
How to edit an active listing

Need to make changes to a listing after it's been published? Here's how:

What do you want to change?

You can edit any of your listings except for the following fields:

- All listings: You cannot edit the listing language (e.g. English, French, Bilingual). Create a new listing
to change the listing language type.

- Job listings: You cannot edit the Listing Start Date
- Job listings: You cannot edit the Job Title

To change either the Start Date or Job Title on your job listings, please contact the HelpDesk.

Aside from the exceptions above, you can update any field on your listings. Here's how:
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Login from the Advertiser Centre

From the Advertiser Centre (or any page with a "Login" button), click the "Login" button.
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Login

1. Enter your email address.

2. Enter your password.

3. Click the "Login" button.

If you can't remember your password, click the "Forgot Password?" link.
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Active Listings Section

1. On your Desk, scroll down to your Active listings section.

2. Under the "Actions" section, click the "Select" button beside the listing you'd like to edit.

3. Click the "Edit" icon.

Sections to Update

1. Navigate to the section you want to update:

- Click on the "Listings Options" tab to edit fields like Start Date, Logos, Region, Location, or other
standard listing options.

- Click on the "Description" tab to edit contact information or the custom details that you entered into the
description form.

2. After you have updated your choices, scroll to the bottom of the page and click the "Next" button.
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3. Click the "Next" button at the bottom of each page until you reach the "Preview" page.

Preview and Save Changes

The listing preview shows exactly how your listing will appear to site visitors.

If you need to fix anything else, click the "Edit Listing Info" or "Edit Listing Description" buttons.

If the ad looks good, click the "Save Changes" button.

You'll be returned to Desk with the message: "The following listing has been saved: ..."

That's all there is to it! 

Still have questions about how to edit your listings? Contact the HelpDesk. We're happy to lend a hand!
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