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The online entry system is a generalised system to allow you to configure online entries for various different types of events.
This could be for a National Championship with multiple paymentoptions, down to entry for a committee meeting with no
fees at all, with the intention justto know who is going to attend.

The system provides the option of paying by credit card or printing an invoice and paying by cheque or other means.

There are several different ways of setting up an individual event, and itis strongly recommended thatin order to become
familiar with the system that you find some small events to try things out, and work up to larger events in the future. Do not
use the system for the firsttime on your National Championship with hundreds of entries.

Reconciliation

For the person taking the entries, the most challenging partis reconciling the entries with the payments. Itis recommended
that for your first event, you create some test entries and run through the reconciliation process in advance of releasing the
system to the public as you may find out you require some additional information to add to the entry screens.

Divisions

The system allows you to setup up multiple “divisions” or “competitions” within the event, and then allows for “optional
extras” such as dinner tickets, t-shirts, additional information, etc. The divisions are fairly straight forward, but to allow for
maximum flexibility, the optional extras are quite detailed, and therefore tedious to setup the firsttime. Itis recommended that
having become familiar with how the system works, you setup a dummy event (do notrelease itto the public) with every
conceivable optional extra (insurance, t-shirts, dinner tickets, next ofkin, etc) and then use this to copy to your new event and
delete what you don’t require. This is much quicker than setting up the optional extras from scratch on each event.

Terms and Conditions
Itis also recommended that you setup a standard Terms and Conditions page. This is setup as a normal page on the
website. Setup correctly, the same page can be used for multiple events.

Exporting data

The hard partin this process is downloading the entries and importing them into the local results package. Each results
package will have their own format for importing results, typically Excel or a CSV file. However, within the Excel file, the
package will expect certain columns, codes for events, etc. Itis strongly recommended that you test this process with some
testtransactions prior to opening entries for a major event.

General Approach

The following is the recommended approach to setting up online entries:

Do once only

1. Setup online credit card facility. Contact BvIT to setup this up on your behalf. If you are setting up a new facility with a
bank, this can take several weeks.

2. Setup a generalised Terms and Conditions page in your website
3. Setup a single event, with online entry with every conceivable option available (start off small and keep adding to it)

Do foreach event

1. Add the event to the calendar with all the relevantinformation



. Setup the basic online entry information, including a link to the T&Cs page setup above

. Setup the competitions for this event

. Copy the optional extras from the standard event

. Modify the optional extras

. Run through some test entries, including credit card payment if available

. Download the entries to the Excel spreadsheet and verify that the data collected meets your requirements
. Reverse the payments on the test entries
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. Delete the test entries from the system
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. Release the system to the public
. Advertise your event, including that fact that online entries are now open.
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Terminology

Event - An event, in this manual, is one that appears on the calendar e.g. Australian National Championships
Competition - This is a sub group of Event— K1, C1, C2 divisions/4.7, radial, full rig divisions

Before you begin

1. The online entry system can only be created for an event thatis on your website’s calendar. Ensure that the eventis
displayed on your calendar before you attempt to create the online entry system.

2. Make sure that the online entry system is created using the site of the organisation that wishes to receive the payments.
For example, Black Rock Yacht Club is hosting the 470 world championships. This will appear on the BRYC website
calendar as well as Yachting Victoria’s website, Yachting Australia’s, the International Sailing Federation’s and the 470
class associations’ websites at state, national and international level. Any one ofthese associations could be the
official eventorganiser, and wish to collect the entry fee. The online entry system should be setup on the website of the
organisation thatis going to collectthe money. Other websites can create a link to this online entry but cannot accept
entries. The reason for this is that each website is connected to ONE paymentaccount, so to ensure thatthe money
goes to the correct organisation, it must be created on this website. For security reasons other accounts cannotbe
added for individual events.

3. Ifyou wish to use an online credit card facility, itis recommended to have this setup in advance as this can take some
time to setup.

Getting Started

Logon to the website using a UserID with Admin access. Go to the calendar and click on your eventand in the popup window,
click on the Setup Online Entry button. This will only be displayed if you are logged on with Admin access.
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Event Status - if this is setto Active/Live, then when a member of the public clicks on the event name in the calendar, there
will be a button down the bottom of the new window asking if they wish to enter the event. Itis suggested that you set this to
Testing/Setup while you are making changes and then reset to Active/Live once you are finished

Entries Open —the public will notbe able to enter this event until the specified time and date
Entries Close — the public can still enter the event after this time, but the late fee will be added to their entry fee
Late Entries Close — the public will notbe able to enter this event after this time and date

Entry Button Text — the text that will be shown on the button linking the public to the online entry. The program will
automatically putin ‘Enter this event, but it can be changed to anything you prefer.

Credit Card Accepted? Invoice Payment Accepted? Are you GST Registered? Cheques made outto Paymentcan
be accepted online via credit card (assuming you have previously setup this facility), or you can provide the facility to allow
users to printoffan invoice and send in with a cheque. Itis highly recommended that the entry and the payment be accepted at



the same time otherwise reconciliation becomes difficult.

