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HOW TO ENTER A SAWG SHOW ONLINE 
 

This document is written to help you with a step-by-step process to enter a SAWG show online. 
 
Before you start your entry, make sure that you have set up your images to meet SAWG 
guidelines under Show Resources on the website.  If your images are not ready you can still 
enter online and email your images to images@southernazwatercolorguild.com later. 
 
Image requirements: 

• Standard size is 1,800 pixels on the longest side, resolution is 300 dpi, and file size must be 
less than 2MB.   

 
Standard naming for images:  

• First four letters of your last name  

• Followed by the number of the painting entry 

• Shortened version of the painting title 

• In this example Sue Emer’s first entry of Mission San Jose de Tumacacori name would be 
emer1tumacacori.jpg  

• The name has no spaces, no capital letters, and no punctuation except for the “.jpg” 

• If more than one person has the same last name use the first 4 letters of last name and 
first letter of first name, example jennh and jennr 

 

 
Step 1: 
 
How to navigate to the show that you want 
to enter.   
 
On the SAWG website, click on tab SHOWS 
then on FUTURE.  This will bring up a list of 
future shows, select the show you want to 
enter. 

 

 
 

https://southernazwatercolorguild.com/show-resources.php
mailto:images@southernazwatercolorguild.com
https://southernazwatercolorguild.com/index.php
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Step 2:  
 
Once you have selected the show that you 
want to enter, make sure that you read the 
documents under Show Resources and the 
Online Show Standards.  This will help you 
prepare your paintings for a SAWG show 
according to the policies and standards and 
how to create your jpg image correctly. 
 
Click on the Online Registration button to 
get started with your entry(s). 
 

 
 

 
 
Step 3: 
 
The Online Registration button 
will take you to the registration 
page for Artist Show Entry.  
Choose the show you are 
entering and click on Entry Form 
button.  This will take you to the 
Artist Show Entry page that 
pertains to your chosen show. 
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Step 4: 
 
This is where you will start your submission 
process for online registration and payment. 
 
The left side is where you will fill out your 
Entry form for the show.   
 
The right side is where you will process your 
payment for your entry. 
 

 
 

 
Step 5: 
 
You will want to start with 
entering the show (left side). 
Make sure you read all the 
Submission Guidelines before 
you start with your entry so 
that you will be prepared when 
you go through the entry 
process. 
 
Click on red button Click Here 
To Enter Show. This will start 
your online entry into the show 
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Step 6: 
 
This will bring up the online Entry Form.  This 
is what you should see, and you just start 
filling in the fields.   
 

Pseudonym - First Name and Pseudonym - 

Last Name are not required fields. If you paint 

under another name this is where you would 

tell us.   
 

 

 
 
 
If you should get a box asking you to login, 
Google is asking you to login to use this 
Google form.  This is something on your 
computer and not with the website. It is 
requesting your Gmail login and password. 
Once you have done this you will be able to 
proceed with your Entry Form. 
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Step 6A: 
 

Enter your email.  On some computers when 

you do this, it will automatically populate the 

next two fields: First Name and Last Name.  If 

it doesn’t fill in the fields, you need to enter 

them.  All fields must be populated except the 

Pseudonym names. If you paint under 

another name you would populate it in the 

Pseudonym - First Name and Pseudonym - 

Last Name. The Pseudonym names are not 

required fields.  
 

 

Step 6B: 
Phone numbers do not need to start with “1” 
and hyphens are not necessary. 
 
Art Submission, this is where you start to 
upload your information on your painting. 
 
Upload Image Entry #1 If you have your 
image ready, you will upload your image here.  
Otherwise email your images to 
images@southernazwatercolorguild.com. 
 
Remember you need to follow sizing and 
naming standards set in SAWG guidelines. 
 
Click on Add file 
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This will open the Insert 
file window.  Click on the 
Select files from your 
device button. 

 
 

 
 
 
 
At this point you shall 
navigate on your computer 
to the image you want to 
upload for your show entry.  
Once you have found the 
image, select it and open it. 
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This will load your image to the Insert file 
window and then click on the Upload button.  
This will send a copy of your image to the 
shows image file. 

 
 
 
 
 
 
Your image file name will now appear in the 
Upload Image Entry #1 
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Step 6C 
 
Now you want to enter the Image 
JPG Name. In this example the jpg 
filename is emer1tumacacori.jpg  
 
This is the same filename that you 
just uploaded or will be sending to 
the image archivist.  This must be 
correct so that the image archivist 
can put the correct image with 
the correct entry. 
 
