How to Log In and Enter SPF Competitions Online as a Club Competition Secretary

SPF PORTFOLIOS

There is a log-in area at the bottom of the SPF website pages. If you don’t see it use the scroll bar on

the RHS of the screen, so scroll down until you see admin login on the purple area at the bottom

of the webpages and click on it once. Note - You must have already been REGISTERED with the SPF as
Competition Secretary for this competition to gain access to this area, and before you can set your password Those who
organised their Club Entries to the Print Championship can gain access using the same password as before. If you have
forgotten it please just log in and change your password using the change password option. If you are now the Competition
Secretary dealing with your Club’s entry please contact Libby giving her details of your previous competition secretary, and
your own details so she can register you..
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When you login using your email address and password you should see the following at the very
top of your screen See the red arrow below (remember you may have to scroll up to get this)
Logout My Account Club Admin Competitions
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External Competitions Distinctions Galleries

Neil Smith

Administrator first name

Administrator surname

éwb Reference

Carluke Camera Clut

Histe

Each of these gives you a different option. See below for details

My Account - Shows the following information on the VieW tab. You can edit this information by
clicking on the edit tab
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Neil Smith

Administrator first name

Administrator surname
it

Club Reference

Carluke Camera Club

History

Member for

5 days 48 mis

When you click on the edit tab you see the following
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Neil Smith

Current password

E-mail address *

Password

Confirm password

Administrator first name *
Admintstrator surmame *

Administrator contact phone number

Club Reference




Club Admin - shows the following information for your Club — Who is listed as your main Club
contact, normally the Secretary, and the designated person(s) who organises the various SPF
competition entries for your Club (given the last details the SPF have received).

External Competitions Distinctions Galleries

Competitions - Shows information on the current SPF Competitions that are Op€en for entries,
You go here to enter the SPF Competitions. It will also show you at what stage your Club is at in
entering that competition (/f the entries show 0 you have not yet entered). You will now see an
option to enter the SPF Portfolios (as well as the previous Print Championship details if your Club
entered this)
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To enter click on the view/edit/submit option. You will then be presented with the following
form to complete.

BF Carluke Camera Club

AT 1t this entry yOU st select at least 4 M t5 and/or 4 Color Prints and/cr 6 Digital Images for your ¢

Entry Fee 000

# Entries 0

# Colour 0

# Mono [

@ Digital

# Colour selected 0

# Mono selected 0

# Digital selected O
Portfolios Print Return

ottt e o s e e | First; If you are entering Prints
hd €= tell us how you would like

them returned




Tell us if you will collect your entry, or if you require your entry posted back by clicking on Amend
print return info you will have the following choices

Edit SPF Annual Portfolios Entry Form BF Carluke Camera Club
_———

Portfolios Print Return *

Then go on to enter details of each of your author’s photographs by clicking on Start your entry
by adding an author.

_W—_

BF Carluke Camera Club
]

VW £ this entry YOU net select at {east 4 M 15 and/or 4 Color Prints and

Entry Fee 000

# Entries

# Colour 0

# Mono )

# Digital

# Colour selected (

# Mono selected O

# Digital selected O
Portfolios Print Return
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Complete the first Author Name in the boxes provided

Then go on to enter all of the Prints and Projected Digital Images for that author. Make sure you
enter in the correct section Colour Print or Mono Print or Projected Digital Image.
Please Note — Digital File copies are required for each of the prints you are entering (max
1600x1200 jpegs

NS,
Add new Author Make sure you enter Colour Prints under the

Author First Name *

Author Surname *
|

the Projected Digital Image section

Colour Print section, Mono Prints under the Mono
Print section and Projected Digital Images under

COLOUR PRINT SECTION < |

Title <

e 0% 1han 2 M0
e typet Jpg Ipeg
be emalier ¢

"""—‘;"“;‘;";:’:, < For each author entry complete the Title as you

CMF" u-m:u“‘w wish it to be read out, and then choose the digital
"“’} - file to upload by clicking on Choose File (max.
?:::-ﬁlf:d* file size 1400x1050 jpeg only) Then click Upload

H00XI050 e

to upload the file

Please start by entering your first Title as you wish it to be read out in the Section you wish to
enter, Mono print or Colour Print or PDI. You then need to upload the digital file (either to match

the print, or the actual PDI) - Do this by clicking on Choose File



As soon as you click Choose File your ‘Explorer’ window will open for you to choose your file
as below.

1 NEE image you must ensure it is the correct
B = size and format.

I _ than 2MB (sRGB colour space)

e =

ot C— Note — before you try and upload your

It does not matter how your file is named
— the system will automatically name it
correctly for you but it must be a jpeg
and max size of 1600x1200 (max 1600
] wide and max 1200 high) and no bigger

Select the File that matches the Title you have entered and click Open. You will see an
abbreviated filename appear next to the Choose File — Now click Upload

Title
Tick if nature
Image Upload . .
Choose File | LI4_ML84B8_000ps jog o @— Click to Upload your file
Files must be less than2 MB

O Png gif Ipg jpeg
mages must be smaller than 1400x1050 pixels

Once Uploaded you will see a thumbnail of the file appear, you can then go on to enter

your next title and upload the next file. Click save to save what you have done as you go
along if you prefer. Be aware that your details and files have not been saved until you do so

Title

Tila

Carry on entering all of the first author’s and titles in the appropriate sections until that
author’s entry is complete, then Click save (at the bottom of the page) to save that author’s
entry and go on to the next. Don’t worry, you will be given the opportunity to Edit your
entry after this if required.

