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Welcome!

BetterBNC 4.3 was designed to 

be simple, quick, and easy to use 

on your very first visit.

If you prefer detailed,

step-by-step instructions, 

this document is for you!



Different types of Contestants
In BetterBNC version 4.3, there are three types of accounts that a 

Contestant may have:

• Contestant Manager – predetermined account linked to 

membership in an organization which is sanctioning an awards 

contest. Often this person will be a senior manager such as a 

newspaper publisher or editor; or a station manager.

• Authorized Entrant – predetermined account set up by 

Contestant Manager. Often staff members will be authorized to 

submit entries, usually in one area of work such as news, 

photography, advertising, web, etc.

• Open Call Contestant – individual account available to anyone in 

the journalism trades.
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This document will guide you through the steps to:

• Access your account

• Make entries in a contest

• Allow others to make entries in a contest on your behalf

• Manage all the entries



Here is an overview of the steps you will take:

• Receive invitation and instructions from your member contest organization

• Log in with provided credentials

• Select your own credentials

• Make some entries

• Receive validation email

• Finalize your account

• Create and manage Authorized Entrants (optional)

• Manage all the entries made by you and your Authorized Entrants

Estimated 
time to 

complete:

5 to 15 
minutes

Note: the validation 

process is a one-time 

event. In future 
contests, you will simply 

log in and begin work.
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Follow the instructions below to setup your account as Contestant Manager, 
and optionally, create Authorized Entrants. 

Contestant Manager can make and manage entries, and manage the 

entries of their Authorized Entrants.

Step 1 
Log in to your account

• Go to the BetterBNC home page and click on the Contestant Login 

button at the top if the page

• Select Contestant Manager

• Select your Contest from the list

• Select your media organization from the list

• Enter the password that was provided to you by your Contest 

Administrator
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Step 2
Update your account information & agree to the Terms of Use

The first time you log into your account, you will be asked to update 

your account information and agree to the Terms of Use. Verify the 

information shown in your account is correct, agree to the Terms of 
Use and click “Submit”.



Important! Be 

sure all the 

information is 
correct and up 

to date.
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Step 3
Begin Making Entries

As you make your entries, the system will begin a process to automatically

finalize your “Contestant Manager” account. To do this, simply start making 

entries, then follow the on-screen instructions.

To make an Entry, follow these steps.

• Log in to your account

• Click on “my contest” at the top of the page

• Click on “Submit Entry”

• Fill out the entry form and click “Submit”



Any attachments 

included in your entries 

will automatically upload 
when you click “Submit”. 

To make changes to 

your entry, including 

changing the sequence 

of your attachments, 
you can edit your 

entries from the 

“Manage Entries” page.
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Step 4
Validate your account

Validate your account by clicking on the validation link in the email that was sent 

to you from BetterBNC.

The entire process to validate your account is automated. A popup message will 
notify you that a validation email has been sent to your email address. Simply 

locate the email sent to you from “BetterBNC Admin”, then click on the 

validation link (or copy and paste the validation link into your browser). 

The system sends validation emails in 

real time. However, your mail server 

may have a built-in delay so you 
should allow a few minutes to receive 

the validation email.



During the automated process, you will receive an email similar to this:



What to do if you don’t receive the validation email

Most email servers deliver this email validation, but occasionally the email will be blocked 

by your firewall or spam filter. If you think you should have received a validation but did 
not, check your spam folder, add the address bnc@smalltownpapers.com to your safe 

sender list, or contact your IT department. You may also contact your Contest 

Administrator who can resend the validation email, or contact BetterBNC through the 

website.
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Step 5
Update your account information

After validating your account, you will be asked to update your account 

information one last time. 

All fields are required, except “Website Address”, which is optional.



Important! Be sure to verify 

all of the information listed in 

your BetterBNC account 
(update if necessary). 

All fields required except for 

‘Contestant Website’ which 

is optional.

For ‘Secondary Contact’

enter the email address and 

telephone number of the 
person you want us to 

contact in your absence.
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Step 6 (Optional)
Create Authorized Entrants

After you update your account, you can continue making entries. You can also 

create Authorized Entrants. An Authorized Entrant is someone that you 

authorize to make entries on behalf of your media organization. 

� Authorized Entrants can make and manage only their own entries.

� As Contestant Manager, you can access and manage all the entries

made by you, and all of your Authorized Entrants.

To create an Authorized Entrant account, follow the steps below.

• Click on “Add More” in the Authorized Entrant section at the bottom of 

the “My Account” page

• Enter the Authorized Entrants account information



Note: If you want to 

enable the Authorized 

Entrant to log into their 
account and begin 

making Entries right 

away, be sure to check 

the “Enable” box. You 

can always come back 
and Disable or Enable 

an Authorized Entrant. 



You can instantly lock out all Authorized Entrant accounts 

simultaneously by checking the “Contestant Manager Only”

box on the My Account page.
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Manage Entries

To manage your entries, follow these steps:

• Log into your account

• Navigate to the “My Contest” button at the top of the page

• Click on “Manage Entries”

• Click on an entry to make any changes, including changing the 

sequence of the entry attachments.

• If you don’t want an entry to be entered, click “disable”. 

Click “delete” to permanently remove the entry. 

• Once an entry is created, you cannot change the division or category. 

If you need to do that, disable or delete, then start over with that entry.

• Contestant Manager can access and manage every entry made by their

Authorized Entrants.

• Once an entry has been accepted by the contest administrator, you can 

no longer edit or delete and entry, however you can disable it.



Your 
Entry

Authorized 
Entrant



If you need help

Contact your Contest Administrator for help with:

• Resending validation email

• Contest Rules

Contact BetterBNC through the website for help with:

• Technical assistance

• Locating your Contest Administrator

• Reporting website errors


