
Submitting LPS Competition Entries by 

WeTransfer (Windows and Entry Preparer) 

 

This User Guide shows you how to prepare your competition entries and send them in using WeTransfer from your 

web browser, rather than using a USB Stick. 

This guide is for users of Windows, and discusses using the LPS 

Entry Preparer application.  

Other guides describe how Mac users should send in their 

entries, and how Windows users who don’t use the Entry 

Preparer application should do things. 

 

Why are we asking you to use WeTransfer? 

WeTransfer is a website that provides a free mechanism for transferring large files between people. It’s very 

reliable and very simple to use. 

There are several electronic ways that could be used to get your entries submitted, but we’re asking you to 

only use WeTransfer, and not send your entries by email. 

There are several important reasons: 

• The WeTransfer website looks about the same for everyone, so we can give you detailed guidance and 

show screenshots of what to do. People use all sorts of email systems, and we can’t write out 

comprehensive guidance for all of them. 

• WeTransfer works by storing the files you send itself, and sending a link to the Competition Secretary. 

That’s only one thing to keep track of, and we can retrieve your entries very easily. 

• WeTransfer accepts very large files. Some email systems might not allow you to send your entries in if 

they are large, as they might go over the provider’s limits. 

So please use this method and not email, to help us manage everyone’s entries quickly and without making 

mistakes. 

 

Getting your entries ready 

Start the Entry Preparer application to process your entries. 

• Click the Get your entries ready for a competition button 

 

 

 

 

Windows users are strongly urged to use the 

LPS Entry Preparer application when you send 

your entries in by WeTransfer. The application 

processes all your entries and checks them 

before sending so that there are guaranteed to 

be no errors. 
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You’ll see the form that lets you choose which competition you want 

to work on. 

• Select the competition from the list on the left 

• Click the Open button to open it 

 

 

The form you see next depends on whether you’ve worked on the entries for this competition before. 

You’ve previously prepared the entries for this competition 

If you’ve previously prepared the entries for this competition (you 

might have already written a USB stick, for example) you’ll see the form 

here.  

You can either leave your entries as they are and create a file for 

sending in; or you can make changes. 

To create a file for sending in, leaving the entries exactly as they are: 

• Click the Recreate the file button at the top 

• Go to the section Preparing your entries for submission 

To amend your entries before you create the file for sending in: 

• Click the Reset the preparation button 

• Go to the section Add, remove or change your entries 

 

You haven’t previously prepared the entries for this competition 

If you haven’t previously added any entries to this competition 

you’ll see the form that lets you select this action. 

• Click on the Add new entries to the competition button 

at the top 

• Go to the Add, remove or change your entries section. 

 

 

 



Add, remove or change your entries 

When you want to add entries for the first time, or to make changes to entries you’ve already added, you’ll come 

to the Add/Remove Entries form. The User Guide for the Entry Preparer shows you how to add your images, 

provide titles, and set their priorities.  

You’ll end up with something like this, where you’ve added two colour and 

two mono entries, and you’re ready to go. 

• Click on Close to close this form 

• Go to the section Preparing your entries for submission 

 

 

 

Preparing your entries for submission 

When your entries are ready to go (after you’ve set them up from new or 

had some already ready) you’ll get back to the start form for the 

competition, where you can choose from a range of actions. Here you’ve 

finished setting up our entries so you can move to the next stage. 

• Click on the Prepare your entries button at bottom left 

 

 

 

You now see this form, which gives you two ways to perform the preparation. 

For submission by WeTransfer you need to create a single file that’s convenient to 

handle. 

• Click the Save your prepared entries to a file on your hard disk button at 

bottom left 

This asks the Entry Preparer application to get your entries prepared and store them 

in a single file that you can easily transfer to the Competition Secretary. 

 

 

The application now asks where you want to save the single file holding your 

prepared entries. Here you’ve selected to place it on the desktop – this is a 

handy place as you won’t have to look round for it at the next stage. 

The application sets out a very long filename to use for the file. You must not 

change this – it contains information that helps process your entries when 

you send them in. 

• Select the folder where you want to save the file, and click on Save 

 



The application confirms that your entries have been processed. You can 

close this form and close the application. 

 

 

 

On your desktop, you’ll see an icon for the file that was created. This file can’t be 

processed by any application so it shows a blank rectangle. It contains your 

prepared images and all the other information needed to process your entries 

automatically. 

 

 

 

Submitting your entries with WeTransfer 

The next step is to send in your entries via the 

WeTransfer website, a free system for transferring large 

files. 

• Using your favourite web browser, open the 

website wetransfer.com 

The website will look something like this. 

The area on the left is where you set up all the details of 

the file you want to send. 

• You may first need to click on the I Agree button 

at bottom right. 

You enter all the details of what you want to do in the box on the left of the screen. 

You’ll see it has three sections: 

• A place to put the email address you want to send the file to 

• A place to put your own email address 

• A place to put a short message 

 

 

If you’ve used WeTransfer before, the Your email section may already have your email address set. 

If the section doesn’t have your email address in it: 

• Click on Your email 

• Enter your own email address. Do this carefully as it will be checked in a moment 

Next, set up who you will send the file to: 

• Click on Email to 

• Enter the email address CompetitionEntries@lancasterphotographicsociety.org.uk. Check carefully that 

you have typed this correctly. 
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Next, put in a short message to the competition secretary. 

• Click on Message 

• Type in “Entries for Competition 6 from Osric Wolfenstone” (put in the number for the actual 

competition and your own name, of course) 

Finally you can select the file you want to send. 

• Click on the Blue + Icon at top left 

You’ll see the familiar File Open dialog that’s used by most 

applications.  

• Go to your desktop (or wherever you put the file the Entry 

Preparer application created) 

• Select the file 

• Click on Open 

 

You’ll now see the left-hand panel looking something like this. 

Check all the details you’ve entered, especially the two email addresses. 

• Click on Transfer to start the process 

 

 

 

 

The WeTransfer website now sends a verification code to your email address. 

When you receive the email: 

• Note the code from the message 

• Type it into the Enter verification code box 

• Click on Verify 

 

The file transfer now starts, and you’ll see a box like this showing you the progress. 

Wait for it to complete, and then you can close your web browser. The job is done. 

• In a little while, you’ll get a message from the WeTransfer website telling you that 

the transfer has been completed. 

• And sometime after that, you’ll get another message to tell you that the 

competition secretary has downloaded your entries. 

o If this doesn’t arrive in 7 days, contact the Competition Secretary to see 

what’s happened. 