Please do not press Submit at this stage

Tick if nature
Image Upload
Choose File | No file choser Upload
Files mustt han 2 M8
v types png gif jpg jpeg
05 must be smaller tharn 1400x1050 pive.

e @y Click to save what you have done

Even after hitting save — you can still edit your entry and add more authors -

just click the edit link shown below and continue to add further authors and titles.



You can also change any of the saved authors and titles. Enter the correct details where you put the

names and titles in orginally and then make sure to click SaVve again to save your changes.

You can remove an author using the [remove] button then remember to click save to keep your

changes.

When you click Save you will see the following -

You should see the thumbnails of the
uploaded images in the sections you
have entered for your first author -

where Cis Colour Print, M is Mono

Print and D is Projected Digital Image

e_ You can edit this entry by clicking on
this edit link

Note also that the website will keep a running total of how
many entries you have completed, in what sections and

° @— Green Confirmation of this having been saved
i 1 4 i -t 1 "
Entry Fee
2 Entries
# Colowr
2 Mono
# Digital
# Colour selected 0
# Mono selected 0
# Digital selected (

Portfolios Print Return
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Entry Fee
2 Entries
fems €
# Digital
pscssdasrmiy the Entry Fee total
# Digital selected

Portfolios Print Return

1]

Then you can add another author by clicking on the add another author button

You add another author by clicking

on this text

After clicking on the add another author button and you will see the following appear.

Add new Author

Author Farst N ©
Auther Surname ©
COLOUR PRINT SECTION
e
image Uptoad
v




Continue to enter and save all of your entries remembering to scroll down to the right section to
enter your Mono Print and PDI entries until you are happy that the entry is correct.

An example with authors, titles and thumbnails completed is given below.

Note all the edit links are still available to you. You are not yet ready to Submit your entry

>
BF Carluke Camera Club

After you have entered all of the entries from your Club for all of your
authors, you require to select the 4 Colour Prints, 4 Mono Prints and 6
Projected Digital Images that will count as your Club’s entries in each section
you are entering in.

You do this by clicking in the colour coded squares adjacent to the titles/thumbnails for

each section. See example on next page. You need to do this even if you are only entering 4 Colour
Prints, 4 Mono Prints and/or 6 Projected Digital Images — This registers you as having a Club entry
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e :

Click in the square to select each of the
o photos that make up your Club entry
e e (max 2 per author per section)
- 2 @ Green = Colour Print e.g. C1, C2...
= Red = Mono Print e.g. M1, M2...
Blue = Projected Digital Image e.g. D1,
< .
D2...
¥ 7]
= Please Note — You need to do this even
if you are only entering 4 Colour Prints,
ot : 7
e 4 Mono Prints and/or 6 Digital Images
BF Carluke Camera Club
|
© Click ‘submit this entry’ only when you are sure everything's correct
Entry Fee 1500
# Entries 15
# Colour £
# Mono 4
# Digital 7 ! Note that the website will keep a running total of how many
# Colour selected 4
M selected 0 . . . .
m‘;"n‘;lmmc entries you have selected, in what sections as you do this

Portfolios Print Return

Carry on making your Club selections until all three sections are complete.

BF Carluke Camera Club
Y

& |

© Click submit this entry’ only when you are sure everything's correct

Entry Fee 1500
# Entries 15

# Colour 4

# Mono 4

# Digital 7

# Colour selected 4

# Mono selected 4 All three Club selections are now complete
# Digital selected ¢

Portfolios Print Return

A representative from my club will collect the prints from the drop-off points after the September SPF Executive Meeting

(1]

Please go through and check your entry is correct - you cannot change anything after you have

pressed submit.

If you see something wrong simply click on the edit tab and correct as required and then click save
to save the changes.

If you know that all is now entered correctly click on the submit entry to submit.



AleT

BF Carluke Camera Club

{ < Click only when you are sure everything’s
a

correct

© Click 'submit this entry’ only when you are sure everything’s correct

Entry Fee |15 00

# Entries 15

# Colour 4

# Mono 4

# Digital 7

# Colour selected 4
# Mono selected 4

# Digital selected ¢
Portfolios Print Return

A representative from my club will collect the pnints from the drop-off points after the September SPF Executive Meeting

o

You will be asked to confirm by clicking Submit this Entry again, this is because you cannot go back
and edit your entry after this point. We do not have your entries until you do this.

If you notice a mistake after this please contact Libby as soon as possible. She will be able to make
some corrections prior to your entry being fully processed by the website.

Are you sure you want to submit this entry? You will not be able to amend it further.

