
How to add a Business to the 
Visit Herefordshire Directory 

Note: If you are already registered with the BID 
Directory, you can skip green steps 1 - 8, and jump 
straight to orange step number 1.



1. You’ll find the link to ‘List your Business’ at the bottom of the Visit Herefordshire website.
2. Select ‘Create a business listing’.

Accessing the Directory - Registering for an Account.
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3. Select ‘Not Yet Registered’.
4. Select ‘Create a Listing’ as your account type.
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Accessing the Directory - Registering for an Account.



5. Fill in the business name, your name and create a password. Click ‘Register’ to create your account.

6. Head to your email inbox to check for a verification email…
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Accessing the Directory - Registering for an Account.



7. Within the email, click the ‘Verify’ button. (If you can’t see the email, check your junk folder).

8. You’ll be directed back to your account dashboard. Select ‘Go here’ under ‘Listings’.

Now jump to orange step number 5 and follow up to step 13…
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Accessing the Directory - Registering for an Account.



1. You’ll find the link to ‘List your Business’ at the bottom of the Visit Herefordshire website.

2. Select ‘Create a business listing’.
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Accessing the Directory - Already have an Account.



3. Login.

4. Select ‘Go here’ under ‘Listings’.
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Accessing the Directory - Already have an Account.



5. Select ‘Add Listing’.

6. Enter your Business name (Listing Title), select your listing type, and add the address. Click 
‘Continue’. NOTE: If you are a shop/service, please select ‘See & Do’ as the type.
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Adding your listing.



7. Your draft listing has been saved. Select ‘Continue’.

8. Add a summary and description…
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Adding your listing.



8... For premium listings (levy payers) only, fill in the Entry Cost, Opening Times, Directions, Awards, 
Secret Recommendation and Environmental information. 

Don’t forget to click ‘Save change so far’ at the bottom.
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Adding your listing.



9. Select the categories that your business fits into. NOTE: Please refrain from selecting multiple 
categories that are only loosely relevant.

10. Add photos/videos to your listing. Don’t forget to click ‘Save change so far’ at the bottom.
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Finalising your listing.



11. Add your location details.

12. Add your Tripadvisor, website & booking links, phone, email and social media links. 

Don’t forget to click ‘Save change so far’ at the bottom.
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Finalising your listing.
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Finalising your listing.

13. Add info for your main point of contact (for if we 
need to contact you in regards to your listing) . 

Now that you’ve added all the details for your business, 
it may take a couple of days for it to be approved, in 
order for it to appear on the Visit Herefordshire website.

We thank you for your patience.

Should there be any issues with your listing, we will get 
in touch, however it remains your responsibility to 
ensure all information is entered accurately.

For any questions in relation to your listing, you can get in touch with: 
tara@herefordshirecountydestinationbid.co.uk

mailto:tara@herefordshirecountydestinationbid.co.uk

