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! Attention  
 
Only by logging in from the above specific URL can you access to your Entries 
Dashboard (more about that later). 
 
Anytime you have problem reaching or returning to your Entries Dashboard… 
Simply logout, return to this specific URL and login again. 
 
Bookmark the URL! 

ONLINE ENTRY SUBMISSION WEBSITE 
 
Go to our Online Entry Submission website here: 
http://prod.promaxbda.org/login.aspx?ReturnUrl=%2fcompetitions%2fsubmission%2fsubmadmin.aspx 
 
 
 
 
 
  
 
 
 
 
 
 
 
 
 
BEFORE YOU BEGIN 
 
• You will need to have an online profile with us before you can start 

submitting your entries.  
 

• You do NOT require to have a PromaxBDA membership to create an online 
profile 

 
If you do not have an online profile, please create one by clicking on “sign up” as indicated by 
the red arrow 1 below, and follow the instructions. 
 
If you already have an online profile but could not recall your user name and password, please 
click on “Forgot Login” as indicated by the red arrow 2 below, and follow the instructions. 
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LET’S GET STARTED! 
 
Enter your User Name and Password, and click on the “Login” button as indicated by red 
arrow below. 

 
 
ENTRIES DASHBOARD 
 
The next page will bring you to your Entries Dashboard.  
 
1. Click on the field “Competition” to see the list of competition available. 
2. Look for “2011 PromaxBDA Africa Awards and select competition. 

 
 

 
 
 
SUBMIT YOUR ENTRY INFORMATION 
 
To submit each of your entries, start by clicking on the “+ Add Entry” button as indicated by 
the red arrow below. The next web page will bring you through the Step 1 to 5 to complete 
your entries submission. 
 
!  “+ Add Entry” button will only appear AFTER you’ve selected your competition 
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TIPS 
 
Before we go on, here are a few useful things to keep in mind… 
 

• Fields marked with red astrisk “_*_”, must be filled in. 
 

• Save time - Make payment for all your entries AFTER you have submitted ALL 
your entries. Simply click on the “Return to Dashboard” button at Step 4, and 
repeat Step 1 to 3 until you have complete submitting all your entries before 
proceed with Step 4 and 5. 

 

 
 

• You cannot delete entry or make changes AFTER you made payment (completed 
Step 5). Please only make payment when you are completely satisfied with what 
you have submitted. 
 

• Save time -  Make use of the “COPY” function when submitting the same entry 
for more than one category. 

o Save typing the same entry’s details over again. Just edit from what was  
previously entered, if required. 

o If you’re uploading video, you will only need to do it ONCE. 
o If you’re sending tape, only ONE copy of that entry’s video will be 

required. 
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TIPS 
 

• Lost? – Whenever you are uncertain of what you have to do next, or whether if 
you have successfully submitted your entry, simply look under the “Next Step” 
column at your Entries Dashboard as indicated by the red arrow below. It will tell 
you what you need to do next for each entry. 
 
When you have successfully submitted an entry, it will read “Ready for Judging”. 
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STEP 1  
  Entry Details 
 

1. Select “Category” 
2. Enter “Entry Title” 
3. Enter “Marketing Objective / Creative Strategy” 
4. Enter “Credited Company” 
 

 
 
You will see the following for all category, 
 
Submission Details 
 

 
 
Depending on the category’s requirement, the number of submission and the option available 
for “Media Type” will be different. 
 

1. Make your “Media Type” selections accordingly. 
2. Enter “Submission Description”. This is optional and can be left blank. 
3. Click “Next” at the bottom right to proceed. 
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w  Select Video Upload to submit a video or an audio (eg. radio spot) entry.  
(refer to specs_for_video.pdf for more details) 

 
1. You’ll see the web page below. Please read the instruction carefully before you 

proceed by clicking on the “Upload Video” link as indicated by the red arrow. 

 
2. A new box as below will appears.  

Select your video and enter the video’s title. 
3. Click “Upload”. 

 

 
4. If your upload is successful, you will see the following message: 

 

 
 

5. Click “Save & Continue” 
 

Review or replace uploaded video 
 
Should you like to review or replace the video that you have uploaded, simply return to your 
Entries Dashboard and click on “Play Video” as indicated by the red arrow below. 
 