ADMIL thes entry _

The website will then take you to the view below, where now you have completely ‘submitted’ your

entry. You will see a print button

Competitions - club admin

SPF Print Championship Entry

At any time up until the Portfolio event is closed you can log back in here and print off a copy of your
entry form to put in the box with your prints and your cheque, and /or a copy for your records.

If after this you notice any errors please let us know as soon as possible and we can correct them for
you if you catch us before the website processes your entry.

email Libby on libby.neilsmith@btinternet.com

To Print - Follow the instructions below for PC (please note you do not need to do a screendump

if you follow these instructions)


mailto:libby.neilsmith@btinternet.com

When you click the print button you will see the view below. If you right mouse click

anywhere on the form you will bring

up a menu where you can select print.

4 | =
Thvs antry foem has beon submitted
Entry Fee 15 00
# Entries 1 J
# Colour
# Mono 4
# Digital 1
# Colour selected 4
# Mono selected ¢ Reload
# Digital selected ¢
Porttolios Print Return
A teplasentative from my chib wit cotect the pretts from the ¢ SPF Exocutive Meating
* Club Entry Sakicton o Chib antry conusts ¢ Wty 1% (max 2 por author) 6 Digal Imoges (POI) ( Save as...
First  Suname Ref Title c
Libby  Sman Gl The Loat Farewed Yo Print... arl+P
Lbby Smm G2 Dreamng of Home Yo
. Translate to English
Lbby Smen D1 Coops Yo
Mttt 1 FastLight Yo N(C
Hunter M1 Frosh Fol Yo 5 View page source "
Gavin o You .
Inspect t+

Gavin m Yoo

@ e o S A SR AR At Anrarhis Faderatian Aralbr

(8} Yos

DY You

¢ Handry MY Yos

Robert Mendly D1 Rider Down Yos
Eode  Cocozza DY Pickpocket
Eode Cocozza D2 Searching or her Cot Yos
Janel  Russell DI Clowning Aound Yo
* Club Entry Salaction o Chib entry conusts of 4 Colour Prnts (max 2 per author). 4 Mono Prats (max 2 par asthor). 6 Digital Images (PO (max 2 per muther)
Sowrc URL Onodifled on 260319 19:88) Mip i ot h hossgrapise foteration onyté < rbba< omea< by

This will take you to a standard print dialogue box (varies dependent of Operating System)

e * Consacammrcrn

Tota 1 shumet of papes

BF Carluke Camera Club

This entry form has been submifted
Entry Fee 15.00

# Entries 15

Colour

-
-

#Mono 4
# Dighal 7
# Colour seected ¢

Return
A ragrosentatve from my cub wll coliect e prnts rom the drop-of pants after the
w?‘&m

Selection: 3
Pvmmnnlnevm) awunm(mumzwmw

Club entry consists of 4 Colour Prints (max 2 per auther). 4 Mono

Loty Smn t:| mmr.e_u Yes
. Utty Smih  C2 Oreamingof Home Yes
o Lty Smith D! Ooops Yes

+ Hunter Kermedy C1  First Light Yes
Hunter Kermedy M1 Fresh Fal Yes
Gavin  Fomest Ct  Camargue Horse and Egret Yes
Gain Forest M1 TmewnGo ves
Gavin  Fomest M2 The Young Princess Yes
Gavin Fomest D The Lightof Dawn Yes
Cammy Scot D! Balancing Act Yes
Rotert Hendry Mt True Gt Yes
Robet Hendry D1  Rider Down Yes
Eofe Cocomza D1 Pckpocket
Edde Coozza D2 Searching for her Cat Yes
Jaret Russel D} Ciowning Around Yes

N Ciub Entry Selection *

Prints (max 2 per author); 6 Digital Images (PDI) (max 2 per

* Club Entry Seiection: 8 Club entry conaists of 4 Colour Prints (max 2 per author). 4 Mone
aushor)

‘Source URL (modiied on 2016.83-19 1048y e
)

e e > At

Print off a copy of the Entry Form and enclose in your box of prints and/or your cheque for your
Entry Fee and/or Postage (Cheques to be made payable to ‘SPF’)

Your Entry should now be complete.

If you notice any errors please let us know as soon as possible and we can correct them for you if you
catch us before the website processes your entry — we cannot correct it after this.

Other Messages you may get - explained below. Remember to SAVE what you have done by
clicking the SAVE button before logging out to correct an issue.



If you click on the view/submit button and you see the following.

R
BF Carluke Camera Club

t

Entry Fee O ol
# Entries

# Monochrome (

# Colowr |

Print Return

Do not click on the Submit this entry until you have entered everything correctly. You will not
be able to edit anything after this. Email Libby for help if you do click this before you have corrected
everything.

You will see the following if you have not entered titles for every entry. You will not be allowed to
complete your entry until this has been corrected.

nn tt 1 A\ missing title &

You will see the following if you have not entered the correct file type — jpg or jpeg

Uphoad

You will see the following if you have not entered the correct size of file - max 1400x1050 and 2MB

Cusiodans of The Pler

Colour PDIC1

Chooas Fde  No file chosen Uphoed