Step 6D  
 
Enter the Painting Title, this is the 
full painting name.  In this 
example it is Mission San Jose de 
Tumacacori 
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Step 6E 
 
Description: Select how the 
painting is to be sold. We 
need this information for the 
website because only the 
image will be seen on the 
website.  
 
Step 6F 
 
Notes: This is where you can 
add additional description 
that you want to say about 
the painting on the website.  
Keep it short please. Not a 
required field. 
 
Step 6G 
 
Medium: check one of the 
options. 
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Step 6H 
 
Image Size Height and Image Size Width 
– For matted paintings this would be the 
inner dimension of the mat board.  For 
images mounted on cradle board if the 
image is the full size of the cradle board 
then it would be the same dimension of 
the cradle board or wrapped canvas. 
 
Step 6I 
 
Mat Size Height and Mat Size Width – 
For matted paintings this would be the 
outer dimension of the mat board.  For 
cradle board or wrapped canvas it is the 
outer dimension of the board or canvas.  
If the painting is framed, we DO NOT 
want the outer dimension of the frame. 
Customers will want to know what size 
frame they need to buy, hence the outer 
dimension of the mat. If you want to 
provide the outer dimension of the 
frame, add that information to the notes 
field. 
 
Step 6J 
 
Price of Work – This is the price you 
want for your artwork. 
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Step 7 
 
Upload Image Entry #2 - If you have a 
second image to enter, repeat same 
process used in Steps 6A through Step 
6J; otherwise continue to Step 8. 
 
 

 

 
 

 
 
 

 
 

 
Step 8 
 
One of the perks – If you want to 
keep your painting on the website 
after the show, check yes. There will 
be a fee for this, and someone will 
contact you. 
 
 
Please sign up to help When in a 
show, you will be asked to help with 
the show.  You can sign up ahead of 
time which helps the Show Chair and 
the VP of Shows.  
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Agreement - You need to read 
the agreement and check that 
you agree and will comply with 
the stated conditions.  Check 
the Agree box. 
 
Date your submission – enter 
date that you submitted your 
entry form. 
 
Sign - Enter your Full Name. 
 
Once you have completed your 
entry, make sure you click on 
the Submit or all will be lost.  
 
You will receive an email from 
Google Forms listing everything 
that you entered.  Make sure 
you print this out for future 
reference.  
 
But you are not done yet! Once 
you understand the process, it 
should not take more than 2 
minutes. 
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Step 9 
 
 
Once you have submitted your entry, 
you will receive this notice thanking 
you for your submission.  You will 
want to close this tab so that you can 
continue with your payment. 

 

 
 
Step 10 
 
Above in Step 9 when you close the tab 
after you complete your entry form it will 
take you back to the Art Submission 
Form.  This time you will want to pay for 
your entry.  On right side chose Option 1 
for one entry or Option 2 for two entries.  
Then click on Add to Cart.  
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Step 10A 
 
Make sure you are paying for 
the correct number of entries in 
the correct show.  You can still 
add items to your cart if you 
want to purchase other items. 
 
If this is complete, click on red 
button Proceed to Checkout+. 

 
Step 10B 
 
Members have an Account 
Login set up for them.  Login is 
email that you have set up with 
SAWG, password is lower case 
sawg followed by your 5-digit 
zip code, example sawg85711.  
Some have asked us to change 
their password for them and 
they should use that. 
 
You can also check out as 
Guest Checkout. Make sure to 
use same name, address, and 
phone number that SAWG has 
for you otherwise you create 
duplicate records. 

 

 
 
   Preferred method  
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Step 10C 
 
Account Login will auto 
populate your information 
from our database.  You 
might need to add your 
name the first time. 
 
If you want to cancel 
checkout or back up a step, 
click on the correct button 
on blue bar at bottom of the 
page. 
 
Click on Next to continue. 
 

 
 
 
 
Step 10D 
 
Payment - Enter all of your credit card 
information. No spaces required.  
 
Click on Next to continue.  
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Step 10E 
 
Confirm Order - Check to make sure 
everything is correct on the form.  You can 
write a comment or give special 
instructions in the lower left box. If 
everything is correct, click Place Order and 
your payment will be processed. If you 
need to make changes, click on the blue 
bar to cancel or backup a step, to make 
your corrections. 

 

 
 
Step 10F 
 
You will receive an email from the 
website confirming your Secure 
Checkout.  You will also receive an invoice 
from Masterpiece confirming the 
processing of your payment through the 
accounting system when the Gallery 
Financial Manager or Bookkeeper does 
the final processing of the payment.   
 
You have successfully entered a show! 

 

 
 

 


