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Organisers Manual

This manual is a step by step document explaining in detail how an Organiser can run an event from start to finish using all the features Global Entries Online has to offer. Don’t be afraid to make a mistake as you can edit or change details later. 

If you are not already registered as an Organiser, follow the steps below to become a new member. 

* Note: you cannot use the same user name if you are registered as a competitor. However you may use the same password if you wish.
1. Register as an Organiser

To become a new organiser you must first register. This is done by pressing the icon in BLUE called “Organiser” & then the icon ‘register now’. 
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This will take you to a new page called ‘Sign up – Organiser’.

There are two parts to this form. Firstly complete your personal details as the account holder under the heading ‘Account details’. Fill in the details of the Event you wish to organise under the heading ‘Event Details’. Once you have completed this process press the ‘Sign up” icon. This brings you to a page called sign up complete & allows you to “click here” to continue.
2. Managing your Organisation

This will lead you to a new section of the web site which we call “control central”. You may change any details you have already entered at a later stage so don’t be afraid to enter something you may wish to change later. 

You will have received an email confirming your user name and password. You will need this each time you log in as an organiser. Please keep this private & confidential. When you enter you username and password you will be directed to this section to manage your organisation and events.
2.1 Entering the Terms and Conditions of your club:

You are able to enter a brief description of your club and also in TERMS you can enter a WAIVER (or similar) a competitor can not enter an event without clicking that they have read what you put in this box.

3. Creating an Event Schedule
Once you have logged into the organisers area (control central) you will notice some of your details already appear – these are the details you entered when signing up (step 1). There are six options in red given to you on the left side of the page. The most common page you will be using is the ‘Events’ page. Once you have moved onto the main Events page you will be able to complete the creation of your event. 
You can edit details you originally filled in for your event when signing up simply click the ‘Edit’ icon to the right of your newly created event. 
If not move onto Arenas.
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3.1. Arenas (mandatory) – Press the ‘Arenas’ icon in grey on the right hand side of the page next to your newly created event. You must now create the arenas you are using for the event. Follow the instructions in blue at the top of the page, once finished click the ‘create’ icon. Once you have created one or more arenas press the ‘manage events’ in grey near the top of the page. That takes us back to where we were in the ‘manage events’ section.

* Note: If you have no need for more than one arena simply only create one arena and competitors who enter your event will all enter the same category.
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3.2. Sponsors (optional) - If you have sponsors for your event you may wish to

acknowledge them. If would like to enter sponsors proceed to ‘sponsors’ icon. Once

pressing the ‘sponsors’ icon, you are taken to a page called ‘Manage Sponsors’. Follow the instructions in blue & then press the ‘Create’ icon. Once you have created one or more sponsors press the ’Manage Events’ icon.
[image: image5.emf]
3.3. Groups (optional) – If there is a professional school, club or a group of competitors entering your event, they may wish to compete as close together in the event as possible. You may allow this to happen by registering them as a group and giving them a unique code for your event. You do this by pressing the ‘Groups’ icon.

Follow the instructions in the manage groups page. Once you have created the groups you wish press the ‘Manage Events’ icon. You may return to this section at a later stage to create more groups.
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3.4. Event Details (mandatory) - You now need to create the event details for your event. Press the ‘Event Details’ icon. This takes you to manage events details page. Press the ‘Create new event details’ icon. Follow the instructions in blue at the top of the page. Enter the entry close date, along with the event start and finish date then click the ‘set’ icon to enter the precise start time of the event. 
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3.5 Selecting Payment Options: You can select CASH, CREDIT CARD, CHEQUE or EFT. If you select Credit Card you MUST phone Global Entries Online with your clubs bank details for GEO to enter them. You can decide as a club on the amount of money you wish to be Withheld to do refunds, also the length of time after the event that you have to do these refunds until remaining money is paid to your club.

This is preset to 10% withheld and 30 days payment after event. 

You must then check details are correct on the page and email GEO with confirmation of this.

Immediate Payment: This is another option for organisers, if you select immediate payment CREDIT CARD is the only form of payment you can select.

With Immediate payment competitors can not enter the show without paying within 20 minutes of entering or their entry disappears.
Once you have completed that page press the ‘update’ icon. The event is automatically published so if you wish to un-publish you may press the “un-publish” icon.

