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1 Access to Awards website 
 
Go to http://www.winealign.com/ and click on Wine Awards. 
 

 
 
or if you are already logged in to WineAlign click on Awards. 
 

 
 
Both take you to the Awards Home Page.  Click on “Click here for More Information” 
 

 
 
 
You will then come to this page.   
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Navigate using the menu at the top to find out all about the competition. 
 
When ready to enter wines into National Wine Awards of Canada (NWAC) select Register from 
the menu. 
	
  
2 Wine Registration Home Page – Not Logged In	
  
 
After clicking on Register you get to the page below. This page is where you setup your User 
Login, and start entering wines into the competition. Once here you can either click on Login if you 
are an existing user, or click on User Registration to setup a new user account. 
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If you've registered for our wine awards before, it is likely that we still have your USER login 
information in our system. Click on Login and try those credentials first, rather than registering 
again at User Registration. If you have forgotten your password or username you can reset both 
easily.  If you have never before registered for wine awards in Canada then click on 
User_Registration. 
 
3 Login 
 
Below is the Login screen. 

	
  
If you are an existing user on our system, just login. If you cannot remember your Username and/or 
Password click on the Forgot your Password link and a new one will automatically be emailed to 
you. Important: If you do not know the email address you used in the past you will need to email us 
at Awards@WineAlign.com for assistance. 
 
4 Creating a New User Account 
 
If you do not have a User Account in our system, you will need to set one up.  Click on the User 
Registration menu item and you will get the new User Registration screen below. 
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Please fill in all the fields and click on Register User to save. Please write down the User Name, 
Password, and Email you use so that you can easily login in the future. As a new user you will 
receive an email with the subject line “Activation” to welcome you and confirm your User Name 
and Password. This email also contains an activation link. You MUST click on this activation link 
to verify your registration. You can then access the site. 
 
IMPORTANT 
 
If you try to Login without clicking on the activation link, you will be regarded as an 
Inactive user.  This is for security purposes.  When you signed up you were sent an email to 
activate your account with an activation link. You MUST click on this link to activate your 
account. 
 

	
  
	
  
Important: If you get the Inactive User screen above it means that you have not clicked on the link 
in the email that was sent to you. Please find that email and click on the activation link. If you 
cannot do this you will need to email us at Awards@WineAlign.com for assistance. 
 
New User Setup 
 
When you click on the activation link, it will take you to this page. 
 

 
 
Click on Edit My Account at the top of the page. 
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Before you can register wines in the competition we need to know for which winery, agency, 
retailer or distributor you work. Since we already have many of these companies in our system, use 
the search tool to select a Company for which you will register wines. If your Company is not in 
the list you will be able to add it from the search results page.  If you are adding a company, please 
fill in all contact information accurately in case we need to reach you. 
	
  
Important: If you are an Agency, Distributor or Retailer and plan on entering wines for multiple 
wineries you MUST select Agencies/Distributors or Retailers from the drop down list under 
Company Search. This will enable you to enter wines for multiple wineries and manage, pay, and 
get a receipt for each winery’s wines separately.  If you set up your User Access as a Winery you 
will only be able to enter wines for that winery. You will need a separate User Name and Email 
address for each winery. 
 
5 Authorizing a New User to a Company 
 
If you selected an existing company from our database for your User account, an Admin user for 
that company will have already been established. If you are the first user for a company you just 
added, you will be assigned as Admin for that company by default.  For security reasons Admin 
users have to approve any new users for their company.  There can be more than one Admin user 
for any company. 
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New users for existing companies will therefore see this screen with Unconfirmed beside their 
Username. 
 

	
  
	
  
The Admin user(s) will have been sent an email automatically requesting your authorization for 
access. You will not be able to Add/Edit/Delete any info for that company, including adding wines 
to the competition, without being confirmed by them. 
 
