Hello Advisory Board Members and Sponsors!

Thank you for your service to the Admin Awards! We are excited that you are going to get Awesome
Admins that you know nominated through our Trigger Nomination process! Here are step by step
instructions that will help guide you through completing your Trigger Nominations. At any time, you can
reach out directly to our Director of Nominations, Judy Champion, for help. You can reach Judy at
214.577.6984 (call or text) or judy.champion@adminawards.com. So, let's get you started!

To get started go direct[y to our Nominations Portal here.. https.//theadminawards.awardsplatform.com/.
Here's what you will see when you get there:

If this is your first-time logging in, you will need to complete the Register box in the middle of this screen. If
you've already registered as a user, you can enter your email address and password in the Login box on
the right of this screen and skip the registration information. Once you Register you will receive an email
from the Admin Awards system that looks like this:


mailto:judy.champion@adminawards.com
https://theadminawards.awardsplatform.com/
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The Admin Awards Account Confirmation

Dear Judith,

Thank you for creating your nominations accountwith the Admin Awards!
To confirm that this account was indeed created by you, please click the
link below or copy and paste it into your browser. You will then be able to

log in and begin nominating!

Confirm account

If this was notyou, then please ignore and delete this email.
Thank you!
The Admin Awards Team

Dallas / Fort Worth | Silicon Valley | Denver | Houston | San Francisco |
Chicago | Boston | Pacific Northwest | Philadelphia | Washington D.C. |

Coming to a city near you.

This is an automated message from The Admin Awards. Please do not reply to

this message.

Click on Confirm account and you will see the following screen:



Note: after you register, when you login you will land here every time you login.

Click on Start new nomination. The following screen will appear:

Choose your Nominee's city from the drop down in the first box. Then choose “Trigger Nomination (for
internal use only)" from the drop down in the 2™ box. Enter your nominee's first and last name in the 3
box, then click on Save + next at the bottom of the screen, the following screen will appear:




The Program Area is the same as the Nominee City on the previous page. Please select the program area
and click on Save + next. The following screen will appear:
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Enter your nominee's basic information.The fields starting with Nominees Cell Phone Number are not
required and should be left blank. Once your nominee's basic information is complete click on Save + next.
(Note, at any time during the process you can click on Save + close and come back to finish your
nomination later. To come back to the nomination, simply return to our nomination portal here..
https.//theadminawards.awardsplatform.com/ and login with your email address and the password you
set when you registered as a user) When you click on Save + next the following screen will appear:
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https://theadminawards.awardsplatform.com/

You are the nominator, so enter your name and contact information as the nominator. Then, and very
important, you'll fill in the name and contact information for the nominee's direct supervisor. Once the page
is complete click on Submit nomination. Once you have submitted the Trigger Nomination you will be
returned to the My nominations screen and the Trigger Nomination you just submitted will show in your list
of nominations,




