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How to Navigate Submittable

1 These directions begin once you have created a Submittable Account.

Go to Submittable.com and login to the account you created.

https://Submittable.com
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2 Once you have logged in, there are two screens that you will use most often in
Submittable. You can toggle between the two by clicking your initials in the
colored circle in the top right corner.

3 The first screen you will use is the Texas Thespians screen, which will show all of
your judging assignments. This tab will not show up in your menu until AFTER you
have been added to our system as a judge. This may not happen until after
registration closes.
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4 The second screen you will use is the screen which shows YOUR submissions. You
will click Submissions under Personal Account to toggle to this screen.

Here you can find the entries you have submitted.
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5 To open a submission, click on the name of the submission you would like to
open.

Here you will be able to view your entry, request for it to be reopened to make
changes and once results are released, you will find them there as well.

6 The activity menu will show the activity of the entry as it navigates through our
system.
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7 The messages tab allows you to send messages to the Texas Thespians staff from
Submittable.

8 The forms tab is where you can view the information you submitted when you
submitted the form. This is also where you will view results once they are released
at the end of your festival.
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9 To see your form, click the arrow next to the the form name.

10 This will open the form you entered.
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11 If you need to make changes, click the edit button. It will ask why. I will open all of
them that are requested before the deadline so what you type doesn't matter. Just
type something.

12 If you need to withdraw the entry, click withdraw. This would be used if you
entered the entry into the wrong form. (Example: You entered solo musical into
the solo musical theater dance form).
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13 To navigate back to the Submissions list, you can click Submissions in the top
menu.


