ENTERIN®/ORLD CHEESE AWAROI ¢ ONLINE INSTRUCTIONS

1 Go towww.gff.co.uk/wca
9 Click orEnterHere(in red box undeCurrent Status

& MyGuild
) v User Account Menu

Login

L B
S )

FINE FOOD

JoinUs Awards Shows School of Fine Food Publications Calendar

Great Taste World Cheese Awards Shop of the Year

CURRENT STATUS:

World Cheese Awards
2017-Openfor Entry

World Cheese Awards

Enter Here |

How to enter

How the competition works

1) Registrationfor MyGuild

GUILY
o o)

FINE FOOD

Sign in with email

If you have already registered for the website

9 Your user account is still active

9 All users will be asked to reet their passworddick on the linkTroubleSigningin? and
enter the email address you used to register wi¥ou will receive an email with a lin t
click to reset your password The email will come fromoreply@useraccounts.gff.co.uk
Please check it has not been sent to your spam/junk mail folder.
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GUILD
%
& Q

2o

FINE FOOD

Sign in

1 Return to the login page and enter yoemail addresand password createfyour password
is case sensitive)
1 Go to pages Your MyGuild Dashboarah this document for next steps

If you have not already registered for the website

1 Enter your email addressyou musthave accest this email accounas you will need this
to manage your MyGuild account

GUILH
Q)

FINE FOOD

Sign in with email

-
1 If the email address is not already registered you will be prompted to choose a password

GUILpH
Al o)

FINE FOOD

Create account

xxxxxxxx@xxxxxxxl X

CANCE m
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ClickSaveand you will see the fowing screen:

= M il Ow

Select Company

Select Company

You are not currently connected to any companies. Please create one by clicking below.

ClickCreate Compangnd enter the company details requested on the form (example
below) and cliciCreate Compangt the bottom of the page. These details will be used to
communicate with your company about yoWforld Cheese AwardX17 entries— please
ensure they are accuraténcluding selecting the correct country from the drop down list in
the address sectiondf your company already has a Company Profile (e.g. the company
entered World CheesAwards 2016 or Great Taste 202917 and youwish to be linked to
the existing Company Profilgplease email théNorld Cheese Awardseam and cafirm

your username, role withinnhe compary and the company name/ address

You will be asked for a correspondence address and a billing addraksptehich will
appear on your receipt

If you have missed any mandatory fields these will be highlighted for completion before
allowing you to move to the next screen

TheCountyfield ismandatory for UK addressesd you will be asked to select the
appropriate county from a drop down list

TheNumber of years tradingNumber of employeefields are both numerical fields and
wi || only accept whole numBer sste..g. |Wr iytoas’ ‘vie’
trading for less thanone year pleaseund up to * 1°

If applicable please remember to tick the box to confirm if yaumpany turnovetis less
than £1million

If you are based outside of the UK you will be asked to confirm if youAféTVA/IVA
registeredand if applicable, your VAT/TVA/IVA numbg&his will be automatically printed
on your receipt so please ensure it is correct

VATITVA/IVA Registration
We are not VAT/TVA/IVA registered

VATTVA/IVA Number

All European companies, please fill in your VAT/TVA/VA number

Please only write one website address in Websitefield

ExampleCompany Profilescreen(on next page)

e: worldcheese@aqff.co.uk t: +44 (0)1747 825200 option 4  wff.co.uk/wca



mailto:worldcheese@gff.co.uk
http://www.gff.co.uk/wca

Create Company Profile

Lel's hiear abaul your company
Contact Details

Comgany Name

This

@ roquired feid

Contact First Name

This is & required fiald

Contact Last Name

This is & required fisid

Contact Email

This s  required el

Secondary Contact Emai

Confact Telephone (NO spaces)

This is @ required fald

Contact Mobile

spaces)

Contact Address.

Confact Country
United Kingdom M
Thi i  required ekt

Contact Address Line 1

This is & required fild

Contact Address Line 2

Contact Address Line 3

Contact Cay

This is & required il
Contact County (Required for UK companies)

Please select a county. -

Conlact Post Code/Zip Code (Required for UK companies)

Billing Address
Billng Country

United Kingdom v
This i @ required feld

Billing Address Line 1

This is & required fisld

Billing Address Line 2
Billing Address Line 3

Billing City

This is & required field
Billing County {Required for UK companies)

Pleasa select a county -

Billing Post Code/Zip Code (Required for UK companies)

Example screen continued on following page
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About Us

Numger of years trading. (To the naarest year)

This is & required fisid

Wumges of employees

Our company turnaver Is less than £1million

Guild Membership

Membership Number
There should be o spaces i your membership rumber

Social Media

Website
Facebook (e.g. hiips acebook comiyourusemame)

Twitler (.. hitps /Mwitler comiyourusername -or- @yourusemanme)

1 Once you have clickgdreate Companyou will see an overview page confirming the details
you have provided.

e: worldcheese@aqff.co.uk t: +44 (0)1747 825200 option 4  wff.co.uk/wca



mailto:worldcheese@gff.co.uk
http://www.gff.co.uk/wca

Your MyGuild Dashboard

From yourMyGuild Dashboard/ou can edit your user or compapyofiles, enter
World Cheese Award¥®)17and access your delivery instructions once available.

