
1 

2011 Canberra and Capital Region Tourism Awards: 

eAwards guide 
 

This document will help guide you through the process of creating your own account, nominating and 
submitting your entry into the 2011 Canberra and Capital Region Tourism Awards. Should you require 
further assistance with this process please contact the Tourism Awards Coordinator on 02 6205 0666 
or at canberratourismawards@act.gov.au 
 

1. Welcome 

 

This is where you can watch a demo of 
how to create your own account, 
nominate and enter your submission.  
 
Once you have viewed the information on 
this page you can click on the CREATE 
YOUR OWN ACCOUNT button in either 
of the two places shown. 
 
If you haven’t downloaded the Rules for 
entry, 2011 Entry info, or Category 
questions from 
canberratourismawards.com.au, you 
can do so at the top of this page. 

 
 

 

 

mailto:canberratourismawards@act.gov.au
http://www.canberratourismawards.com.au/
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2. Create your own account  

 

Enter your details to create a ‘User log-in’ 
account. This information is about the 
‘account owner’ and is not the nomination. 
Then click on the CREATE ACCOUNT 
button.  
 
Note: To nominate you must proceed to 
the next step, you have not nominated at 
this point.  

3. Successful account creation  

 

Once you have completed step two a 
confirmation email will be sent to you with 
your username and password for future 
reference. 
 
Click on the RETURN TO THE LOG IN 
PAGE button to log into your account to 
then nominate your 
business/product/event. 

 



3 

4. Account log in  

 

Enter your account’s email address and 
password to open your account. Then 
click on the LOG IN button.  
 
If you have forgotten your password enter 
your email address at the bottom of the 
page and click the SEND PASSWORD 
button.  

5. Nominate  

 

Click on the red NOMINATE button. 
 
Note: If you have not already read the 
Rules for Entry or picked a category you 
can download these documents in the 
links here. 

6. Nomination details: Contact details  

 

Enter the contact and product information 
for the business/product/event you wish to 
nominate and click the NEXT button. 
 
Note: You can log in at any time to update 
your nomination details up to the 
submission deadline of 5pm Thursday 13 
October 2011. 
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7. Nomination details: Step 2 of 3  

 

Continue entering your nomination details. 
 
Note: you are still able to submit your 
entry if the description is less or more 
than 100 words. But please keep the 
description as close to 100 words as 
possible. 
 
For entrants in those categories noted, 
please detail your target market. This will 
be used when coordinating the visitor 
experience appraisal program, as we aim 
to send someone from your key target 
market to conduct the mystery shop. 
 
You will need to read the terms and 
conditions and check the box before 
continuing. 
 
Click on SUBMIT PAYMENT 

8. Payment information: Step 3 of 3  

 

Choose your payment option: 

 Pay by cheque OR 

 Invoice  
 

Click on the button next to your payment 
choice then click on the DONE button to 
proceed. 
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9. Payment details  

 

Your payment details will appear on 
screen, and you can print this page as a 
reminder of the details for the cheque 
payment, or that payment is due once you 
receive an invoice, depending on your 
payment option. 
 
Click on BACK TO HOME to go to your 
account home page. 

10. Successful nomination  

 
 

 
You can now see your nomination on your 
account home page. Click on the 
UPDATE button on the right to update the 
nomination contact details.  
 
Click on NOMINATION to nominate 
another tourism product or nominate in 
another category.  
 
Note: if you are entering more than one 
category you can do so from the same 
account. You will need to repeat steps 
four to nine. Entering more than one 
category is not recommended but is 
permitted. 

11. Log out  

 

You are now free to develop your 
submission offline according to the Rules 
for entry. 
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12. Complete this submission checklist 

Before logging back into the eAwards portal to submit your entry, you will need to ensure you have 
prepared the following: 
 
 A submission (no more than 30 pages and as a pdf document)  

For assistance in converting your submission into a pdf document you can download the CutePDF 
maker for free at http://www.cutepdf.com/Products/CutePDF/writer.asp or contact the Tourism 
Awards Coordinator on 02 6205 0666 or email canberratourismawards@act.gov.au 

 
 Ten promotional images – 300 to 600dpi files in a JPEG format (to be used in various media 

promoting the award winners) 
 
 100 word promotional description (to be used in various media promoting the award winners) 

13. Submitting your entry  

 

Log into your account from the Access  
eAwards page at 
canberratourismawards.com.au  
(see step 4) 
 
Click on the SUBMIT ENTRY button to 
the right of your nomination details 

14. Entry details  

 

Check that your entry details are correct.  
 
Your Name of Product/Event Submission, 
Category to enter, and 100 word 
description for category eligibility are all 
pre-entered based on the data provided 
when nominating. 

 

http://www.cutepdf.com/Products/CutePDF/writer.asp
mailto:canberratourismawards@act.gov.au
http://www.canberratourismawards.com.au/
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15. Uploading your submission  

 
 
 

Click on the BROWSE button to locate your 
submission’s pdf file and click OPEN 
 
Note: You have not entered your 
submission at this stage 

16. Entering your 100 word promotional description 

 

Enter your prepared 100 word promotional 
description. Remember that a variety of 
media use this promotional description 
when featuring the award winners. It may 
also be used at the gala dinner if you win 
an award, so consider this when writing it. 
 
Note: you are still able to submit your entry 
if this description is less or more than 100 
words. But please keep the description as 
close to 100 words as possible. 
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17. Completing your entry  

 
 

Check the disclaimer, declaration and 
uploading of all content boxes if you 
agree with the statements. Click on the 
‘Entry Disclaimer’ and ‘I declare’ links for 
further details.  
 
Click SUBMIT at the bottom of the page 
to submit your entry.  
 
Clicking CANCEL will take you to your 
account home page. 
 
Note: Once you click the SUBMIT 
button you cannot update your 
submission. 
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18. Uploading your images 
 

 

 

Click on the UPLOAD IMAGES button to 
the right of your nomination details 
 
You must upload 10 promotional images to 
complete your entry. These must be 300–
600 dpi in a JPEG format. 
 
Click BROWSE to locate your first image 
and then click OPEN 
 
Repeat for the remaining 9 images. 
 
When all 10 have been added, click EDIT 
IMAGES to upload them. You can come 
back and change the images before the 
closing date if you wish.  

19. Entry uploaded  

 

You will be directed to a screen notifying 
you that a confirmation email for your entry 
upload will be sent to you.  
 
You can also access your account home 
page or canberratourismawards.com.au 
directly from here. 

 

 

http://www.canberratourismawards.com.au/
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20. Account Home  

 

You can access your account home page 
by clicking HOME at the top of your screen 
from anywhere in the eAwards portal.  
 
Your home page allows you to view the 
details of your nomination(s) and entry/ies 
(once submitted). 
 
Click on the VIEW button to see the details 
of your nomination and entry.  
 
Click on DOWNLOAD to view your 
submission pdf file. 
 
From the home page, click EDIT IMAGES 
to view the 10 images you have uploaded, 
and to change any of the images.  
 
 

The entry process is now complete – good luck! 

 

 

 

 

 