 
 
! Time is required to process your video before you can view, copy or replace the 
video. 
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After you have uploaded your video, it will be place in a queue to be processed before it is 
available online to be viewed, copied or replaced. The amount of time required will depend on 
the length of the queue.  
 
If your video is not ready, you will see the following message: 
 

 
 
When your video is ready, you will see a link: 
 

 
Click on the link. 
 

 
 

1. To view your video, click on the play button as indicated by red arrow 1 above . 
2. To replace your video, click on the button as indicated by red arrow 2 above. 
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w Select PDF Upload if you want to submit photos and/or artworks (eg. poster design). 
 

1. Convert and save your photos and/or artworks in PDF format, if they are not 
already. 

2. Under the “Upload PDF” section, click on “Choose File” as indicated by red arrow 
1 and select your PDF file. 
 
! Maximum file size allowed for upload is 10MB 

 
3. Click on “Upload File” as indicated by red arrow 2. 
4. A message will appeared shortly to let you know if your upload has been 

successful or not. 
 

 
 
 
 
w  Select Website if you want to submit a live website 

 
1. The follow option will appeared on the same web page. 

 

 
 

2. Enter the “Website URL” 
! Enter full website URL including http:// or https:// 

3. Enter the User ID and Password, if necessary.  
If not, just leave them blank. 

4. Click “Next” at the bottom right of the web page. 
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STEP 2  
  Credits 
 

 
 
Credits are the talents responsible for the video or artwork submitted. 
 

1. Enter credits involved in the entry.  
 

2. Click “Next” 
 
You can choose to “Add Credits Later”.  
 
! You will NOT be able to make payment to complete the submission of this entry 
until you have added at least one credit. 
 
Credits may be further added or amended at any time (even after payment has been made) 
while the comptition is open. 
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STEP 3 
  Review Entry 
 
Review the entry details. Remember, you will not be able to change any details or delete this 
entry after you have made payment (completed Step 4). 
  
If you are satisfy with your entry, click on the “Next” button as indicated by red arrow 1 
 
If you wish to edit your entry details, click “Edit” as indicated by red arrow 2 
 
If you wish to edit your credits, click “Edit” as indicated by red arrow 3 

 
 

 
 



	
  

Step	
  by	
  step	
  online	
  submission	
  guide	
  |	
  June,	
  2011	
  |	
  Page	
  11	
  of	
  14	
  	
  

	
  

STEP 4 
  Payment 
 

 
 
You will be prompted to print your labels, but no labels are needed for this year’s video upload 
entry submission option. Click “OK” when prompted and you will be brought to the shopping 
cart page. 
 
Save time by making payment for ALL your entries at once after you have completed all your 
submission. Click on “Back to Dashboard” button to continue to submit your next entry. 
 
If you are ready and like to proceed with the payment, click on the “Continue to Payment” 
button. 
 
You will see your details and bill as below. Please verify all the details are correct before you 
proceed by clicking on “Continue to payment” as indicated by the red arrow below. 
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On the next page, select how you are going to make payment. 
We only accept payment via Wire Transfer or Credit Card (Visa, Master or Amex). 
We no longer accept cheque. Click on “Apply” after selection. 
 

 
 
• If you have selected payment via Credit Card, 
 
! Upon clicking the “Submit Payment” button, your credit card will be charged. 
! Click “Submit Payment” button only one time. 
 

1. Fill in your credit card details 
2. Click on “Submit Payment” button as indicated by red arrow below. 
3. You will receive an email with your purchase information shortly. 
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• If you have selected payment via Wire Transfer,  
 

 
 
 
You see the above web page with all the following important details required under the “Wire 
Payment Information” section as indicated by red arrow 1: 
 

• Your reference ID (INV-xxxx-xxxxxx)  
! Quote your invoice number (INV-xxxxx-xxxxxx) when sending payment so 
that we know the payment is for YOUR entries.  
• The amount in US$ that you need to send (US$20 bank service fee included). 
• Our bank’s details that you will need to make the wire transfer. 

 
You will receive an email with your purchase information shortly. Or you can print out the 
same information by clicking “Print”, or click “OK” to finish, as indicated by red arrow 2. 
 
At your Entries Dashboard, under the column “Payment” as indicated by the red arrow on the 
next page, it will reflect that your entry as “Paid”.  
 
! Your submission is not complete until we received your payment. 
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