You now need to create your classes for the event to display costs and the number of people that can enter each class. Press the ‘classes’ icon in grey on the right side of the page. This will take you to the ‘manage classes’ page. Press the ‘Create new class’ icon and follow the instructions in blue. Then press the ‘create’ icon. Once all the class have been created the process is complete.
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* Note: If you only want one point of entry for all competitors simply create a single class. If you don’t want to limit the amount of competitors allowed to enter your event class simply type in a large number (e.g. 300) in section titled “Number of people allowed”.

Press the ‘Manage events’ icon. You may now wish to press the ‘preview’ icon at the left hand side of that page. This allows you to view what has been created on the front end. You may clone the event to create a new event with similar details or click ‘Edit’ to make any changes. 
3.5. Payments - When originally creating your Event you would have selected the type of payment options the competitors could choose from, either credit card, EFT, cheque or cash.

Upon entering your competition each entrant receives a confirmation email of the entries placed and if paying via Credit Card they also receive a payment confirmation email for Taxation purpose.

If you choose to use the DPS system you will have direct and instant access to see which competitors have paid under “Registrations”. You will have no forms to fill in and payments are made weekly into your account. You are charged only 2.4% plus .30c per transaction. 10% of all entries is temporarily withheld on your behalf by Global Entries Online until after the competition is complete to enable you to make quick refunds to your competitors (this percentage can be raised if you so choose). You can also choose for the competitors to be asked to pay immediately for their entries (if they do not pay within 20minutes their entry will be deleted).

To set up DPS simply ring the Global Entries Online Office and they will input your account details into the system for you. You then choose the DPS payment gateway as an option when setting up your Event. When setting up your event you now have a choice of Immediate Payment. If you select immediate payment you MUST only choose the DPS payment gateway. (Credit Card.)
3.6. Manage Questions (optional) - You are able to ask your competitor to answer

questions before signing up to your event to get more information. Click on ‘Questions’ and set up a question by firstly, setting up a new section, entering the name and introduction text, Then click ‘Create’
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Ask your competitor a question by clicking on ‘New Question’ and enter the question in the text box. The ‘Name’ and ‘Value’ will need to be entered as seen below:
To make this question mandatory select either yes or no to the last step ‘Required’ then click create. [image: image10.emf]
More details are given under 4.2.

4. Other Features

4.1. Manage Page - When you are in the page ‘Manage Events’ you will notice the grey icon on the left of the page called ‘Pages’. This allows you to have a number of extra pages of information on the front end. Instead of the users viewing a single page of information you can make a series of pages with a menu bar allowing you to create your very own site. Press the icon ‘Pages’. Then press the icon ‘New Page’. Enter the page name e.g. ‘Contact Us’ and name in menu e.g. ‘Contact Us’ then enter the page content. This is all the information you wish to display. Press the create icon and click ‘Publish’ to make the page live on the front end. Repeat the process for as many pages as you need.
4.2. Manage Questions - This gives you the ability to ask the user any extra questions for the event. E.g. ‘Did you enjoy the last event?’. When you are at the ‘Manage Event Details’ page you will find the ‘Questions’ icon on the right hand side. Press this icon. In the ‘New Section’ block, type the name of the question type e.g. ‘Extra information about the last event.’ Then type in the ‘Introduction text box’ the introduction e.g. ‘Please let us know the following’. The End text is for e.g. ‘Thanks for taking the time to give us this information’. You may also leave this text area blank if you wish. Then press ‘Create’. You will notice the name of your question now appears. Press the ‘New question’ icon on the Right hand side. Enter the text you wish to ask in the question block e.g. ‘Did you enjoy the last event?’ Then choose the way you wish them to answer in the question type. (The help icon at the bottom of the page in blue lets you know the meaning of each option) If you use the Question type ‘TEXT’ the user will type their answer in a text block. E.g. ‘YES’ or ‘NO’ to your question. To make this question mandatory select either yes or no to the last step ‘Required’ then click create.

You can repeat the process for all questions. The answers to the questions will be displayed for you in the ‘spread sheet’.
4.3. Extra Charges - You may wish to charge the user for other services you are giving e.g. Over night camping. When you are at the page ‘Manage event details’ click ‘Extra charges’ on the right hand side. Press the ‘Create extra charge’ icon. Then enter the name of the extra charge eg ‘Camping’. If this charge is mandatory click yes, if not click no. Then press ‘Update’. You will notice the name of the charge appears. Now click the ‘Sub charge’ icon. This allows you a few more options. Press ‘Create sub charge’ Enter the name e.g. powered camping site. Choose the per charge option that is relevant (This is for the calculations of the charge) then enter in the amount next to the date e.g. 50 (Do not enter the $ symbol). Then press ‘Update’. Repeat this process for all sub charges e.g. Non-powered site. These extra charges appear in front end of the site and help you control your accounting. The ‘Extra Charges’ icon is also located as you enter the first page called ‘manage events’. When you create the extra charges (in the same way as above)  from this first page, all the extra charges you create will be there for future events. If you create them from the ’Manage event details’ page these extra charges will be displayed for that event only.

