon to add a fund managers/analysts’ biography and profile picture 

 

    Offshore Banks 

  Click this link to add a term/deposit account  

 

    Offshore Life Companies 

  Click this icon to add a product or service 

 

    Offshore Business & Financial Service Provider 

  Click this icon to add details of a featured client 

 

    Offshore Advisors 

  Click this icon to add additional branch office details 
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How to post your company, product or service news & announcements 

From within your main listing control panel click on the  icon if you want to post a news or 

company announcements. After clicking the icon you will be redirected to the following page. 

 

After you have entered all of your information, click the save button to save and post your news or 

announcement. You can view your posted news or announcement by visiting the news section on 

the Offshore Library homepage. 
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If you wish to edit your news or announcement, go the ‘News’ section of your ‘My Account Details’ 

page. News articles cannot be deleted once posted, but can be de-listed if you no longer wish to 

display this information. 

 

 
 

You will see that you have 2 options within the ‘News’ section of your ‘My Account Details’ page 

You can manage and edit your news, and you can also add news or announcements from here as 

well as from within your my listing control panel. 

 

If you click on the options, you will see that it is simple and straightforward to post, manage and 

edit all of your news and announcements. 
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How to submit articles or white papers to the ‘Knowledge Base’ 

Take advantage of the free ‘PR & Marketing’ exposure associated with sponsoring and submitting 

articles or white papers, in addition benefit from demonstrating and sharing your industry 

knowledge and experience (credibility). Please visit the ‘Knowledge Base’ for further details. 

(The Knowledge Base is accessible via the left-hand side navigation bar on the homepage) 

 

  

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

To submit a (free) article or white paper covering any of the above topics, please submit to 

knowledgebase@offshore-library.com if approved, your article will be displayed within 48 hours. 
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How to add and manage your documents (Presentations, profiles and fact sheets) 

If you wish to add or manage your documents posted within Offshore Library, you have the 

following 2 options: 

 

You can use the straightforward feature found within your ‘My Account Details’ page 

 
 

You also have the option to add documents within the bottom section of either your product or 

company profile pages 
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How to access your web statistics 

Within your ‘My Account Details’ page, you have the option to view all of the statistics 

(web analytics) associated with your company, product or service listings. This allows you to 

monitor the number of times your pages have been seen and visitor activity by country. You will 

also be able to monitor how many times visitors have visited your main website or contacted you 

via e-mail via the site. You also have the option to download your web statistics in a CSV file, for 

further analysis and monitoring in programs such as Microsoft Excel. 

 
After clicking the above link, you will be redirected your web statistics monitoring page. 

 

*Please note: 

The stats within this report 

are for demonstration 

purposes only 
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Further support and educational guides 

Within your ‘My Account Details’ page, you have access to our ‘Support and Education’ section. 

We aim to build and develop the contents of the support based video demonstrations and guides, 

based on the common feedback and FAQ’s received by our clients. 

 

 

 

Getting Started – Part 1 (Basic Overview) tutorial 
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‘How to Maximise your ROI’ Guide 

 

Within the ‘Getting Started Guide’ you have learnt all of the basic account functions, such as how 

to add, edit and update your information. 

 

Now learn how to maximize all of your B2B and B2C opportunities by gaining a thorough 

understanding of all the Offshore Library ‘Value Added Features & Tools’: 

 

 Sourcing introducers & distributors – Uncover potential new business partners 

 Press Releases & Notifications – keep all site users and visitors informed and up to date, 

whilst increasing your overall brand/name awareness 

 Submitting articles and/or White Papers – Develop your credibility and gain additional 

marketing exposure. 

 What is RSS, Viral Marketing, Web 2.0 and Social Media? 

 

 

 

If you have not already received a copy of ‘How to Maximize your ROI’ please contact 

support@offshore-library.com to request a copy. 
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