Your Step-by-Step Guide on how to Register & Enter
How to Register
1. Go to www.assegaiawards.co.za
2. Click on “My Entries”.
3. Click on “Don’t have an account?”
4. Register with your email address and enter your password.
5. Choose:
a. DM Newcomer – select if this is the first time you have ever embarked on a direct marketing campaign.  
b. Regular Direct Marketer – select if you are a consistent/experienced user of direct marketing.
c. PBO – select if you are a Public Benefit Organisation ie:  charity, non-profit.
6. Fill in your company details for invoice purposes – then click “Register”.
How to Enter
1. Click on “My Entries”.
2. Log in with your registered details.
3. Select the section that you’d like to enter in:
· Section A : Media Awards
· Section B : Multiple Channel Campaign Awards
· Section C : Relationship Marketing Awards
· Section D : Craft Awards
· Section E : Young Direct Marketer Awards
· Section F : Individual & Company Awards
4. Select the appropriate category under each section.
5. ‘Description’ and ‘Sample Requirements’  for each Category will pop up – Click on “Enter Category”.
6. Enter your entry’s title name and click “Submit”.
7. Download your entry form for completion offline. 
8. Click on the “My Entries” link – here you will find your unique reference code for this entry that MUST be on all entry collateral (Mounting Boards, DVD/CD, Dimensional items, entry form etc.) and every page of your entry form.
9. Click on the Download Button. [image: ]
10. Your entry form will now open in Word format
11. Save the entry form on your PC and complete your entry form offline.  Once you’re done with all the information, log in with registered details and click on “My Entries”
12. Click on the Upload Button. [image: ]
13. Upload Entry Form – Browse to where the entry form is saved in your documents folder.
14. [bookmark: _GoBack]Click on “Upload”.
15. The next step is to lock your entry form so it can be entered and an invoice can be issued – click on “My Entries”
16. Click on the Lock Button [image: ] if you are sure you want to lock your entry
Once you have completed your entry form and you are entirely happy with it, lock your entry for submission into the awards and judging process.  Only lock your entry once you are 100% happy with it – once it is locked, no further changes or edits can be uploaded.  Once you have locked your entry, you will receive a confirmation e-mail as well as a tax invoice.  Remember to print out your locked entry and attach it to your entry boards as per the supplied instructions for delivery to the DMA’s offices.  Please note that no entries will be considered for judging unless fully paid for – please supply proof of payment.
17. Your Tax Invoice will now be downloadable in PDF or you can print it
18. Done!
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