
How to create a business directory listing on the new Growth Hub website 

Please note that this is a new website and your old login details will no longer work. 

This ‘how to’ guide will show you how to register in order to be able to access the site’s 

features. 

Your business can get an excellent SEO (search engine optimisation) boost by being included 

in the Growth Hub business directory. 

The directory is for Cumbrian businesses only – please do not list if your business is outside 

the county. 

To navigate to the directory, please click the Directory link in the top menu [see image 

below] or browse to https://www.cumbriagrowthhub.co.uk/directory 

 

On the Business Directory page, click on the List your business link on the right-hand side of the 

page: 

 

https://www.cumbriagrowthhub.co.uk/directory


The List your business page now presents you with three options: 

[1] Login – you will not be able to use this area until you have created a new login. 

[2] This is where you will need to head for the first time you use this new site. 

[3] Once you have registered for the new site, if you ever lose your password, it can be easily reset 

here. 

 

To get started with your new registration, click on the Register tab [1, image below]. 

You will then need to create a username [2] - use your name of the name of your business - and 

enter your email address [3]. 

Finally, click the green Register button. 

 

Once you have completed this process, you will see the conformation panel below: 



 

Head for your emails (check your spam folder if it doesn’t arrive within a few minutes). 

It will look like the image below – just click the confirmation link as indicated: 

 

So far, we have set up a username and registration email, but we haven’t yet created our password. 

A new password has been automatically generated for you [1] – I suggest that you use this one, as it 

offers an appropriate level of security: 

 



[Your password will be different from the one shown in the image above for obvious reasons.] 

Please note that you must click the Reset Password blue button [2 in the image above] to confirm 

this password – you will not be able to login if you do not complete this process. 

Once you have done that, you will see the confirmation message below: 

 

Having set up your website profile, from now on, you will just be able to login to the site, you only 

complete the registration process once. 

To login, click the Log in link (as seen in the image above) or head straight back to the Directory at 

https://www.cumbriagrowthhub.co.uk/directory and click on the List your business link 

again: 

 

To login, click the Login tab [1, above] enter your Username [2], Password [3] then click the green 

Sign In button [4] 

Incidentally, now you have successfully registered on the site, you can also login via the link in the 

menu at the top of the website: 

https://www.cumbriagrowthhub.co.uk/directory


 

It doesn’t particularly matter where you login, so long as you have registered correctly on the site. 

Once logged in, you will be taken to the ‘Profile’ area shown below: 

 

Don’t be put off by this profile area, it’s just the place where you can update your personal details, 

add some social media information and create some profile text for yourself. 

You can also change your password here if you want to and there ae some colour options if you wish 

to alter the appearance of this section. 

However, none of this is necessary to proceed. 

To make your directory listing, you just need to click the New Directory Listing link as shown in the 

image below: 

 



The listing process itself is self-explanatory, however I have posted some useful tips below this 

image: 

 

Directory Tips 

1 – Add a logo, preferably one which is square. Listings without logos will have a generic image 

added. 

2 – Write a full description. Write the text to be read easily, but it’s a great place to include keywords 

which are related to your business or industry. 

3 – Add social media profiles if you have them. This is a great way for potential customers to find out 

more about you. 

4 – In the address section, add your full postal address, including postcode. At the time of writing, 

we are trying to rectify a technical issue which means that the preview map is not displaying in this 

pane. However, it will show up in your listing, so be as precise as you can about your location. 

Once you have completed the listing, click the green Submit Listing button: 

 



This will take you to the ‘Congratulations!’ message below. 

Please note that we will be redesigning that area shortly, so it may look a little different when you 

see it. 

However, it will still be obvious that you have successfully completed the process. 

 

Your listing will now be checked and published. 

Please be patient with this process! 

I work Monday-Wednesday, so if you submit outside these days, it may take a little longer for your 

listing to be approved. 

If you submit within that window, you’ll get a fast approval, so long as there are no issues that need 

to be resolved. 

If you have any questions about the process, please email me at pault@cumbriachamber.co.uk and 

I’ll be happy to assist. 

Note that once you have registered to create a business directory listing, you also have the 

permissions to create events listings. 

These can be found at https://www.cumbriagrowthhub.co.uk/latest-events 

I have created a separate guide to creating an event listing, but you need only register once to 

access both of these free services. 

 

Paul Teague 

Digital Development Manager 

20th February 2018 
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