




Adding, deleting and searching for Coupons is 
included with FREE business membership! 

 

Coupons will automatically carry your logo if you 
have already uploaded a logo file 

 

Coupons can feature one additional image such as 
a photograph or QR code 

 

You will be notified 7 days in advance of when your 
coupon(s) are set to expire 

 

You can have up to 8 active coupons in the system 
at any given time 

 

 

 

 

Adding Coupons to your Company Profile 
(CP) enables the coupon to be: 

 

Included as part of your CP when your 
company is searched for within the 
IntroSTAR directory 

Accessed as a link within your CP when 
it is published on a remote Business 
Directory or on a Referral Network List 

Included as part of the information 
sent to a prospect when your company 
is referred by organizations you belong 
to, colleagues or customers 
 



To Add a Coupon to your Company Profile: 

Mouse on “Build Profile” 

Click “Coupons” 

Mouse on “Options” button 

Click “Add Coupon” 

Select audience for the offer 
(Consumers & Businesses or Business 
Members Only) 

Set an expiration date 

Choose a category for the coupon  
(for search purposes) 

Enter a title for the coupon 

Enter a description of the offer 

Upload an additional image (optional) 

Set a Limit for usage 

Click “Add Coupon” 

 

 

 

 

 



To Delete a Coupon from your CP: 

Mouse on “Build Profile” 

Click “Coupons” 

Mouse on “Options” button 

Click “List My Coupons” or “List My 
Company’s Coupons*” 

Locate the coupon you would like to 
delete 

Click the “Delete” link to the far right of 
the table 

Confirm deletion by clicking the 
“DELETE” button 

This is a permanent action: the coupon cannot 
be restored! 

*FAQ: What’s the difference between  List My Coupons and List 
My Company’s Coupons?  Free business membership includes 
access for two users. Depending on permission settings one or 
both users may have the ability to post coupons on behalf of the 
company.  List My Coupons would be a list of the coupons posted 
specifically by the person logged in. List My Company’s Coupons 
would be a list of all coupons posted by both users. 

 

 

 

 



To Edit a Coupon: 

Mouse on “Build Profile” 

Click “Coupons” 

Mouse on “Options” button 

Click “List My Coupons” or “List My 
Company’s Coupons” 

Locate the coupon you would like to  

edit 

Click the “Edit” link to the far right of 
the table 

Make any necessary changes 

Click “Submit Changes” 

 

 

 

 



To Search all Coupons posted on the 
IntroSTAR network: 

Mouse on “Build Profile” 

Click “Coupons” 

Search criteria can include any 
combination of 

Category  

Business Name 

Keywords (searches title & description fields) 

Area Code 

State 

Zip Code 

Time frame 

Click “Search!” button  

 

 

 

 

 


