
 

Renewal Checklist  
Welcome back to OpenWater! This document will help you duplicate and update your program for this year’s 
cycle. Topics covered include small details and necessary updates in case your program has made significant 
changes this year. You may also be interested in viewing what features have been recently released. 
 

 
Duplicate Your Program 
The first step is to duplicate your program. This will essentially copy and paste your program. Don’t 
forget to put the new year in the title. 

 

 
Update Your Submission and Judging Dates 
Set up the submission and judging dates to begin updating the rest of the program. If you’re unsure of 
the exact dates, you can input rough dates and update them later.  

 

 
Submission Form 
Thoroughly check your submission form for any date specific questions (see below) or rich text that 
links to external documents that might have old information (Click through all dependent fields!)  

 

 

http://www.getopenwater.com/next
http://help.getopenwater.com/getting-started/start-a-new-program/duplicate-or-clone-an-existing-program
http://help.getopenwater.com/getting-started/start-a-new-program/configure-the-deadline-dates-for-submissions-and-judging
http://help.getopenwater.com/setup-your-submission-form/configure-the-submission-form/build-your-submission-form


 
Public Website 
The public website generally has year specific copy, images, banners, and links to documents with 
previous year information. Be sure to comb through every page and link to make sure everything is 
updated to the current cycle’s information.  

 
One thing in particular to take extreme care with is the direct to program link. This cycle’s direct to 
program link is different for the new program. This link is generally used for “Click here to begin a 
submission/nomination/application” copy on the public website. There might also be a menu item that 
links directly to it. Be sure to update this as failing to do so will link your users to the archived 
program.  
 

 
 

 
 

 

 
Are there any changes to the program itself? 
Are there any significant changes to your program? Below is a list of common changes that need to 
be addressed: 

● Have the categories changed? Any changes in categories will need to be reflected in the 
categories and category groups (if in use).  
CLICK HERE FOR CATEGORIES.  
CLICK HERE FOR CATEGORY GROUPS. 

http://help.getopenwater.com/configure-your-public-website/public-content/manage-your-public-website-and-landing-page-content
http://help.getopenwater.com/setup-your-submission-form/configure-the-submission-form/access-the-public-submission-form-url
http://help.getopenwater.com/setup-your-submission-form/categories/configure-and-setup-your-categories
http://help.getopenwater.com/setup-your-submission-form/configure-the-submission-form/show-or-hide-submission-fields-depending-on-which-category-is-selected-by-the-applicant


○ Also be sure to update any copy on the website or documents hyperlinked in the 
website or submission form referring to categories. 

 
● Do you have submission fees? Have they changed? If so, you will need to update them.  

CLICK HERE. 
○ Do you have early bird or late fees? Early bird and late pricing is set up using 

year-specific dates. These will need to be updated.  
CLICK HERE. 

● Have your application/nomination/submission questions changed?  
CLICK HERE. 

 
Judging 
This section can be done before the program goes live or after the program is live and before the 
judging period begins.  

● Need an overall refresher on judging?  
CLICK HERE. 

● New judges?  
CLICK HERE. 

● Updates to the questions on the evaluation form?  
CLICK HERE. 

 
 
 
 
 

http://help.getopenwater.com/accept-payments-for-your-submissions/build-your-submission-fees/create-a-basic-submission-fee
http://help.getopenwater.com/accept-payments-for-your-submissions/build-your-submission-fees/create-a-basic-submission-fee
http://help.getopenwater.com/setup-your-submission-form/configure-the-submission-form/build-your-submission-form
http://help.getopenwater.com/setup-your-judging-portal
http://help.getopenwater.com/manage-judges-and-assign-submissions-for-review/manage-your-judges/add-a-new-judge-and-assign-them-to-a-round
http://help.getopenwater.com/setup-your-judging-portal/evaluation-scorecard-mode/add-a-question-to-the-judging-evaluation-scorecard

