Pacific Northwest Christmas Tree Association - Website Instructions

1. Open your internet browser and go to http://nwchristmastrees.org

2. Click on “Member Login”

3. Enter email address as listed on your letter,
		 enter password as listed on your letter

4. Click the “Log In” button at the bottom

5. Account page, Click on “Manage Account Settings”

1

Manage Account Settings is where you will manage your contact information for the Association website.
6. Click “Edit Profile”

7. Update/add Personal Information and Mailing Information

8. Click the “Update” button at the bottom of the page

9. Click “Manage Account Settings”

10. Click “Change Password”

11. Enter new password, confirm password

12. Click the “Change” button at the bottom of the page
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13. Click “My Account”

14. Click “Manage Listings”

Manage Listings is where you can access all of your listings including Seller Listing as was printed in the Buy-Sell Directory,
Directory listing as printed in the Membership Directory, Choose and Cut and Retailer listings. We have entered all 2011 Seller
Listings, Member Listings and Choose and Cut Listings. If you have one of these listings, you can view and update them with
current 2012 information.

15. Click “Wholesale Trees,” Directory”
or “Choose and Cut/Retail Lots”

16. Click “Edit Listing”

17. Double check Contact Information. You must include a
		 Listing Name, this is how this listing will be identified on
		 the website.
		 NOTE: For Choose and Cut and Retail Lots we will use
		 the address you list to link to a map for consumers to
		 access directions to your lot/farm.
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18. Check your Listing Details.

19. The Description box is for you to include any information
		 about your farm, company or lot. You can control font
		 size and style, include bullets, and even add links and/or
		images.

20. To include an Image, click the “Browse” button and find the image on your computer that you would
		 like to include in your listing.

21. Click the “upload” button. When the image is uploaded,
		 you will be able to see the image on this form.

22. Click “Save Listing” button.

23. Click “View Listing” to view your listing as it will
		 display on the website. This will open in a separate
		 window.
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24. If you need to make any changes close this window
		 and go back to your account and edit your listing.
		 Follow the above steps.

25. Please logout once you are done with your listings.
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