If this is your case, you must request that the Administrator of the company authorize you as a 
legitimate user for the company and grant you access. They can easily do this by logging in 
themselves and simply clicking on the Confirm and Admin links beside your Username under their 
My Account Settings.  You can see all users for your company, including who has Admin rights 
under Edit My Account. If you do not know who the Administrator is, or if the Administrator has 
left the company, or for any other reason you cannot get authorization please email us at 
Awards@WineAlign.com. 
 
Logged in Home Screen 
 
Once logged into the system when you click on Home you will see the screen below. 
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You will notice that the menu bar now has additional items. You can now edit your account by 
selecting Edit My Account and start the wine entry process by selecting Enter/Edit Wines (see 
more on editing your account settings later).  Rules + Information will take you back to the main 
awards page on WineAlign where you can find lots of information about the ‘Nationals’. 
 
6 Enter and Edit Wines 
 
If your winery is already in our system and you are ready to enter wines now, please skip ahead to 
step 10 - Entering Wines. 
 
7 Searching for a Winery 
 
If you work for a winery (not an agency or retailer) you can skip this step, which is for those who 
wish to register wines for more than one winery. 
 
The first step for entering wines into the competition is to ensure that the wineries that produce the 
wines you are entering are in your account. When you click on Enter/Edit Wines you will see this 
screen. 
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To search for a winery enter 2 or 3 characters in the field and click Search. You can click on the 
Search button with nothing in the field to get a complete list of over 1600 wineries already in our 
database. 
 
If the winery is not already in the database then you can add it in the search results page.  If you 
only searched on 2 to 3 characters then the system will return a list of winery names in which that 
string of characters occurs. Below is an example of what you might expect from a 3-letter search 
for “mis”. 
 

 
 
Important: Choose the character string carefully to ensure that your winery really is not there before 
creating a new winery. 
 
Once you’ve found your winery click on it to add it to your list of wineries. If your winery is not 
listed you can add it to our database (see Adding a New Winery item below). If your winery is in 
our database skip Step 8 - Adding a New Winery. 
 
8 Adding a New Winery 
 
If you are sure your winery is not in our database you can click on the link “add a new winery 
here”. 
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This is the top part of the screen you will see. 
 

 
 
 
 
Please fill in all of the fields as requested and save. If you are an agency or distributor or a retailer 
and will be entering wines for more than one winery, you can add more wineries by returning to the 
Company Search under Enter/Edit Wines. 
 
Once all the wineries you will require are in the system you can proceed to enter wines. 
 
But first, let's look at how to edit your account. 
 
9 Editing Account Settings 
 
It is a good idea to check your User Account settings after you have added a winery to your account 
and correct any erroneous information. Below is the screen image you will see. 
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Important: You will not be able to edit your company unless you have been confirmed as a user for 
that company. The Enter/Edit Wines menu item is not available for unconfirmed users, so you will 
not be able to add a wine until you are confirmed. 
 

 
 
As a confirmed user you can now Edit Company Info. Select that and one of two screens will 
appear in a pop-up window depending on whether your company is an agency/distributor/ retailer 
or a winery. 
 
If your company is an agency/distributor/retailer, the pop-up will look like this. 
 

 
 
 
If your company is a winery, the window will look like the one on the next page. 
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Important: If neither of these windows appears make sure that your browser is set to allow pop-up 
windows. 
 
Please edit any of the information in the fields to reflect up to date information about your winery 
or company.  Be sure to click on the ‘save changes’ button at the bottom of the window. 
 
10 Entering Wines 
 
Having completed all the preceding steps you are now able to add a wines to the competition. 
Simply click on Enter/Edit Wines from the main menu. 
 
If you work for a winery then the following screen will appear: 
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Click on Add a Wine to enter details on a wine. 
 
If you work for an agency/distributor/retailer and you represent multiple wineries you will have 
first to select the winery before entering information on a wine.  Your screen will look like this: 
 

 
 
Type in the beginning of the name of the winery in the search field, select the winery, and click on 
Add a Wine. 
 
