
2022 NMPW
Communications Contest

Entry Demonstration
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Note about This Presentation

The green arrows 
are my additions to 
show you where to 
click on some pages. 
You will not see 
them on your 
screen.
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Prepare before  you begin
• Select your entry files and gather them in 

one place
• Refer to the categories list and identify 

the correct category and subcategory for 
each of your entries

• Prepare a one-page statement for any 
entry whose category requires one
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Start at 
nfpw.org. 
Hover on 

“Contests” 
and click on 

“Professional 
Contest” in 
the list that 

drops down.
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nfpw.org/professional-contest

Scroll down 
for more 

information
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Keep 
scrolling 
down for 

even more 
information



Scroll Down for Category List and Judging Criteria (Click on each for details)
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Clicking on 
“Categories and 
Requirements” 
(see Slide 7) 

takes you to this 
page. 

Read the 
category and 
subcategories 
carefully for 
important 

information and 
explanations. 

The arrow shows 
an example.
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When 
you’re ready 

to enter, 
click the 
“login” 

button. If 
you entered 

last year, 
you can log 
back in. If 
you didn’t 

enter 
before, you 
can create 
an account.
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If you have 
trouble signing 
in or creating 
an account, 

email 
info@nfpw.org

for help.
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Logging in will 
take you to the 
NMPW entry 

page. Click the 
button to start 
your first entry.
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You’re not in 
the wrong 

place. Scroll 
down.
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Check the 
box (if 

appropriate), 
and most of 

the other 
boxes will be 

filled in 
automatically. 

Fill in any 
blank ones 

that remain if 
they are 

marked with 
a red 

asterisk.

Membership 
means with 

NFPW. 
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If you created 
your entry as 
part of your 

job, enter the 
organization 

you work for in 
“Entrant 

Organization.” 
If you’re a 

freelancer or 
work 

independently, 
enter “Self.” 



Scroll down. Add 
co-entrants if 

you have a co-
author or other 

collaborator who 
worked on your 

entry (if you 
select “Yes” a 
new box will 

open).
Then select 
“Save” if you 

want to stop now 
and continue at 
another time, or 
“Save and Next” 
if you’re ready to 

continue now.
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On the next page, 
click the “˅” to 

reveal category 
choices. 
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Use your cursor 
to highlight your 

category and 
click on it. In this 
example, we are 

using the 
category 
“Writing.”
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Then 
subcategory 
choices may 

appear. 
Select the 

one for your 
entry.
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A sub-
subcategory 
option might 

appear....
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Fill in the 
boxes. (Yes, 

the publication 
date is 
entered 
twice.) 

Select 
whether 

you’re going 
to upload a file 

or a link to 
your work 
online. An 

appropriate 
box will 

appear to 
browse your 
computer for 

the file to 
upload or to 

enter the URL 
for the link. 19



In this 
example, we 
are uploading 
a file. Click the 

“Browse” 
button. 
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Click in the “Select 
Files to Upload” 

Box.
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Select the 
Correct 

Directory on 
Your 

Computer, and 
Select the 

Correct File 
(PDF or JPG). 
Then click the 
“Open” button. 

22



You’re back on this page, 
and now the file you 
selected shows as 

having been uploaded.
Scroll down. Add more 
files or URLs if your 

category requires them.

23



Scroll to the 
bottom of the 

page, and click 
on “Add to Cart.”
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If appropriate, select 
“Make Another 

Submission.” Repeat 
slides 12-25.

Or you can exit now and 
sign in later to add more 

entries.
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If you log back 
in later, you 

will get to this 
page. Click on 

“All” under 
“My 

Applications”
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Then you will see 
a page like this, 

showing the 
entries you have 
uploaded so far. 
Click on “here” in 

the pink box. 
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On the next 
page, click 
on “Make 
Another 

Submission. 
Then repeat 

the steps 
shown in 

Slides 11-25.
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After uploading all of 
your entries, select 

Checkout.

(Don’t “Print All 
Applications”; it’s an 

inefficiently long 
document. You will 

be able to print a list 
of all your entries 

later in the process.)
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Fill in your 
payment 

information. 
Then click 

“Process.” All of 
the entries you 
have uploaded 

will now be 
submitted and 

can’t be 
changed. 

However, you 
can log in again, 

add more 
entries, and pay 

for them in a 
separate 

transaction.
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Print the invoice for 
your records. It will 

contain all the 
information shown on 
this page. If you select 
“Print Invoice and All 

Applications,” you will 
get a very lengthy PDF 

file that includes 5 
pages of details about 

each entry you’ve 
submitted.

Log Out.
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Reminder

After you have created your account, you 
can log out at any time and then log back 
in later to add more entries.
You can revise your entries until you pay 
their entry fees. After that, you can add 
more entries and pay for them, but you 
can’t revise entries already paid for.
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Final Thoughts
NMPW Contest Chair Carolyn Carlson:

contest@newmexicopresswomen.org
Demo Creator Loretta Hall:

treasurer@newmexicopresswomen.org

33

mailto:contest@newmexicopresswomen.org
mailto:treasurer@newmexicopresswomen.org

