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STEP 1 – Enter your username and password to access the AdWest DB Update Portal.  If you don’t 
have your User/Password please contact AdWest Marketing info@adwest.ca 



 
 
 
 
 
 
 
 
 
 
	  
	  
	  
	  
	  
	  
	  
	  
	  
	  
	  
	  
	  
	  
	  
	  
	  

	  
	  
	  

 
 
 
STEP 2 – Under the Administration tab in the top right hand corner, click Authorized Access. 



 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
STEP 3 – Once you’ve entered the Update area you will be able to manage information that 
appears in the Features, Supplements and Special Opportunities/Products section of the AdWest 
website. 
 
To modify your information in a specific area click the icon of the section you wish to change. 



 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
STEP 4 – In this case, the publication information for Regular Features is empty. 
 
To add Features click the New tab on the left. 



	  
	  
	  
	  
	  
	  
	  
	  
	  
	  
	  
	  
	  
	  
	  
	  
	  
	  
	  
	  
	  
	  
	  
	  
	  
	  
	  
	  
	  
	  

STEP 5 – Use the pull down menus to identify both the type of Feature and its timing. 
 
Click the Save button on the left when finished. 
 
Note: The same steps can be followed to update Supplement data. 
 
 
 
 



	  
	  
	  
	  
	  
	  
	  
	  
	  
	  
	  
	  
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
STEP 6 – When you have finished entering in your information click Done on the left and you will be 
returned to the main Update Screen where you can enter a different area of the Portal or Log Out of 
the application. 



 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Note:  Information currently in the DB (and therefore appearing on the AdWest website) can be 
deleted by clicking the Delete icon next to the appropriate information. 
 
To edit existing information, you must first Delete it and then enter New data by clicking the New 
tab. 
 



	  
	  
	  
	  
	  
	  
	  
	  
	  
	  
	  
	  
	  
	  
	  
	  
	  
	  
	  
	  
	  
	  
	  
	  
	  
	  
	  
	  
	  
	  
	  
Note:  Special Product information includes two text-based fields for each product.  For consistency 
in presentation on the site PLEASE refer to the guidelines linked in the section description for 
instructions on how to enter data in the proper format. 
	  
	  
	  
	  



	  
	  
	  
	  
	  
	  
	  
	  
	  
	  
	  
	  
	  
	  
	  
	  
	  
	  
	  
	  
	  
	  
	  
	  
	  
	  
	  
	  
	  
	  
	  
	  
 
 
 
Note:  When you have completed your updates and clicked Done, your information will 
automatically populate the appropriate sections of the AdWest Online Planning Tools. 



 
 
 
 
 
 
 
 
 
 
 
 
 
	  
	  
	  
	  
	  
	  
	  
	  
	  
	  
	  
	  
	  

	  
	  
	  

 
Note:  To view your information use the filter options to see your data individually or against other 
community newspapers. 
 



 
 

 
 
	  
	  
	  
	  
 
Updated information will now appear on the AdWest website and be exposed to the approximately 
500 Unique Visitors to the site each month. 
	  


