
 

Spotlights for Monthly Update mail 
This is  a quick overview of how to complete the Monthly spotlights for the Update mail. This 
is usually completed around the 23rd of the month and can be spread out over a few days if 
needed. The mail goes out on the 01st of the upcoming month. 
 
Step 1:​
Firstly, you can log into the admin area in webador and then go to the website browser by 
clicking on the ‘’Tools’’ dropdown. 
 

 
 

Step 2: 
Within the website browser, you can then click down on the button for ‘’filters’’. From here we 
are going to set our filters. 



 

 
 

Step 3: 
To set the filters, I go by one website title at a time. For example webador.com or 
webador.com.au.  
 
The filters to look at will be Subscription, Backend website, published, activated adn 
completed. You will then also set the date under ‘’created’’ you will set this for the month you 
are in. So from the 01st June to today’s date.  
The filters should be as follows:  

●​ Subscription: it is not possible to look at more than one at a time unless you choose 
All, however free websites will then also show up. Here I usually choose one at a 
time, so start with Pro customers and then you can change this to Business 
customers. You can then choose one from each category to spotlight for the mail.  

●​ Backend websites: This is where you will choose the domain. So for you this will be 
webador.ca, webador.com.au and webador.nz . Again choose one at a time to make 
this easier for yourself and so you know what you have spotlighted.  

●​ Published: Click Yes 
●​ Activated: Click Yes 
●​ Completed: Click Yes 
●​ Created: Choose the date from the 01st of the month to the day you are completing 

this.  
Once you have all of these in you can click the apply filter. Your search should then look as 
follows:  

http://webador.com
http://webador.com.au
http://webador.ca
http://webador.com.au


 

 
 

Step 4:  
You will then need to wait for this to load. This can take some time while it loads the websites 
within the filter so don’t worry if you think this is taking too long. 
 
Once the website load, I click the created on button once, so the oldest websites are at the 
top.  
 

 
 

Step 5:  
 
You can then begin opening the websites and taking a look through them. Make sure that the 
website is completed before you spotlight this as they also go to our example page. Once 
you see a website that you feel looks good and is fully completed you can go to the website 
admin page and click spotlight.  



 

 
 
I usually choose the home page but if you feel there is another page of the website that look 
great you can change this once you spotlight it.  
 

Step 6: 
 
Once you have done this for one domain you can then move onto the next one and follow 
the same process 🙂 All the filters will stay in place so you should only need to change the 
backen d website or the subscription page.  
 

Step 7: 
The last thing I do is go back to the admin page, click tools and then go to the monthly 
update mail. I choose the domains that I have just added and make sure these have been 
added: 
 



 

 
 

 
 
If clicked these will then bring you to the example pages.  
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