1 If you had already registered fiMyGuildthe company and contact details you had provided
previously ould autanatically appear when you logirif youare not taken directly to the
Company Profilgpageplease call th&Vorld Cheeséeam on +44 (0)1747 8252@0 email
worldcheese@aqff.co.ukefore proceeding with your entry

1 You will be asked to check and comfiyour company and contact details before entering
World Cheese Award®17. This includes adding a Billing address for your entries. Both the
Contact Address and Billing Address you supply will appear on your reCigit=dit
Profile/ Edit Addresdelow the relevant section to make any changes requitekbase
ensure you select the correct country from the drop down list in both the Contact and Billing
address sections.

1 Once you have entered and confirmed all contact details, tjmkate Companyand you
will be taken to youMyGuild Dashboard

1 These buttons will always appear on the left of your MyGuild Dashboard. Click on the
following icons to navigate to the appropriate section

Overview

i3 Dashboard = Your MyGuild Dashboard home. Summary of Company Profile
AR, EditProfie = $ortcut to edit your Company Profile
@ Avards = Awards entered e.g. World Cheese Awards, Great Taste
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2) EnteringWorld Cheese Award2017
1 dick to download thehree entry information documents to entéWorld Cheese Awards
2017: Entry BrochureEntry CategoriesTerms & Conditionandif applicablethe Special
Entry Information for norREU countries

i Then clicknter Awardgo enter World Cheese Award®17

Your MyGuild Dashboard:

Ov
fiF Dashbosr

T World Cheese Awards 2017

Award Results & Current Entries

YOURCOMPANY NAMWILL APPEAR HER

Contact Contact Address Billing Address

YOUR DETAILS WILL APPEAR HERE

1 You will be asked to confirm that you have read and accepted &mms & Conditionsf
entry intoWorld Cheese Award2)17.

Terms & Conditions

1 Once you have accepted the Terms & Conditions you will be diréoting Entry Basket

click onAdd Entry(example below3}- please disregard the text box for the promotional code

as this is not applicable to World Cheese Awards
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B MyGuild | © w

Shopping Basket

Dashboard

AR Edit Profile Entry BaSket

There are no entries in your order

Members' Discount

Great Taste discount codes are emailed to all members ahead of Members' Fortnight

[ MyGuild | O w

Add Entry

Dashboard

Add Entry

AR, Edit Profile

W Awards

Entry Details
Calegory Number
Please select an entry category. v
This is a required field.
* Worid Chease organisers will require verificalion

** Refarming lo a cheese with a fat in dry maller less than 45%

Product Name

This is a required field. Please nofe this is how your product wil sppear on your certiicate if it achieves an award — remember o include the flavour of product i it is part of @ range.

Allemate Brand Names.

1 the exact same product listed above is sold under any other brand names please hist them as & comme separated hist 6.g. brand, brand?2, brand3

Product Description

This is a required field. Max 150 Characters including spaces. This information will be raad by the judges. It must be factal and should not contain any brand names. Include any unusual faatures or
ingredients. Please inciude the ABV in the your product description, f appiicable. Ifa chill product, please inclide the Scovill rating if known. Refer to the for more information

Producer/Manufacturer

This is a required field

Product Ingredients

This is a required field Mex 200 Characters. Pleass include the main ingredients i the ful st is foo long for the number of characters avaiable.
Ingredient Country of Origin
United Kingdom -

This is a required field Which country are the majority of your ingredients from?

Product Storage

Frozen Chilled Ambient
This is a required field. How does your enfry need fo be stored?

Allergens and Free-From

Wi nioed to know about any allargens your entry may contain, or if your product is froe-from gluten, dairy, or sugar. Please tick all that apply.

e: worldcheese@aqff.co.uk t: +44 (0)1747 825200 option 4  wff.co.uk/wca


mailto:worldcheese@gff.co.uk
http://www.gff.co.uk/wca

Allergens and Free-From
W need o know about any allargens your enfry may contain, o if your product is free-from gluten, dairy, or sugar. Please tick afl that apply.

Contains Allargens

Check this box if your product contains any of the ingredients mentioned in this

Giluten-Free

Check this box if your product is gluten-iree

Dairy-Fraa
Check this box if your product is dairy-ftoe

Sugar-Free

Check this box if your product is sugar-froe

Supermarkets

Wis need 10 know if your product is avalable o purchase in @ supermarket, or if f is @ supermarkel own brand. Please fick ail thal apply.

Suparmarkot own brand

Check this box If your enlry s & supermarkel own brand

Available in supermarket
Check this box if your enlry is available fo purchase in a supermarkot

Additional Info

Lot us know a bttle bit more about your entry.

Product Country of Origin
United Kingdom v

This is @ required field. If your product was imported from outside the UK please indicate the country of origin

Made from 100% Jersey cows’ milk

Ploase check this box if your product is made from 100% Jersey cows’ mitk

1 Referring to theWorld Cheese Award®017 Entry Categorieslownloadedpreviously;select
the most appropriate corresponding entry category for yptwduct from the drop down
list.