Note: If this is an Equestrian event you will be asked if the charge relates to per horse, per rider or per class. If it is for a Canine event you will be asked if charge relates per dog, per handler, per class or per round.

4.4. Sports Management Template - This icon is located on the left hand side in red. If you press this icon you can create a template for each different event that you hold. The template will contain questions that you create which are only valid for that event. Its purpose is to assist you in not having to create questions for similar events through out the year. 
Enter the sport event and the name of the template eg ‘Template 1’ and press the ‘create’ icon. The name of your template will appear. Select ‘Manage Questions’ next to your new template. Type the name of the question e.g. ‘Extra information about the last event.’ Then type in the ‘introduction text’ box the introduction e.g. ‘Please let us know the following’. The End text is for e.g. is ‘Thanks for taking the time to give us this information’. You may also leave this text area blank if you wish. Then press ‘create’. You will notice the name of your question will now appear. Press the ‘new question’ icon on the Right hand side. Type in the question e.g. ‘Did you enjoy the last event?’ Then choose the way you wish them to answer in the question type. (The help icon at the bottom of the page in blue lets you know the meaning of each option) If you use the Question type ‘TEXT’ the user will type their answer in a text block. E.g. ‘YES’ or ‘NO’ to your question. Then press the ‘create’ icon. You can repeat the process for all questions. The answers to the questions will be displayed for you in the ‘spread sheet’ The next time you create an event you will be able to choose the sport template from the bottom of the Create Event page.
4.5. Enter User - The “Enter User” icon is situated on the Manage Events Details page. If a competitor is unable to enter online or if they send in a paper entry, the organiser has the ability to enter them manually. 
Click on “Enter User” and fill in the required information. If the competitor has more than one entry click on “more” at the bottom of the page. This allows more than one entry to be added. Click “Next” at the bottom of the page and you will be taken to the entry page for the event. Fill in the relative details and “submit” the entry.

The “Enter User” tab will only enter competitors for that event. They are not registered as users with Global Entries Online. The “Enter User” tab can be used to enter a competitor before or after the closing date of the event. If you have chosen Immediate payment the entries put in via Enter User will not disappear if not paid for immediately.
Note: For team sports enter competitors as team names and multiple entries (e.g. the ‘more’ option) as the differing competitors.

For Flyball enter First name as Team name and Last name as a Club name and use the “more” option to enter the dogs running in that team.

5. After Closing Date of Entry

Once the closing date of entry has arrived you may need to wait approximately eight

minutes after the closing time as details need to be processed and a random draw is generated.

5.1. Manage Class Schedule - You must check the competitor list for each class by pressing the ‘event details’ icon. Then press on “manage draw”. You may change the draw order by clicking on the name & dragging it to its new position. 
- For  Dressage and Eventing: Click on “Manage Draw” in Event Details. Allocate a start time for each arena.  This will allocate each rider a start time. Then click on “update” to the right.
 To insert break times between classes or to give the judge a break, click on the text box to the right of “Insert break (minutes)”, which appears at the end of each class. Type in the minutes (eg., 5, 10 etc.) and click on “Update” to the right.  The break will appear between the two classes and the times will be adjusted accordingly.

