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WHAT YOU WILL LEARN 

Prerequisites: 

 

It is assumed for this class that the user is comfortable with basic computer operations.  

In addition, previous Internet experience is required. 

 

 This workshop is intended for new Craigslist users. 

 

 We will be using PC desktop computers running Microsoft Windows Operating 

System in addition to Internet Explorer. 

 

 Please let the instructor know if you have any questions or concerns prior to 

starting class. 

 

 

After this class you will be able to: 

 

Understand the 

pros and cons of 

using Craigslist. 

Communicate 

with sellers. 
Purchase items. 

Post items to sell. 
Respond to 

inquiries. 
Submit feedback. 
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INTRODUCTION 
 

What Is Craigslist? 

 

Craigslist is a centralized network of online communities, featuring free online classified 

advertisements – with jobs, internships, housing, personals, for sale/barter/wanted, services, 

community, gigs, résumés, and pets categories – and forums on various topics. 

 

Craigslist began in 1995 as an email list for events happening in San Francisco. It has since 

expanded to more than 570 Craigslist sites in 50 countries and receives more than 20 billion page 

views per month, with more than 50 million users in the US alone. Craigslist is available in 

English, French, German, Italian, Portuguese, and Spanish. 

 

Pros, Cons, and Terms of Use 

The Pros: 

 You can view classified ads as they are created, in real time, without waiting for a 

newspaper to be printed. 

 

 You can search for goods and services by community. 

 

 You do not need a Craigslist account to purchase goods or services. 

 

 Craigslist does not post annoying pop-up ads. 

 

 Craigslist does not share your information with third parties. 

 

 Offers email anonymization – you are not required to post your email in order for people 

to contact you. 

The Cons: 

 You are responsible for your postings and interactions with members of the Craigslist 

community – Craigslist has no responsibility. 

 

 Craigslist is not involved in any transactions. If you have problems, the only recourse is 

through the Federal Trade Commission.  

 

 Craigslist can be anonymous and you probably won’t know exactly who you are dealing 

with.   

Terms of Use 

 The terms of use for Craigslist include acknowledging that by using the service, you 

agree to the terms of use.  

 

 Craigslist can change their terms of use at any time without telling you. 
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GETTING STARTED 

Navigating to Craigslist 

 

The first step to using Craigslist is to connect to the Internet. 

 

1. Connect to the Internet by double-clicking the Internet Explorer (or other browser) 

desktop icon. 

 

2. Go to the Craigslist site by typing http://www.Craigslist.org/ into the address bar at the 

top of the screen.  

 

3. You should see a screen that looks like this: 

 

 

http://www.gmail.com/
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Searching on Craigslist 

 

Craigslist is organized just like classified ads in a standard newspaper, with additional 

features specific to websites such as links, pictures, and search boxes. You can browse 

through the sections individually or you can search the entire site for specific things.  

 

 

1. To search for a specific item, use the search box on the left side of 

the page to enter the information you are seeking.  

 

 

The site will then display all the ads meeting your criteria.  

 

2. Scroll through the listings until a title appeals to you then left-click on the blue 

hyperlink. This takes you to the actual ad, which features a description, basic information, 

location, any pictures, and sometimes a phone number, besides the Reply to: (email 

address).   

 
 

If you prefer to browse through the categories, simply left-click on the link you are 

interested in. It is also possible to conduct a search within the individual categories.  
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If you select a category from the main page (for example, apts/housing for rent), you can 

input more information using the provided search boxes from that category’s results page: 

 

 
 

 Key words (e.g. Toyota Corolla, Schwinn bike, Singer sewing machine, etc.) 

entered into the search for text box 

 Minimum and maximum prices 

 Make/model (if searching for a vehicle, bike, sewing machine, etc.) 

 Select the check box next to title only if you wish to look for listings with specific 

information in the title or entire post to search the entire ad 

 Select the check box next to has image if you wish to only see listings with 

images available 

 

After you have entered your search criteria and hit Search you will receive a page of 

results (ads that meet your search criteria). Scroll through the listings and left-click on the 

blue hyperlink to view the entire listing. 

