
Submitting LPS Competition Entries by 

WeTransfer (Windows without 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 how you need 

to handle entries if you don’t use the LPS Entry Preparer 

application. It covers competitions that take individual images 

as entries; for panel competitions please see the panel version 

of this document. 

Other guides describe how Mac users should send in their 

entries, and how Windows users who do 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 instructions 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 big files. Some email systems might not allow you to send your entries in if 

the images 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. 

 

Setting out your folders and files 

You’ll need to begin by creating some folders that need to have specific names. Your images will be placed in 

these folders, and then we’ll process the folders to get them ready to send in. 

First we’ll create the Competition Folder. 

• Click the right mouse button on a blank area of your desktop 

• Click on New 

• Click on Folder in the sub-menu 

 

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. The work you need do is far 

simpler and easier than for the method here. 

Revision 3 March 21 2020 



 

Name the folder Competition x, where x is the number of the competition you’re 

entering. 

• We’ll use Competition 6 in this example. 

 

 

Next, double click on the folder to open it. 

Use the same right-click method as above in the blank area on the 

right to create two folders inside this competition folder 

• Have one named Colour – you’ll put your colour images in 

here 

• Have one named Mono – you’ll put your mono images in here 

If you’re not entering an image type you don’t need to create the 

folder for it. 

Now you’re set up to put your images into the folders ready for processing. 

But before you start on that, first do some checks on your images to make sure they are acceptable: 

• Make sure that each image file is no larger than 6 megabytes 

• Ideally, you should have resized the images to fit into the standard frame that is 1920 pixels wide, and 

1440 pixels high 

o But if you haven’t done that, make sure that the images aren’t more than 6000 pixels high or 

6000 pixels wide. 

Let’s start with the colour entries to show the technique. 

• Copy your colour images (look at the competition guidelines 

for the maximum number you can use) into the Colour 

folder you’ve just created. 

(Make sure you do a copy here and not a move – you want to 

keep a good hold of your original 

files!) 

It doesn’t matter here what 

names the files start with, 

because the next step renames 

them. 

Now follow the guidelines in the Naming your images section below to set the 

file names correctly. 

Repeat this process for your mono entries: 

• Copy them into the Mono folder 

• Name your files following the steps in the Naming your images section below. 

 

Depending on how you have 

Windows set up, you may or may 

not see the “.jpg” part on the end 

of the file names. Don’t worry if 

you don’t – Windows tries to help 

by hiding it. 



Naming your images 

When you send entries in using this method, you have to make sure that all the information needed – who you 

are, what the entry title is, what the entry priority is – goes in the file name. This is a little fiddly to do, which is 

why on Windows it really makes things easier if you use the Entry Preparer application to sort it all out for you. 

Your file names need to be set up to have three parts, like this: 

AP-1-Alien Eyeball 

 

 

 

 

 

 

The parts are separated by hyphens – don’t use underscore here. 

• Your initials are what you normally use. Make sure that all your entries use the same initials, and use the 

same initials for all competitions. 

• The entry priority is a number – usually 1 or 2 – that sets the priority order of the entries (1 is the top 

priority,  2 is lower, and so on). If there are too many entries for a competition, the competition secretary 

will discard everyone’s lowest priority entries to make the numbers reasonable for the judge, so set your 

least-favourite image with the lowest priority. 

o The priority numbering for colour and mono entries is separate, so you should end up with 

priority 1 and priority 2 for colour, and priority 1 and priority 2 for mono. 

• The image title is up to you, but you have to fit it into 48 characters. You can’t use “special” characters 

like “.”, “&”, “:”, “/”, “\”, “?”, “*” – they’ll be removed when the image is processed. 

o Each of your entries must have a different title, whether it’s colour and mono. 

o Don’t surround the title part of the filename with quotes 

So, renaming the images that are showing in the colour images 

example, you might get this 

 

 

 

 

 

 

 

  

Then your image title. This can be up 

to 48 characters long; don’t use 

“special” characters like “.”, “&”, “:”, 

“/”, “\”, “?”, “*” Then the priority of the image. This will 

commonly be “1” or “2”. Follow this with a 

hyphen (“-“) 

Start with your 

initials, followed 

by a hyphen (“-“) 



Preparing your entries for submission 

Once you have your images set out in the Colour and Mono folders, and you’ve named them correctly, you can 

prepare them for transfer. 

In this step you put all the folders and files together into a single compressed file (often referred to as a ZIP file). 

• Double-check that you’ve put your images into the Colour 

and Mono folders correctly, and that the file names have 

got your initials, entry priority and image title in them 

• Look for the Competition 6 folder on your desktop 

(remember that the number will be for whatever this 

competition is). 

• Click the right mouse button on the folder. 

• Select Send to in the menu 

• Select Compressed (zipped) folder in the sub-menu 

 

Windows now creates a single ZIP file containing all your entries, properly laid out in their folders. 

You’ll see a new icon on your desktop, which will also be called Competition 

6. However, this icon shows a zip running vertically to show you it’s a ZIP file. 

(Depending on how you have Windows set up, you may see the name appear 

as Competition 6.zip) 

 

 

 

 

 

Now you’ll rename the ZIP file to avoid any future confusion. 

Click the right mouse button on the ZIP file icon – look carefully for the zip 

running vertically to make sure you select the correct icon 

 

 

• Edit the file name to have it start with your initials, and add “Entries” to the end 

 

 

 

Now there’s less chance of confusion when you do the final step. 

This icon is your 

competition 

folder 

This icon is the 

ZIP file 



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: 

o Click on Your email 

o 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 – the website can’t tell if you’ve got it right or not. 

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 

• Select the ZIP file that you renamed earlier. The file name 

will start with your initials. 

o Make sure you’re not selecting the competition 

folder here 

• Click on Open 
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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. 