Credit Card on Invoice? —some people are uncomfortable about using their credit cards online. This option allows for the
entrantto printoffan invoice page, fill in their credit card details and send itin to the organisation.

Public View of entries — Itis recommended that this remains turned off until there are a reasonable number of entries because
too few entries will discourage others from entering.

Terms & Conditions page — here you must enter the page ID number of your page of terms and conditions that all
competitors mustagree to. This mustbe setup separately. Itis recommended that the organisation has a standard Terms &
Conditions page thatis used for all events. For an example of a Terms & Conditions page visit http://www.yachting.org.au/?
id=18510

Website — the website of the organising body, automatically entered in

Reply Email — who it will appear that the conformation email has been sentfrom, and who entrants can reply to.
CC Email — the email thatis sentto the competitor will also be sentto this address

Event Pre-Amble — appears at the top of the first page of the online entry

Event Post-Amble — appears after the entrant has paid by credit card.

HTML Hyperlink — this is the HTML that can be putinto any other website to create a link to the online entry system. It will be
automatically generated. Cut/paste this link into a page of another site to create a directlink to your online entry for this event.
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Competition setup

Within an event, there may be several divisions, referred to as Competitions in the online entry system. This does nothave to
be each individual eventsuch as 100m, 200m, 400m freestyle in swimming, but could be splitinto Junior, Senior. Itis
common to splitthe comps into the different price ranges, e.g. Single Handers $30, Double Handers $40.

Itis recommended that each individual division should be set up as a separate competition if there are only a few divisions
(e.g up to 15). At the very least, competitions would usually be set up by price, as there can only be one entry fee per
competition, although this can be modified using the optional extras. For example one may be tempted to only setup two
competitions for the Australian Flatwater Championships — Canoe and Kayaks. If the entry fees are different for the C1 C2 and
C4 divisions though, itis recommended that they be separated.

To getto the Competition setup screen, you must first be in the Setup Online Entry screen. Down the bottom of the page, you
will find the Competition Setup button

once setup, click on this buttan te add individaal "'competition

l Competition =etup i [ Optional Extras |

There will be no competitions on screen so you must click the Add button to create one.

Event Competitions - Setup

4dd a new cormpetition to the event Bl  Back to Event Setup |

Competition Title — the title of the competition or division

Class — the type of boat used within this class. If there is no specific boat, there is an option for an open event (Yachting only)
Members Only —is this competition open to competitors who are nota member of the National body?

Non-Mem Fee? —the entry fee for those who are not members of the National body. Do notleave blank if the fee is the
same as the members fee, enter the same number

Entry Fee$ - entry fee for members

Late Fee$ - the extra amountto be charged to the late entranton top of the usual entry fee

Age Based? — does the age of the competitor matter?

Minimum Age — used if the competition is a Masters comp, for example

Maximum Age — used if the competition is a Youth comp, for example

More than one person per entry? —used when the competition is for teams with more one member.

Numberin Team? — how many are in the team for this entry?
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Optional extras

The optional extras options create a form that entrants are required to complete following the original registration details in
the opening screen. The final form may look something like this:

* Indicates a mandatory entry field

Zail Mo, *

Boat name *

Please _ﬁ."." _these in for your own pieasure!
Competng in: Clwve splash and dash competition
|:| Pre-evert charity fun run

[]Games evening
T-shirt size O wexs

s
Os=
m
OL
O
O msL

How rmany tickets do vou require for @ $15.00 each
presentation night? '

To add in optional extras, you need to go back to the event setup page, and down the bottom of the screen click on the
Optional Extras button

Once setup, click on this button to add individual 'competitions' to the event.
[ Single Competition Setup ]




If your organisation has a common setofinputitems used repeatedly, you can type in the event ID of another event and the
system will copy all of the optional items from this event.

There are currently no optional items for this event, If you woold like to copy the optional extras
across from another event - please enter that event's ID number here now and click on Update, The
I Mumber is the number in the URL when yvou view the event in the calendar,

eq: fevent.asprID=1234

L Action
EsCription

add new Item ] Preview Form ] [ Back to Event Setup

Itis strongly suggested that you take the time to do this to save time later on. Otherwise, you will need to create each item line
by line. You do notneed to worry about the order items are entered in, that can be changed later.

Type of optional item —refers to how you wish the person to give you information:

:\.f.:"._l:ll._. TET Dl short
::-:'.' put text box - medium
¥ Imput text baw - long

2 radio Buttons
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] Heading 1
(2 Heading 2
[ Heading 3
O fold

3 tkalic

2 BoldIezlic

Short input text box —a shortboxin which one can enter text (used in the sample form for presentation night tickets)
Medium input text box —used in sample form for sail number

Long input text box —used in sample form for boatname

Radio buttons — where only one option can be selected (used in the sample form for t-shirt size)

Check boxes — several of these options can be selected (used in the sample form for ‘Competing in’)

Text —this is used for giving information to the entrant (used in sample form in bold italic)

Thick horizontal line —used in sample form atthe top and bottom of the sample form. Simply used to format the look of
the page

Thin horizontal line —used in sample form to separate the business side of things and the more light hearted, fun stuff.
Purely aesthetics.



