
Adkit Client Procedures – Self-Help Guide 

1. Login using your username and password sent to you in an email from katie@hvwta.com.au 

2. Sends you to booking page, click on option 1. 

3. Takes you to the Advert booking section. Click on ‘Create new advert’. 

 

4. Takes you to ‘New Advert creation wizard’. Select from below options. If you forgot to select 

one of these or didn’t select it properly, the wording ‘PLEASE SELECT Preferred 

Advertisement Size’ will appear, you need to click on the button that says ‘CLICK HERE TO 

GO BACK’ and it will take you to the previous page again where you will have to reselect 

everything. If you are unsure of which option to choose from please contact Katie Lee at the 

HVWTA on 0499 053 655 or Jessica at the VIC on 02 4993 6700 before you begin booking 

your tile. 

 

5. Then choose your advertisement sections (please ignore the selected category below): 

 

6. Depending on your selection, different options will appear. 

7. If select option: Breweries & Distilleries 
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8. If select option: Dine (Restaurants and Cafes) 

 



 



 

9. If select option: Experiences (Activities & Attractions, Spas, shopping, markets, arts & 

culture) 

 

10. If select option: Gourmet (Local Produce, Breweries & Distilleries) 



 

11. If select option: Services (Florists, design companies, event companies, general services) 

12. If select option: Stay (Accommodation) 

 

 

13. If select option: Tour (Tours & Transport) 



 

14. If select option: Weddings (Florists, Chapels, Photographer, Celebrants) 

 

15. If select option: Wine (Wineries & Cellar Doors) 

 



 

 

16. Then select map reference 

 

17. ‘Save My Ad Details’ 

18. Takes you to ‘Advertising Guidelines’ page 



 

19. Clicking on ‘General Advertising Guidelines’ will just take you to the specifications of the 

advert, not that relevant as all this info will be in each individual section of the advert 

anyway. 

20. Clicking on ‘You are now ready to complete your booking. Click here to continue’ will take 

you to the next step of booking your advert. 

21. Directory Listing Approval – YOU MUST FILL THIS IN!!!! 

 

22. Select ‘NEXT’. Takes you to a page that says ‘Let’s make an ad’. Click ‘OK’. 

23. Takes you to a page that says ‘Add your advert information below’ – this is where you add 

details about your advertisement, such as contact details, location, description and opening 

hours etc. 

24.  Please read thoroughly the text at the top as it explains the instructions about each step.  It 

is also a good idea to type your description in a word doc first for a few reasons.  Firstly, to 

ensure you are within the word limit. Secondly, Adkit does not spellcheck so you need to 

ensure all your words are spelled and formatted correctly.  It is also best to type the 

description in to Adkit, not just copy and paste.  So best to copy it from Adkit into a word 

doc to pick up any spelling mistakes or other grammar typos. 

 

25. ‘Submit text’ 

26. Takes you to a screen that says ‘Let’s upload files’. Click ‘OK’. 



27. Takes you to a page that says ‘Upload your photos and files’. 

28. Scroll down and click on the ‘Browse’ button.  Upload your already resized landscape image. 

Submit file. 

 

 

29. After clicking ‘Submit file’ it will say ‘loading please wait’. Wait until the screen has refreshed 

itself and the file uploaded. 

30. You will see that after you have uploaded your image it will appear underneath the section 

where you just uploaded your file.  Only upload ONE image. 

 

31. Click complete booking in the top right-hand corner of the screen. 

 

32. Asks you to ‘confirm the content of your ad.’. Do so and then logout. 

33. Log back in and you will find your current advert in the option 1 section when you log in.  If 

you have fully completed the booking, the Status column will display the wording ‘Admin 

Review’, if you have partially completed a booking the Status will display the wording 

‘Waiting for your material’, if something has glitched in the back-end of the system, the 

wording ‘Approved by Julie Newman’ will appear.  If this happens you need to contact Katie 

Lee immediately so that this can be rectified for you.  Should you need to make any changes 

after submitting your content, you can edit your advert by going to the Action column which 

will display the wording ‘Edit wizard steps’ for those that have completed the booking fully.  



If you have not completed your booking or partially completed some of it, the wording 

‘Complete wizard steps’ will appear and this is where you can go back in and continue to 

complete your booking.  

 

34. To create a new advert for a different business activity as paid for as part of your 

membership renewal process, start from the beginning by creating a new advert. 

35. If you have different logins for your separate business entities, you will need to log out and 

sign back in with the different credentials that match the business you are looking to 

advertise with. 

36. If you select Directory Listing only, you will only need to fill in the immediate section plus the 

directory listing section and then your booking is complete.  The below messaging will 

appear, click ‘OK’ and you will be taken back to the ‘My Ads’ page. 

 


