Michael Merritt Digital Showcase How To
Thank you for your interest in submitting a theatre portfolio to the Merritt Awards Website.

Any questions or concerns should be sent to: Merrittawards@gmail.com

The pages are all based on filling out a informational form and submitting up to 5 image files,
and will all end up looking like something like this:

It includes a link to your external website for more information, your graduation or professional
status, compensation requirements (optional) and some clickable tags. Your email addresses
will not be listed on our public website, though you can include them in your bio if you’d like.
Submitting your email address will be for validation and so we can contact you.

To begin, there is a login section at https://merrittawards.com/login/.
Enter your username and password, if known. If originally generated by a Merritt Committee
member for testing purposes, your username should be your first and last name. Example:
leekeenan, sarahramos
If you are registering yourself, begin on the right.

If you have a login already created by the committee but have not received a password, send a
password reset to your email address and create your own by clicking “Lost your password.”

Once successfully logged in, you should see a Dashboard window.

On the top right dropdown, click on your profile.

On the left, a new menu will appear where you can select Add Listing under Portfolio Showcase.
If you previously submitted information with the committee, we have already started that page
for you, based on the images and tags you have provided.

You will be sent to this page, where you can begin filling out your info, if a page has not already
been started for you.

You can add 5 image files of your choosing to represent your portfolio. Please note that the file
size limit is 512KB, so compress your images as needed or they won’t go through.
There are a number of image compressor websites available online, if your file is too large and
you are unsure how to reduce the file size on your local computer. https://compressjpeg.com/

These image files will show up at the top of your portfolio page as a clickable slideshow. The
first image submitted will be the default picture.

The next two fields are currently required by the form. If you do not have an external portfolio
website to link to, just put merrittawards.com

Filling out the desired compensation field is not required, but encouraged.
When entering Tags, we ask that you include ‘2022’

On the right side of the page, there are categories in which you can tag yourself and a place to
Preview your draft.

Add yourself to as many categories as applicable and Add new categories if you don’t see your
job title represented yet.

When the portfolio is looking the way you like, Submit it for Review and a Merritt site admin will
publish it for public viewing.
Thank you again for taking the time to participate.

