
 
 

 
 
 
 
 
 
 
 
 

 
 
External Judges manual: 

▪ Log ins and password (covering what do I do if I have forgotten my password) 
▪ Finding a category and reading a submissions  
▪ Scoring and adding comments  

 
 

Resetting your password 
 
 
1. To re-set your password, simply click on the ‘forgot password’ button on the log in page 

 

 
 

2. It will then ask you to enter your email address 

 
 



3. Once you have entered your password and clicked the ‘reset password’ button, an email will 

be sent to you. 

 
 
It will tell you which event that you are re-setting the password for and will have a link to click 
 

4. This will then open a new tab in your browser and allow you to re-set your password 

 
 

 
 
 
 



Finding a category and reading a submissions & Scoring and 
adding comments 
 
When judging is open you will get an email, similar to the below with the link to the judging page 
and instructions of how to complete the judging. 
 
First click on the ‘Invite link’  
 

 
 
 
 
 
This will send you to a page which will ask you to confirm that you agree to participate. (You must 
confirm to continue to judge) 
 

 
 



 
You will then be directed to your own personal account – see below  
 

 
 
In the left hand column under awards, click on ‘Judging’  
 
 
 
 
 
 
 
 
 
 
 



You will be then redirected to a page with all the categories and entries you have been assigned to 
judge. (For example, in the screen shot below I am only judging ‘B2B Supplier, B2B Team and Best 
Employer’ therefore I will only be able to see them. 

 
 
 
To view the full entry, simply click on the underlined name of entry 
 
 

 



The entry will then appear fully on screen as a pop up box. You will be able to scroll down and read it 
all 
 

 
 
 
 
Once you get to the bottom of the page you have your chance to judge. 
 
Feedback: There is a box at the bottom for you to leave your feedback comments of the entry 

Scoring: You also get the chance to score the quality of the entry and the Suitability for category 



Once you have complete the judging of an entry make sure you click save before leaving the page 
 
 
 
 
 
When you have saved your comments and scores, a tick will appear under the ‘completed’ column 
and your score and feedback will appear as well 
 

 
 
 


