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First
Log	in
Then
Click	the	link	to	the										
competition	group



Click	on	the	Competition	
from	the	list	you	want	to	
enter	that	has	a	Status	of	

‘Open’
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Input	your	chosen	Title	
for	the	entry

If	resubmitted	type	
‘Resubmitted’	here

Click	to	Add	the	entry

NOTE:	- Do	not	enter	your	
name,	membership	number	or	
e-mail	address	– just	the	title	

of	your	entry
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A	Help	button	is	available	on	
key	screens	

A	reminder	of	the	
competition	criteria



Confirmation	the	new	
entry	has	been	added	
and	that	you	now	need	
to	upload	the	image

Click	here	to	go	to	
Explorer	/	Finder	window	
to	select	and	upload	the	

image

A	reminder	of	the	
(unchanged)	competition	

criteria
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Go	to	the	folder	where	
the	image	is	stored	and	
click	on	the	image	you	

want	to	upload

Click	‘Open’	to	load	the	
image
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Check	the	correct	image	/	
file	has	been	chosen.	(If	
not,	click	‘Choose	JPEG’	
and	select	the	correct	

one)

Click	to	Upload
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If	you	don’t	get	an	‘OK’	here	
or	if	there	are	warnings	in	
this	box	then	see	the	

Handling	Problems	guide

… Click	‘Add	New	Entry’	
and	repeat	the	process	
until	your	entry	is	full

THAT’S	IT	– Done!
If	you	have	finished	

loading	your	images	log	
out.		If	you	want	to	load	

another	image	…
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