
Go to the SEOS website http://www.seos-art.org

Full Members, please log-in using your existing username 
and password. 

Non-members and Associate Members, please click on 
the links- How to Join and Sign Up to create a free SEOS 
account. 

Your new website account will also allow you to post 
messages on the SEOS Message Board and add text to 
your web page (Artist Update).

When you are logged in, click on Fill in online entry 
form.  You will now see the first part of the form.   

The form is in stages. When you have completed one stage, 
click the  Continue Button to move to the next.
Progress buttons at the top of the page show what stage 
you are at. Click on a progress button to go back or move 
forward to other parts of the form (see page 4).  
Information buttons with a question mark  can be found 
throughout the form. Pass your cursor over them for  
instant help and information.

What to do if you make a mistake: 
Text- delete and retype. 
Tick box- click again to remove the tick.
Button- just click the correct button, the wrong button will 
unclick.  To clear all your entries press the button marked 
Reset at the top or bottom of the form. 

After you have submitted your form, you can still make 
changes for up to 72 hours by logging in to your SEOS 
account.  If you were unable to complete part of the form, 
the stages  you did complete will be saved, so you will not 
need to start again..

Applying online is our preferred method and is quicker and easier for you too.  It also means your new  web page 

will go live much sooner than a postal entry.  Even if you’ve never filled in an online form before you will find it 

very easy.  Have your directions (150 characters), statement (160 characters) both including spaces, and image 

file ready before you start.  Your image should be a high resolution jpeg or tiff file, less than 5Mb with the longest 

side at least 600 pixels long.  As a rough guide,  if it can fill your monitor screen without appearing blurred, it’s OK.  

Most digital cameras will produce this or better.  The name of your file must end in the file type (.jpg or .tif ).  Keep 

it on your desktop so it’s easy to find when you need to upload it.  You’ll also need your credit or debit card.

Here’s how to do it... 

South East Open Studios

How to apply online



1. Click to the left of the type area below First Name and type your 
name.  Please use normal large and small letters, NOT ALL CAPITALS. 
Do the same for your last name and any post nominal letters. 
Tip- if type areas are marked in yellow, as here, they can be filled in by your 
browser’s AutoFill facility with just one click. For information about this, see 
your browser’s Help menu.

2. Type in your studio address including your postcode.
Please supply the address at which your event will taking place. 
Important: we must have your correct postcode.  This is needed to locate 
your studio on the SEOS map.  Add your telephone and mobile numbers-
please give at least one contact number. 
You can choose to hide a number, this means it will not appear in the guide 
or on the website but will still be available to SEOS if we need to contact 
you about your entry.

3. Give your home address if different to your studio.
Please supply your home address and phone number if different from your 
studio.   This is only for SEOS to contact you. It will not appear in your Guide 
or Website entries. 

4. Add your website (if any) and email address. 
Add your website address if you have one. This will appear in the address 
bar at the top of your browser window when you go to your home page, 
e.g.  http://www.mywebsite.co.uk.   Your email address will already be 
entered on the form, please change it if you would prefer to log-in using 
a different email address. You MUST supply a valid email address but you 
can choose to hide it so it will not appear in the guide or on the website.

5. Give directions to your studio. 
Please make your directions clear and concise. You have a maximum of 
150 characters including spaces. 

Click Continue.



6. Add your artist’s statement. 
You have a maximum of 160 letters including spaces.

7. Media.  Tick the categories you will be exhibiting in your Open 
Studio.   This helps visitors search for a particular type of work in the Guide 
and on the SEOS website.  Please do not include categories that will NOT be 
on show.  Tick a maximum of three categories. 

Click Continue.

8. Fill in your opening times and days open. 
During the event, you can open as many or as few days as you wish.

Main open times. These are usually 10am–5pm or 11am-6pm, but can be 
varied.  Tick boxes for the days you wish to open. 
Other open times.  These can be used in one of two ways:  
1. A later open time on the same day as a main open time e.g. 7pm-9pm.  
This option can give you a break before an evening session, but please 
make sure main and other open times on the same day do not overlap.
2. A longer or shorter open time on other days e.g.11am-8pm or 10am-
1pm. Tick only the Other Times row for days with these times.  

Tick the days your studio is open but you are not present. 

Tick the days you will be demonstrating and if you wish to open at other 
times by appointment.

9. Wheelchair access 
Tick this box only if you are sure your studio meets the specifications 
shown.  Click Continue.

10. Please fill in our survey. 
We need this information to obtain grants and sponsorship. 

11. Website entry options. If you have an existing SEOS web page, this 
will be replaced by your new page. Tick the box if you prefer to delay 
this until after March 1st. You may wish to do this if your existing page has 
extra images and/or text.  

Click Continue.



12 Add your image details. To upload your image, click browse to 
locate the file and click OK.   Click Continue to start the upload.
Image upload may take several minutes depending on your connection 
speed and file size (max. 5Mb).  When complete, you will see a preview of 
your new web page.  If you prefer to send your image by post, Click 
Continue to preview your page without an image.  Details of how to send 
your image by post will be sent to you by email after your application.

13.  Check and adjust your studio location.  The map will show your post 
code area.  Move the pointer to your exact studio location. Click Continue. 

14.  Preview your web page.  Check all your entries are correct, especially 
your postcode, email address, opening times and days open. 
If you need to make changes, use the progress buttons at the top of the 
page to go back and re-type your entries. Click the preview button (6th 
from left) to see the updated web page. Information shown on your web 
page will be used for your Guide entry.  Note: only jpeg (camera) files will 
appear in the web page preview.  Click Continue.  

         

 
15. Please read the Declaration carefully and tick all four boxes. 
Click Submit Entry.  You will then see our Welcome page.  Click the 
Pay Now button. This will take you to our PayPal secure website.   
Area Coordinators only need to submit their entry, no payment 
necessary.		

Our PayPal  payment  facility will open in a separate window. 
Payment is by Credit Card, Debit Card or PayPal Account.  
Cards accepted are: Visa, Delta, Electron, Mastercard, Eurocard, Maestro, 
Solo, American Express and PayPal Top Up card.   We must receive immedi-
ate payment to validate your entry.   

If our online payment facility is unavailable, details about payment will be 
sent to you by email.    

And that’s it!    

You will then receive an email with your application number and contact details for your area cooordinator. 

Please note:  If you do not receive an email within one hour, please check your spam or junk mail folder.  
If you download your email, you may need to log in to your email account at your ISP’s website to do this.
To avoid this problem, please add info@seos-art.org to your contact list or safe sender list. 

To send a print by post,  mark the top and write your name and application number on the reverse side (block capitals 
please).   For digital images please write your name and number on the front of your CD.  Make a note of your number 
and quote it if you need to contact us.  Please see your email for specifications and address details.

To make changes up to 72 hours after your entry, log in and click on Edit online entry.  During this time you will have a 
last opportunity to upload an image.  To make changes after this (text only) send an email with your name and number 
to guide@seos-art.org as soon as possible and no later than 14th February 2012.  
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