A pop-up window will appear - the top part will look like this: 
 

 
 
 
Important: Please check all information for accuracy on this page including [edit winery] and the 
Send Awards to: section, since we want to be sure that when you win we send your medals and 
plaques to the correct destination! If you have entered wines from more than one winery you can 
view all of your wines under their respective wineries in the Payment Checkout menu. 
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11 Detailed Wine Information 
 
Once you click on Add a Wine whether you are an agency/distributor/retailer or a winery, you will 
see the same pop-up window for entering information on a wine. 
 

 
 
Follow the onscreen instructions to give details on the wine.  Fields marked with on asterisk * are 
mandatory and you will not be able to save a wine until that information is provided. 
 
Before saving a wine, ensure that WINE NAME is accurate since these are the words that will 
appear in the competition results. 
 
You must enter at least one price for the wine somewhere in Canada.  Again, this information will 
appear in the results, so if the wine is or will be available in more than one province, it is in your 
interest to indicate this. 
 
Our default closure is screw cap; otherwise select from the drop down box.  
 
Please enter the correct UPC code.  If you do not know the UPC code, you can enter 0. 
 
Several of the fields are very useful for us in best judging your wine, but are not mandatory. 
If you do not have time or do not have all the non-mandatory information at hand you can always 
return to Enter/Edit Wines at any time even after payment, or after shipment to modify or complete 
this information. 
 
When you are done entering information on a wine Click the ADD WINE button, which is located 
almost at the bottom of the page directly above the extra information that is not mandatory. 
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The Pop-Up window will close and you will be back at the previous screen to enter more wines if 
you wish. 
 
Once you have no more wines to enter click on the Payment Checkout. 
 
You can pay for wines in stages. If you enter some wines and pay for them you can still enter 
further wines and pay for them separately. 
 
 
12 Payment Checkout 
 
Once you have entered all the wines and are ready to pay click on Payment Checkout. 
 
The screen image below shows all of the wines you have entered and not paid for listed by winery, 
if you are representing more than one winery. Simply check off the wines you wish to pay for and 
click on the PayPal logo at the bottom. You can pay for all now or only some and then return later 
and pay for the rest. 
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Important: It is important to note that the wines that you have entered are displayed in red. After 
they have been paid for they still remain red. Once the wines have been physically received at the 
venue, and are checked off in the system as being received, they will turn to green. 
 
Important: For NWAC 2014 wines are consolidated. Consequently packages are not opened and 
wines not received until the day before judging commences; so the colour will not change from red 
to green until that date. 
 
 
13 Paying for Wines Using PayPal Secure Payment Gateway 
 
Wines are paid for by MasterCard, Visa, AMEX or PayPal using the PayPal secure gateway. 
 
It is NOT necessary to have a PayPal account to pay for your wines. 
Once you ready to pay click here: 
 

 
 
and you will get the following screen. 
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If you have a PayPal account, simply log in and follow the instructions. 
 
If you do not have a PayPal account and do not wish to open one, you can pay by credit card by 
clicking on Check Out as a Guest. 
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The following window will open.  Click on Don’t have a PayPal account? 
 

 
 
 
The window below will open for you to give secure credit card payment details.  Follow the 
instructions to complete your payment. 
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18 Shipping Wines 
Once you have entered all your wines and have made payment you should now ship the wines for 
the competition. 
 
Click on Rules + Information to get back to the NWAC 2014 Home Page.  Or use this link: 
 
http://www.winealign.com/awards/2013/03/23/home/ 
 
 

 
 
Now select Shipping from the menu to learn how to send wines for the competition. 
 

 
Need more information? Visit our FAQ page. 
 
If you need more information or have any questions regarding this competition, please checkout 
our awards website which has much information on the awards. 
 
http://winealign.com/awards/2013/03/23/faq/ 
 
The FAQ section is especially useful. It is constantly being updated with helpful hints for being 
successful at the awards. 
 
If you do not find what you need there, then please feel free to contact us by email at 
 
awards@WineAlign.com 
 
 
GOOD LUCK! 


