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HOW DO I UPLOAD A SUBMITTED ENTRY?

After you have submitted your entry you will be brought to the Payment Summary Page. You will find a link to Upload Video to the left under Resources. You will also receive an EMMY® Express - Email Copy of EMMY® Entry receipt and the link will be provided at the bottom to upload your video entry. This will bring you to the Welcome to the EMMY® Express Video Upload Process page. Please read and follow the instructions provided: 
1. The first step is to make sure that you have the Entry ID Number and Submitter's email address; refer to the EMMY® Express - Email Copy of EMMY® Entry receipt. 
2. Proceed to the Upload Process page; follow instructions provided. 

Review VALID VIDEO FORMATS for detailed information regarding preparation of your video for upload. 
Video File Upload Requirements: 
· The video file size must not be larger than 500MB.
What format do I use to upload my entry?
· Adobe Flash Player 9: Video must be encoded to support this player. 
http://www.adobe.com/devnet/flash/articles/video_guide_03.html

File Type - The video must be one of the following output formats:
· flv - Flash video 
· mp4 - MPEG-4 H.264 encoding 
· vp6 - True Motion 
· mov - Quicktime MPEG-4 H.264 encoding 
Proceed to UPLOAD PROCESS. 
· There is a drop down box giving you the option to select the category.
· The box below please use the 2 digit number after the category number. 
· EXAMPLE - 48J-06. 48J is the category, 06 is the entry id#. 
· Enter your email address that you provided on the entry form. 
· Select Box that you agree to the terms of uploading video. 
Step 2: Video File Upload
Important Instructions - Please read before proceeding
· In the next step, browse for your video file and upload it to the server. 
· An upload progress bar will display the upload status. 
· Before uploading your video, you may want to use the Internet Speed Test, in the "Resources" on the left, to determine your capacity. 
· Some organizations have firewalls in place that prevent video or other files from being uploaded. If you experience problems, this may be the case. You will need to upload from an alternate location such as home.
· Once you have started your video file upload, do not leave the page until the upload has completed. The next page which shows encoding status can be closed if you do not want to wait for the completion of encoding. You will be sent an email allowing you to return to this page later to approve your video.
· Processing time varies greatly depending on your internet connection speed and file size. This could take anywhere from a few minutes for small videos to more than an hour for long videos. Please follow the recommended specifications to insure your video entry is uploaded properly.
· If the upload process should time out or not complete successfully, please try again. Contact the office if you cannot get your file uploaded.
· When the file has completed uploading, a new page will open showing encoding status. This process typically takes 1 - 2 minutes for each minute of video uploaded. If you don't want to wait, check your email for a link back to this page so that you can approve your video.
· IMPORTANT: Your video must be approved by you during the last step of this upload before it will be accepted.
Step 3: Upload Video 
· Select your video from your computer files by Browsing, be sure that you are uploading correct file type. SELECT UPLOAD
· Wait for video to upload, depending on the size of your file it should take a couple of minutes or longer.
Video Encoding In-Progress 
Click on the thumbnail, when the status shows "ready", to play the video.
This process will take on average about 2 minutes for each minute of video to complete the 2 encodings but can take considerably longer if the server has a backlog of encoding. 
A link will appear when encoding is complete. If it does not, there was an encoding problem.

If you decide to wait, use this page to monitor encoding progress (a new tab/page opens in your browser). 
Step 4: Complete the Upload 
· Did the video upload and play properly?
· Do you approve this video? 
· Select Approve or Reject and Delete 
· CLICK FINISH 
If you upload your video more than 3 times or approve it; you will not be able to upload again. Please contact the office at CONTACT US 
Your Video will be reset to allow you to upload your video entry again.
Thank you for uploading your video. 
You will receive an email receipt confirming your video upload is completed and confirmed. 

ONLINE JUDGING INSTRUCTIONS SENT TO JUDGES

Dear So & So, 

Thank you for agreeing to Judge the Lone Star Chapter of NATAS Entries. Please follow the instructions provided.

Please click this link to bring you to the VIDEO JUDGING LOGIN:  http://emmyexpress.com/video_login.php 
 
This is the main login page.  You will see:
 
Panel - 
Username –
Password –

Use the Login Information for each field:  LSE_TEST2011

Once entered, judges will be brought to the “Your Judge Account & Certification Info” page.  From here please follow the instructions to set up an account.  Some of this info will be used to help build a future database for regional NATAS judging exchanges.  Judges must read the judges’ instructions to the left in the Resources and agree to follow those terms or they will not be allowed to proceed in the system.
 
Once the profile is created, you will see “Videos To Be Judged By Your Name.”  Under the action button, please select “View Video” this will bring judges to the voting page.
 
Review the entry description and then start the video... you will notice the ballot will not appear until 50% of the video has been watched.  Use “Preliminary Vote” until a final decision is made.  If the Judges does not score the entry, then the video will be reset and the judge will be required to watch the 50% again before the ballot appears.

Once a judge selects Final Vote, an affidavit will appear at the Video List page, please read and select box to agree to the terms. Once the box is selected the ballots are complete and will be sent to the accountant. Judges will not be able to rescore the ballots.

If the judge chooses to come back at a later time to finish the judging, then to access the panel they need to use their email address and password they created for their judging account and the name of the panel.
 
If there are any questions, please don’t hesitate to contact me.


ONLINE ACCOUNTANT BALLOTING SYSTEM


Our Accountant Balloting System is active.  Please login at http://emmyexpress.com/judging_accountant_login.php

Login ID:  Create Login for Accountant
Temporary Password: Accountants Email Address
 
Please follow the instructions and then go to the EMMY® Express Accountant Dashboard.  You will see the Panel Statistics.
 
There are four Actions:
Download Ballot Data (Excel 2007 Document)
Review Ballots
Review Conflicts and Challenges
Certify Panels

They are pretty self explanatory, but contact me with any questions.
 
This is the very first time this system has been used, so please let me know if you have any questions and or suggestions! I hope this is going to be easy for you.... there will still be some manipulating on your part of the spreadsheets.  

If an entry comes in with a challenge or conflict of interest, you will be notified by email. If they are valid then the entry stands as it is, if you and Administrator decide the entry still needs to be scored by that judge or another, then we will have to make the change in the admin system. The judge will be replaced or setup in another panel to judge the entry.  Next year this option will be available in your system...
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