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Creating your agency profile on AOBW

Follow this simple, six step process and you will be up and running with AOBW and showcasing your agency’s best work in no time.

Step 1: Pick an administrator
First you need to decide who your agency administrator will be (so there’s no squabbling we recommend pulling names out of a hat). 

Step 2: Register 
1. Select Register from the top right hand links on www.allourbestwork.com. As you’ll be registering an admin address we recommend something like: AOBW@agencyname.com - you will probably need to get your IT department to set up this address for you. 

2. On the next page that appears, scroll down and accept the terms and conditions for using the site.

3. Enter your email address and press the ‘Email me’ button.

4. Check your email, you should find a welcome email from us containing your password. You can now use this password to log into www.allourbestwork.com. 

Step 3: Get your admin rights
Drop AOBW@ipa.co.uk a quick email to confirm that you are going to be the agency administrator at your agency. The IPA will email you to let you know when your agency admin rights have been set up. 

Step 4: Add your agency
Now you can go to your profile page and click on ‘Add New Agency’ on the left hand side of the page. Fill in all the fields required with information about your agency and press ‘Save’. Your agency will not go live until you have approved it (Step 6), so you can come back and make any amends before it goes live.

Step 5: Upload your work
The best bit – upload all your best work. 
Uploading all your best videos 
1. On your profile page, click on the link at the bottom which is the name you’ve given for your agency

2. On your agency page, click on >> Upload video from the left hand links. Agree to the terms and conditions that appear and if asked accept the widget (java applet). If the java applet does not automatically load (it should appear underneath the red text), then you can download java from here: http://java.com/en/download/. Once downloaded, return to the upload video link and try again.


3. Upload your video file. 

FILE SIZE - there is a 50MB limit for each video.


FILE FORMAT - we recommend uploading videos in flv or mpeg4 format with mp3 audio. Mpg, avi, mov and wmv files can be uploaded but we cannot guarantee they will be converted successfully (see the FAQs for more information). In addition, please don’t convert the file before uploading it to the site as it may be corrupted during the upload process. 
To upload your video file:

· Click ‘Add’ from the right hand side of the page

· Browse through your directories in the pop-up window until you find the file

· Highlight the file and click ‘Open’
· Press the ‘Upload’ button.
4. Upload a 160W X 150H pixel image as a thumbnail. This will appear throughout the site so please make sure your image complies with these size specifications. If it doesn’t your picture will be shrunk and cropped automatically - which may affect the picture quality. 

5. Next add a title, tags and keyword tags as well as a URL to any site you want linked to this work. This helps people when searching for work. 

6. Click ‘Save’ and you’re done.

Uploading all your best images
1. On your profile page, click on the link at the bottom which is the name you’ve given for your agency

2. On your agency page select >>Upload images from the left hand links. Agree to the terms and conditions.


3. Upload the full image file, which will be shrunk to the appropriate size for you. So that there is continuity across the site your image must be a .jpeg, .gif or .png. 
4. Upload a 160W X 150H pixel image as a thumbnail. This will appear throughout the site so please make sure your image complies with the size specifications. If it doesn’t your image will be shrunk and cropped automatically - which may affect the image quality.


5. Next add a title, tags and keyword tags as well as a URL to any site you want linked to this work. This helps people when searching for work. 


6. Finally click ‘Save’.

Step 6: Put your page live and approve work 
As agency administrator it’s your job to approve your agency page and the work that’s uploaded to it. It’s best to approve the work first so that when your page goes live, it’s full of all your best work. You can approve work from your agency profile page. 

To approve your agency page:

1. Go to your profile and click on your agency link at the bottom. Then click on your agency approvals page and agree to the terms and conditions that pop up onscreen. You should now see your agency - awaiting approval. If you want to see a non-published version of your agency page click on your agency logo.
2. From your agency approvals page, tick the box under your agency. Your page will go live. All AOBW members will now be able to see your agency and start dabbing you and your work.
To approve work that’s been uploaded:

1. Go to your profile and click on your agency link at the bottom. Click on your agency approvals page and agree to the terms and conditions that pop up onscreen.


2. On your agency approvals page tick the boxes next to the work you’d like to approve. Approved work will automatically appear on your agency page once it’s live.


Helpful tips

· Whenever something new appears on your agency approval page that requires your attention, you’ll get an email from AOBW.

· From your agency profile page you can make changes to your agency details.

· You can take down work at anytime by un-ticking the work on your agency approvals page. If you want to remove it permanently, just press delete under the work.
· Don’t forget that administrators can still register their personal email address to get a personal profile and comment on work.

· Even administrators need a bit of help sometimes. If you have any queries about anything on AOBW please email help@allourbestwork.com . 