Input on this line is Mandatory —if Yes is selected, then the entrant must answer the question before they can continue
with their online entry (will have an asterix nextto it on the final form)

Description —the question that the person entering will be responding to.

Font style fortext —some basic font styles, suggested that you just play around with them until you find the one you want
Cost perltem —only applicable for input text boxes (used in the sample form for presentation night tickets)

Request quantities — only applicable when using a small input text box (used in sample form for presentation night tickets)

Multiple options — only applicable when using check boxes or radio buttons.
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Altering optional extras

Once all optional extras have been added, scroll to the bottom of the window and press the ‘Cancel — List all’ button.
All optional extras will be listed in the order they were created.
Line

Order Line Type Description
10 TextInputShort  How many tickets do vou require for presentat on night?

Action

o TextInputMedium Sail Mo,

30 TextInputLong Baoat name

40 RadioBtns T-shirt size

50 CheckBox Competing in:

& Text Please fill these in for your own pleasure!
70 LineThin

a0 LineThick

an LineThick

[ Update ] [ add new Itemn ] [ Prexiew Form ] [ Back to Event Setup

To change the order, swap the Line Order numbers around into the order you want.



Line
Order Line Type Description
an TextInputshort  How many tickets do yvou require for presentation night?

Action

a1 TextInputMedium Sail Mo,
a0 TextInputLong Boat name

7 RadioBtns T-shirt size

a0 CheckBox Competing in;

en Text Flease fill these in for your own pleasure!
4n LineThin
10 LineThick

an LineThick

[ Update ] [ Add new Item ] [ Freview Form ] [ Bacl to Event Setup

Once you have changed them, you can click the Update button and the list will appear in the new order.

Line
Order Line Type Description

Action

20 TextInputMedium Sail No.

a0 TextInputLong Boat name

A0 LineThin

50 Text Please fill these in for your own pleasure!

&0 CheckBox Cormpeting in:

70 RadioBtns T-shirt size

an TextInputShort  How many tickets do you require for presentation night?

apn LineThick

[ Update ] [ Add new Item ] [ Freview Form ] [ Back to Event Setup

You can editany of the optional items by clicking the Edit button on the right, and can delete them by clicking the DELETE
button. You can also see what the page will look like to the entrant by clicking the Preview Form. This should help you decide
what order you want your items in, as well as features such as fonts.
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achting Yictoria Champions & Awards Night

Options Waiver

It has besn a very successtul year for sailing and boating, member clubs and Yachbing Yictoria, so we are
celebrating with a Champions & Awards Might!

Online entry for Yachting Yictoria Champions & Awards Night, please chack which event you would
like to enter,

Title Age Group Fee Closing Date Enter?

;?;::'”U Victoria Champions & Awards Open $50.00  $15.00 Late fee now payable g

r‘|"r:||::htin|;| Yictoria Champions & Awards Night =) ¢
& 9

Cptions Waiver Confirmatian Payment
<-- Back I Mext --= iiCancel |
| —

If you are a member of Yachting Australia and you know your number, please enter it in the left column. Otherwise, please fill out all the fields in the right
column. Ta search for your membership number, click on the word 'Search' next to the surname text bax.,

|

Mern Mo Surnare Position Or, if you know they are not a member of vachting Australia fill in
&1l fields below
I ar
to see your details First Name* Last Mame®*

Email* Gender

| I—— Select -- =
Address Suburb

State PostCode Country

I-— International -- 'I I

Date of Birth*

—
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Yachting Victoria Champions & Awards Night

M
L & l—- —& \ & 2
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W aiver Confirmation Payment

<-- Back Next --= ancel

* Indicates a mandatory entry field
Yachting Victoria Champions & Awards Night

Please follow all the instructions to ensure we have your details
properly recorded

IF pou wish to purchase saditions! tickels please go to Section 4”7

If pou do not wish fo purchase additional tickets please cfick next at the fop
of this sereen

Section "A&" - Additional Tickets

Once you have completed Section “A", please go to Section “B™

How many additional Adult tickets do you wish to purchase? I @ $50.00 each
How many Children tickets do you wish to purchase? I @ $35.00 each
Section "B" - Mames

For any additional tickets you have purchased in Section “A%, can you please
write their names just below in the space provided. This is important so that
we can ensure that your name is on our entry list for the night.

(First Name and Surname) I

(First Name and Surname) I

(First Mame and Surname) I

(First Name and Surname) I

(First Mame and Surname) I

(First Name and Surname) I

(First Name and Surname) I

(First Name and Surname) I

(First Name and Surname) |

(First Name and Surnanme) I

Please click next at the top of the page if the above details are
correct
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