 If riders are highlighted in YELLOW they have rides 40 minutes or less apart. If you want to move the riders up or down the class, use the drop and drag method then click “update”.
To insert break times within the classes or give the judge a break.   Click on “Insert a Break” (in blue) next to the rider’s name where you wish the break to appear.  A box will appear.  Type in the number (minutes) next to “Break Duration” and click on “Update”.   The time break will appear and the times will be adjusted accordingly. Then click “Update”.   The break time will appear in minutes, in green, next to the rider, for easy viewing.
To split a class, click on “Split Class” in red next to the rider’s name, where you want the split to occur. The second half of the class will appear below the first with the same class name.  If you wish to move the split to another arena, click on the class name in blue and drag it to the appropriate arena and drop it there.  Click on “Update” at the bottom of the page.  Once the class has been split you cannot move riders above or below the split.
Allocating Back Numbers (Equestrian only), once competitors are in the order you want them to compete you can allocate back numbers by clicking on the button at top of page. This number will be allocated to the horse and will be on the judges score sheets and draws. If you have made a mistake and need to reallocate you can again click on the button at top.
5.1A To Empty existing draw:
If you have made many changes after the closing of the event, you may want to scrap the existing draw and request a new one. This will help if you had made changes in the registrations by deleting or adding a competitor. Go to “event details” and click on “edit”. Under Entries closing date you can change “empty existing draw” to “yes”.

Remember you MUST NOT empty this draw if you have already emailed or published the draw as this draw will be different and will confuse competitors.

- For Flyball: Simply use the spread sheet option to view all relevant details required for running orders to be created. See 5.6. for details.

5.2. Judges Score Sheet (currently for Equestrian Only – see Spreadsheet for other events) - Once you are happy with the order of the class remain in “manage draw” and click on the ‘judges score sheet’ icon on the top of the page. To print the score sheet highlight over the section you wish to print making sure it is the first page only (for equestrian events up to number 6 just before draw, rider and horse). Then press file – print – print selection – print preference – layout – landscape – scale to fit – paper in device – ok – ok - & print page by page. This is to ensure easy use of the score sheet. Click on ‘Back to events registration details’ icon.

5.3. The Marshals Draw - Press the ‘Draw’ icon to print the marshals draw. It will upload as a simply excel sheet to be printed.
5.4. Publish on front end  - Once you have managed all the classes order, printed the judges score sheet, & the marshals draw you can now press the ‘publish on front end’ icon. This will display the competitor list order on the website. You may remove this at any time by hitting the ‘un publish’ icon that only appears once you have published the list.
Publishing 1 day of a multiple  day event, in Manage Draw select only the classes you wish to publish and click Publish on front end on the top of each class not top of page.
5.5. Email Users - If you wish to send an email to the riders letting them know their order and reminding them how much money to bring to the event if they have not yet paid, press the ‘Email users’ icon. It will be done automatically.
You can also email 1 class or 1 day of multiple day event, as above.
5.6. Spread Sheet - You may press the ‘spread sheet’ icon to view all details of the competitors attending the event. Nearly everything, you as an organiser, had as required information is available to be transcribed onto a excel spread sheet. They include: Name of competitor; telephone number; email address; name of entered horse or dog; registered numbers (EFA/CRNS/ANKCS etc); club membership number; camping, kennelling, stabling and storage requirements.

For Canine Events: jump heights and breeding requests are also available.

For Flyball: Seed times are also optional for Divisional/Running Order requirements.

6. ONCE EVENT IS COMPLETE
6.1. Publish Winners (currently for Equestrian only) - After the event has finished you may post the results on the front end of the site so other competitors can see the results. Once you are in the ‘Manage Event’ section, click on ‘Classes’ then click on ‘Winners’. Here you can enter the top 6 ranked names for that event; you have the option to list the prize given to the competitor as well. Once you have entered the details select the ‘yes’ to publish winners and click on ‘Update’ to post the results online.
6.2. Upload images - Once you are in the ‘Manage Event Details’ section, click on ‘Gallery’. Here you can enter pictures of the event. To add an image click on ‘Upload new image’ then fill in the name and description and click ‘Browse’ to find the image from your computer to upload. Once you have the image and filled in the text boxes click ‘Update’ to display your image on the website.
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6.3. Clone - Want to use the same competition details for another event?  Simply select the “Clone” icon, change the details you need to (e.g. date, competition name etc) and select “Clone” at the bottom of the page. Your new competition will appear above the old one with the same Arena’s and Classes as last time. Everything else however has been cleared.
7. Membership : Setting up Membership (For Organisers)
When registering as a new organiser create your event details (if you are already an event organiser simply click your event name on the left hand side of the screen which will be in red to update and allow for memberships). Then click “Yes” next to “Offer Online member registrations”. 
On the Manage Events page, in the last column, “Memberships Types” and “View Members” will appear as tabs. Click on “Membership Types” and then click on “Create Membership Types”. Choose type of membership, eg. Family, Junior, Senior etc and click on “create” at bottom of page. Click on “Membership” on the right hand column next to the membership type created. Fill in the description, select year type, select “yes” or “no” to Family Membership and click “yes” to publish. Type in the fee, the email you would like to send upon membership request and the email you would like to send upon success in the text boxes provided.  Also, type in an email for an unsuccessful application. The click “update” at bottom of page. Membership Setup is now complete.
7.1. Once a user has applied to join your club their names can be seen when you click on “View Members” on the Manage Events page. This page shows the name, type of membership and status which is “pending”.  If your club accepts the application: Click on “edit” next to the name. Then select “active” at the bottom of the page and update. A membership number will appear in the membership column and an email is automatically sent to the applicant giving them their membership number and asking for payment.
Once payment has been received click on “View Members” and click on “Edit” next to the name. Select “Paid” at the bottom of the page and click “Update”.  
Membership has been completed.
7.2. Automatic Membership If your club elects to accept all members that apply for membership you can select Automatic membership. Click on Clubs name on left hand side of page. Select Automatic membership and enter clubs bank details. When competitors join they are directly taken to credit card screen for payment and can see any entry discounts the club allows.
7.3.If you click on “Export” in the “View Members” section – names, membership number, type of membership, status, email and phone numbers will appear in a list on an Excel Spreadsheet.