 

 
 

Craigslist allows you to email the listing to yourself or someone else, report the listing, or 

flag it. Flagging allows Craigslist users to mark inappropriate postings for speedy 

removal if the listing is in the wrong category, if the content is prohibited, or if the ad is 

spam. Use flagging carefully!  
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BUYING AND SELLING  
 

Contacting the seller 

 

When you have found an item you wish to purchase, the next step is to contact the seller. 

Typically, Craigslist will provide an anonymous email address for the seller to use. This 

prevents the seller’s private information from being available to the masses. The seller 

will give the contact information they wish people to use, either a phone number or an 

email address. You must arrange with the seller any viewing of the product, the price, and 

the method of payment. Before you do so, read through the “avoid scams & fraud” 

section of Craigslist, along with the “personal safety tips.” Craigslist is not liable for 

your decisions! 

 

Posting an item for sale 

 

In order to post an item for sale on Craigslist, there are several steps to follow: 

 

1. On the Craigslist home page, left-click on the post to classifieds link found in the 

upper-left hand corner.  

2. Select the type of posting: for sale, housing offered, service offered, etc. When selling 

an item, select for sale and then choose the category it fits into.  
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3. After choosing the category, put your information in the provided areas. Example: 

Title of your posting – 1997 Schwinn 10-speed. You may also choose to hide 

your email address or allow Craigslist to create an anonymous address to display. 

This will not change your email address, it will simply disguise it.  

 

 
 

4. To add pictures click on the Add/Edit Images, then select Browse… to find the 

picture of choice and select Open. This will upload the photo to your listing.  

 

 
 

5. After uploading your photo, select Continue. Craigslist will then display the ad, as 

buyers will see it. If there are any changes that need to be made to it, select Edit to fix 

them. Otherwise, select Continue again.  

 

*Note: All proofreading is the seller’s responsibility! Any errors will remain unless you 

fix them! 
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6. Once you have selected Continue, your ad is ready and will be posted momentarily. 

The ad will stay active on Craigslist for 30 days.  

 

Responding to Inquiries 

It is the seller’s responsibility to respond to inquiries. Be careful about the information 

you give out and follow the safety precautions listed below. It is up to you which 

information you provide in your listing. Make sure that if you use an email address, you 

check that email account frequently. Responses to postings often arrive as soon as an ad 

is submitted. 
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SAFETY AND SECURITY 
 

Avoiding scams and frauds 

Craigslist offers a section on their website discussing how to spot scams and frauds, how 

to avoid them, and how to report them. As Craigslist takes no responsibility for how 

people use their service, it is up to you to be aware of the dangers.  They offer the 

following guidelines, which are also available at http://www.Craigslist.org/about/scams  

 

 Deal locally with folks you can meet in person – follow this one simple rule and 

you will avoid 99% of the scam attempts on Craigslist. 

 

 Never wire funds via Western Union, Moneygram or any other wire service - 

anyone who asks you to do so is a scammer. 

 

 Never give out financial information. Period. (bank account number, social 

security number, eBay/PayPal info, etc.) 

 

 Avoid deals involving shipping or escrow services and know that only a scammer 

will “guarantee” your transaction.  

 

 Fake cashier checks are money orders are common, and banks will cash them and 

then hold you responsible when the fake is discovered. 

 

 Craigslist is not involved in any transaction, and does not handle payments, 

guarantee transactions, provide escrow services, or offer "buyer protection" or 

"seller certification" 

 

Take a common sense approach – if it looks too good to be true, it probably is. There are 

plenty of opportunities available to buy something and it pays to take your time. 

Carefully read everything and be aware before proceeding with any transaction.  

 

Personal Safety Tips 

There are various precautions to take when arranging for the transfer of goods or services 

and, again, you should always use common sense. Craigslist offers the following 

information on personal safety, available at http://www.Craigslist.org/about/safety: 

 

When meeting someone for the first time, please remember to: 

 Insist on a public meeting place like a café.  

 

 Tell a friend or family member where you're going. 

 

 Take your cell phone along if you have one. 

 

 Consider having a friend accompany you. 

 

 Trust your instincts 

NOTE: Images and screen captures may differ from those see on another system. 
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