Add Entry

Entry Details

Category Number
Please select an eniry category.

Please select an eniry category. ~
Goats' milk

5001 - Soft goats® milk cheese plain - fresh

5002 - Soft goats’ mik cheese plain — moukdripened

5003 - Semi-hard goats’ mik cheese plain

5005 - Goats’ mik cheese with addiives.

5006 - Goats’ mik cheese blug

5007 - Goats’ mik cheese smoked

5008 - Any other Goats’ mik cheese not in any other class.
Ewes' milk

5101 - Soft ewes’ mik cheese plain

5102 - Semi-hard ewes’ mik chesse plain

5103 - Hard ewes’ milk cheese plain

5104 - Ewes’ mik cheese smoked

5105 - Ewes’ mik cheess with addiives

5106 - Ewes’ mik cheese bius

5107 - Manchego — semi-curado

5108 - Manchego — curado

5109 - Idiazabal v

1 Referring to theTerms & Conditionplease fill in all product details as requested

9 If your product is sold under more than one brand name (but is the eseane product in
every other way), please write just one brand name inBneduct Namdield and list all
others in theAlternative Brand Namegield.

9 TheProduct Descriptiotiield is a maximum of 150 characterkis is the only information
the judges will see about your produddnly includéorief, factual informationabout the
product e. g. E w e ’argl nanbrahdlor, compang rasids.e ur i s e d,

9 If yourProduct Ingredient lists too long for the number of characters available, please
include tre main ingredients.
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1 When completing théngredient Country of Origiffield, if your product contains ingredients
from several different countries select the country of origin for the majority of the

ingredients.

1 Please indicate the appropriattorage caditions for each product.Please note thatla
products will be stored and transported chillézbld)

91 Please tick if your product is made from 100% Jersey milk.

9 If the product has beeimported from outside of the UK. please select the country of

origin from the drop down list

=

Tick if the product is sold assapermarket own brand label

=

Tick if the product is available to buy from a supermarket.

=

For information on allergenglease se the link on the screen.
1 Once you have completed an entry klan Add Entryto add this to youlEntry Basket

9 After adding each entry you will be showour EntryBasket

Successhully added entry to basket

Entry Basket
=1

Catagory Name SMOB Storage Actions Price (£)

| Yourproduct details will appear here ! The price per entry, VAT

Net Total total and gross total will

VAT Total appear here and will update
automatically as you add
more entries to your basket

Gross Tolal

Members' Discount

Great Taste discount codes are emailed to all membars ahead of Membars' Fortnight

| Ignorethis field ¢ this is not applicable for World Cheese Awards | E3

1 To edit a product, lcck Editon the appropriate product line tee-openthe entry details
page.Once you have updated the product details and cliddpdate Entry, the message
Successfullypdated entryappears abovéhe basket.

1 Toremove an entry from your basket, cliBemoveon the relevantproductentry line You
will be asked to confirm thatou wish to permanently delete that entry.

Are you sure you want to remove this item?
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1 When you have entered all productdick onProceed to Checkout
1 Check you are happy with details then cRR&yment Options

1 You will be taken to the SagePay website (an external site) to make payment by credit or
debit card. You will need to ensure that tBdling Addressn your MyGuildCompany
Profile matches the billing address for your payment ca@hce your payment isonfirmed
you willbe taken back to youvlyGuildDashboard screen

1 Your receipt will be emailed to your Prima@yntactemail address. The receipt also will
provide a record of the entry details you have provided including class number, product
name anddescription provided.

Confirmation of your entries:
You will receive two emailsit is important that you keep both.
1) From SagePagdnotreply@sagepay.contonfirming the payment has been successfully
processed

2) From theWorld Cheese Awardeeam fioreply@gff.co.ukconfirming your entries and
providing your receipted invoice for the entries

What Happens Next?

You will be contacted by email when your delivistructions are available to download from youf
MyGuild Dashboard You will be allocated a consolidation point to which to deliver your cheesgs
and given the delivery date by which the cheeses need to arrive at that address.

PLEASE DO NOT SEND ANESHEUNTIL YOU ARE CONTACTED BY THE WORLD CHEEYE AWARDS
TEAM WITH YOUR DELIVERY INSTRUONOESOBER
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Forgotten Your Password?

1 Go toAccesMyGuild:

GUILH
Q)

FINE FOOD

Sign in with email

9 Enter the email address you used to enter your cheeses into V@rgkse Awards andu
will see:

GUILY
A )

FINE FOOD

Sign in

1 Type your email address and clidouble siging in?0 see the Recover Password screen
similar to below-check your email address and cl&&nd

GUILS
3
,Q?‘ O««

FINE FOOD

Recover password

1 You willbe advised that the email has been senth a link to click to reset your password.

The email will come fromoreply@useraccounts.gff.co.ukPlease check it has not been
sent to your spam/junk mail folder.

91 Follow the steps to rset you password and login.
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