8. Communicate – Sending SMS and Email Messages

8.1 User Searches - This gives you the ability to send an SMS message or Email / Newsletter to a group of people attending an event.
From the Administration section on the left hand side of the screen click on ‘Communicate’, then ‘User Searches’ to set up which group will receive the message. 
Press the ‘Create a new search’ icon.   Choose the event. Give the search a name for your records e.g. “Summer Classic – Bring spare clothes”. Click on ‘Save’ to return to the administration section termed Communicate to send the SMS or Email.
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Select Create new email, type in Subject, senders name and email address you want reply’s to go to. Create body of email and click Create. You are taken back to all emails.

Select the email you wish to send.  Now click “next”.  You can choose to send the email “Now” or “At a particular time”. Then click “next”.  You are now given an email summary and then click “Send this Email”.
8.2 Create your SMS message - To send a bulk SMS click on ‘Manage your SMS’ under Communicate then ‘Create a new SMS’. Enter a title (for your own records e.g. Bring spare clothes) then enter up to 60 characters in the box below as the SMS message. Once you have typed your SMS click ‘Create’ to be sent back to the SMS management page.
8.3 Sending your SMS message - Click on the ‘Send’ icon that appears after the sms you want to send– this will take you to a second page which you can select the message you wish to send to the event competitors. Click ‘Select’ to choose the user group that will receive the SMS message and click ‘Next’ to select the time to send the SMS. For more SMS credits please click on ‘Buy credit’ and this will allow you to purchase credit through DPS Credit Card system.
[image: image13.emf]
To send the SMS immediately click ‘Next’. To choose a time for the SMS to be sent click on ‘At a particular time’ then click ‘Next’.
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 You will then see a summary page, if all the details are correct you can then send the SMS by clicking ‘Send this SMS’. [image: image15.emf]
8.4 Send a single SMS message - Click on ‘Communicate’ then choose ‘Send SMS’ from the menu. This will open a new page for you to enter your SMS 
message and a phone number. The area code must be put in.  For Australian mobiles
the area code is 61 (remove the ‘0’ and start from 4).  Atypical mobile will be 
61 401 111 111.  For international country codes please visit www.countrycodes.com.  To send the SMS message once all fields are filled in correctly click “Send”.
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8.5 Sending a Newsletter or Email - From the Administration section click on ‘Communicate’, then ‘User Searches’ to set up which group will receive the message. Press the ‘Create a new search’ icon then click on the box of the event. You have an option to send an email to everyone who has signed up for that event or you can select a date range of when competitors joined e.g. send message to those only joined up to your event in the last week. To send it to everyone attending the event leave the date blank, or select a joined date and click ‘create’. Give the search a name for your records e.g. “Summer Classic – Bring spare clothes”. Click on ‘Save’ to return to the administration section to send the Email. 
To send an email to a group click on the ‘Communicate’ menu, then ‘Manage Emails’. To create an email click on ‘Create a new email’ then enter the Subject, your email address and your name. Once you have typed the email message and attached any files or photos click ‘Create’. Click ‘Send’ from the menu to select your users the same way as sending the SMS message. Select the email you wish to send and the user groups you wish to send it to. The click “Send” and follow the prompts to have your email either sent right away or at a delayed time.
