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GUIDELINES FOR SUBMISSION

Go to the SOPA Awards submission site: sopawards.awardsplatform.com

0 SOPA

Preferred language SOPA Ed|tor|a| Exce”ence Awa rdS 2025

Q© English
@ English (United States) SOPA 2025

@ EiFEHRX Entries Deadline: 3PM HKT, 13th February, 2025

@ RBHX Finalists Announcemen t: May 2025
Awards Announcement: June 2025

0 Register an account (if you don't already have one).

LOg In or register @ start your entry (save it in-progress).

Email e Submit your entry to be in the running.

Best of Luck!



https://sopawards.awardsplatform.com/

GUIDELINES FOR SUBMISSION

Before submitting entries for the Awards, you must “Register” an account (if you don't
have one) to register your publication and the contact person for your publication’s
entries, or “Log in” if you already have an account.

Make sure you have read all the “Important Awards Information”, Rules, FAQ and
categories descriptions before submitting your entry.

Please note SOPA only accepts payment via PayPal (credit card payments will be
processed through the PayPal gateway).

This year, we are once again using Award Force’s awards system as our award
management software. Once you have registered, the contact person will receive an email
that will provide the login username and password.

You are then ready to make entries for the Awards.



UIDELINES FOR SUBMISSION | Step 1: Create a New Entry

p\ Click “Start entry” to start the submission process.

E Entries The

SOPA

e 2025 Awards
2 (» Important

Important Dates

Please note the entry deadline, this date is final and there will be no extensions provided. The system will automatically prevent entry submissions after the deadline.
Please read all the Rules, FAQ and categories descriptions before submitting your entry.

The deadline for entries is February 13, 2025 3PM (Thursday) Hong Kong Time (GMT+8)

Finalists announced: May 2025

Awards ceremony: June 2025

Need help? ¥

Other Key Info

« Please make sure the details are entered accurately, including bylines and contact details, as this will be used in the awards presentation if selected as a finalist.
Entries will be removed from the shopping cart after 24 hours of inactivity.
You are eligible to enter more than one category, as long as the work submitted meets the criteria.
You can use the ‘copy’ feature to create a copy of your entry and change the category as required.
There are no refunds.

If you have any questions on the entry process, please contact the administrator by email to sopa@hku.hk

My entries Active season (2025) w Current =

Hello, XYZ LEE!

You have no entries yet. What are you waiting for?

Start entry




GUIDELINES FOR SUBMISSION | Step 1: Create a New Entry

2 You will then be taken to the “Start here” tab where you will need to
submit basic information about your entry, such as the group, category /
categories of awards you wish to enter, and entry name (i.e. the title of
the entry).

2 Publication titles have been pre-populated in the drop-down menu.
Select the relevant publication.

2 If your desired publication is not listed in the drop-down menu, leave this
section blank. Proceed to the next field and enter the name of your entry

publication in the field below the drop-down menu.

A Remember to enter the date of publication.



UIDELINES FOR SUBMISSION | Step 1: Create a New Entry

p\ Fill in the details of the Group, Category, Entry Name, and the Publication you are affiliated with.

rm=> Edit entry

Start here Nemination Form Amachenents

e

language)

Bahasa Indonesia
Pub Bah,

SOPA Award for Fublic Service Journallsm

Maximaim af 3 articles per aniry.

M yoair publication i nat llited, pheais fill i the nama IA the Bax to the laft

Save + next Save + close Submit entry



GUIDELINES FOR SUBMISSION | Step 2: Nomination Letter

P\ The next step brings you to the “Nomination Letter” tab where you will state the reasons why you would
like to nominate the entry for the Awards. Do note the maximum character limits. Here you will also
provide your editor’s contact information.




GUIDELINES FOR SUBMISSION | Step 3: Entry Uploads

A Next you will arrive at the “Attachments” tab.
Here, you may upload files and/or URL for your
entries.

p\ If you are submitting more than one file, click
the “+” button to add another file. If you submit
a URL, you must provide username and
password if it is a secured site.

p\ It is important to ensure that the submitted
URL is valid. Any invalid URL, username and/or
password will automatically disqualify your
entry.

A Entry fees will not be refunded for any
disqualified entries.

My entries = Entry form = Edit entry

All questions must be answered, unless marked optional.

Start here Nomination Form Attachments

o

Material should be supplied as follows:

1. Upload a single PDF file, ar paste individual URLs in the fields provided. Maximum file size is 30MB.
2. The maximum number of works that may be submitted for an entry in this category is THREE.

3. Each publication may submit no more than TWO entries in this category.

4. Provide usernames and passwords below for all URLs that are not publicly accessible.

5. All URLs must be accessible through June 2025.

6. No Google Drive links will be allowed as changes could be made after submission.

Drag your files here
P or H



GUIDELINES FOR SUBMISSION | Step 4: Submit Entry

2 Once you are finished, click “Submit Entry” blue button at the bottom of
the page.

2 You will then be taken to the payment window. You can pay for multiple
entries at once.

For SOPA membership discount code, please request via email to
mail@sopasia.com.

# All entries are saved automatically and you may view / edit / delete an
entry by clicking on “My Entries” on the left menu bar at any time to
select the entry you wish to view / edit / delete.



GUIDELINES FOR SUBMISSION | Step 5: Payment

p\ An entry is not submitted until payment is made. You may choose to make a single payment for all
entries at the end or pay for each entry separately. Please note that payment must be completed within
24 hours after adding an entry to the cart.

£ () Email for m

SOPA Members only
For 50PA membership discount code, please request via email t a.com latest before 13 February, 2025.

Any requests on the last day of the submission may not make it on

Reminder Submission Deadline; 13 February, 2025, 3PM HKT (GMT+8)

SRy, Armount =i
— Billing currency
5 o
SOPA 2025 = o &) HKD
Entry: Fast Culture | Group: Regional/Local | Category: Excellence in Arts & Culture Reporting (S1it L3Rk Es) | Slug: EjzjnjzB | .
Billing address
Sub-total $1.200.00

Add more entries to cart Payment processing fee (0.00%) $0.00

Company name (if applicable)

Need help? §

Country
Apply discount code Tax (0%) $0.00

Total $1,200.00

Address

256 bit S5L encryption secured checkout City / suburb

g 'EZI You have 24 hours to com plete payment ~
Payment must be completed within 24 hours of the entry being added to the cart. If no payment is made within 24 hours, the cart will be cleared and you will need to submit your
entry again,
» Once an entry has been paid, there will be no refunds. Payment method

* SOPA Awards uses PayPal as our payment gateway and by default it will be selected, you can still pay with your credit card on the following page after you click on “Proceed to payment”.
@) PayPal

Proceed to payment

Or return to my entries




GUIDELINES FOR SUBMISSION | Step 5: Payment

p Credit Card payments will be processed through the PayPal gateway. You
can use PayPal even if you do not have an account with PayPal.

2 Once entries have been paid for, they cannot be edited or deleted. On
successful submission, the contact person of your publication will receive
a confirmation email.



