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o
Eventor Guide — How to manage an eveci/)gw

Modified Version for Orienteering SA Ver 1.9 19" Jan 2024

Svenska
Orienteringsféorbundet
This version of the above document has been modified to include information that

needs to be considered by those setting up events within Orienteering SA. All

variations are in blue italics. Any comments appreciated.

What’s New? o _ _
e New template events and modification of instructions p12
e Various minor edits

Ken Thompson IT Manager Orienteering SA itmanager@sa.orienteering.asn,.au
To find this document go to our website https://sa.orienteering.asn.au/ & then About Us ->

Event Management -> item 15

This guide includes the following:

Eventor Guide — How to manage an event .......ccivcvmiernriersmmsssesassssssassnsansasanns 1
Add @ Nnew event ....cciciiiirir i s rrrnanrn R nanrnnaan 2
Event type: Championship, national or regional event with one (1) race. ...... 3

Event type: Championship, national or regional event types with multiple races ....7

Event type: Local or Club @VENt ....viiiiii i 9
Event type: Local or club event with multiple races........c.cooviiiiiiiiiiiiiiccc e 10
Edit data for an ‘applied’ @Vent .....cciiiiii 10
Add classes, services, entry fees and open event entries (for all sorts of
Y= 1 ) 11
Data eXChange ..ciciririerererimmarermsararersnsararessasasassnsnsasassnsasasassssasasassnsasasansasanans 21
Information that can be downloaded ..........cooviiiiiiiii 22
Information that can be uploaded ..........coeieiiiiiiii 23
(070 53] 3 3 10T 5 T ot e T 23
Linking entry fee with Membership ...........coooiiiiiiii e 24
Adjusting Payment Amounts & Checkingwho has paid............... ...l 26

The guide is aimed at club members with the role of Event Organiser & Entry Manager. After the
event has been created, you can edit the details up until it is ‘approved’, see the

section Edit data for an 'applied’ (pending approval) event. When the event is

approved, you can then add classes, fees and open the event for entries.

NOTE! Do not create test events in Eventor! There is a test environment where this
can be done.

Link to Test site is: http://eventoraustralia.orientering.se/Events
In most cases if you have event admin ri?hts in the main site this will have been
copied automatically into the Test site. If this has not happened contact Ken
Thompson or Robin Uppill who can upgrade your rights.

Link to main site of Eventor Australia:

http://eventor.orienteering.asn.au/Events
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Add a new event

Click Add a new event under Event administration in the menu.

Add new event

What is the event type?

To organise championship, national or state events, an application should be made which is then approved by the state
association or the national federation. The event must be approved before it is shown in the event calendar.

For local and club events, there are no approval requirements. The event is shown in the event calendar immediately after it has
been saved

How many races has the event?

Most events contain only one race. Multi-race events are characterized by the fact that the final result is based on the sum of
the times for two or more races. Two events on a weekend having the same organising club(s}, where each eventhas a
separate final result, are considered two events containing one race each. Make sure to specify the correct number of
races, since this information can't be changed later on.

Championships, naticnal or state event
Event classification 5
@ Local or club event

Number of races 1 E]

What is the event type?

To organise a championship, national or state event, an application should be made
which is then approved by the state association or the national federation,
Orienteering Australia. The event must be approved before it is shown in the event
calendar.

Currently Ken Thompson or Robin Uppill are able to approve

events in this category.

For local and club events, there are no approval requirements. The event is shown in
the event calendar immediately after it has been saved.

How many races does the event have?

Most events contain only one race. Multi-race events are characterised by the fact
that the final result is based on the sum of the times for two or more races. Two
events on a weekend having the same organising club(s), where each event has a
separate final result, are considered two events containing one race each.

NOTE! Make sure to specify the correct number of races, since this information can't
be changed later on.
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Event type: Championship, national or

regional event with one (1) race

After clicking on Add a new event under Event administration in the menu, select
Championship, national or state event type and number of races (1). Choose
Proceed.

The following dialog box appears:

Apply for event

@ Instructions

General information Organising clubs and officials Class types Arena Comment

Name © v
Preferred event date 1 B
Preferred event date 2 (i}
Preferred event date 3 s
Preferred event date 4 (i}
[F Show calendar with event applications
Disciplines * [¥] foot orienteering
ski orienteering
: mountainbike orienteering
|| trail orienteering
Event form individual E]
Event classification National event E]
Race distance long E]
Time of event day E]
Homepage v

Consultation has been performed

In top of the page there are five tabs — General information, Organising clubs and
officials, Class types, Arena and Comment. Click on the tabs to switch between them.
Each tab contains various data to fill in. Some are required (marked with * ), other
optional.

When you are finished, click the Save button at the bottom of the page.

You can switch freely between tabs without having to save each one. If you forget
any required information when you click Save, you will be reminded to complete this.
If you don't, all information is lost, when you navigate away from the page

Click Cancel if you do not want to continue to enter the event data. You will return to
the page with the club competitions, but no updated information will be saved. You
can also, at any time, click on the Start menu to the left to cancel.
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1. General information

Under the tab General information, complete the event name, event date and define
which type of event it is.

Name - Enter the name as you would like it to appear in the competition program. If
the event doesn’t have a name, enter your club name instead.

Preferred event date 1, 2 etc. - Click in the field and select the preferred dates for
the event. At least one date is required.

Show calendar - Click to see the dates of other events.
The following dialog box appears:

Event applications
Hute, recaned svent scobcatons ae mied

Events that bave been appraved are shown in bold text.
Fosi.chame preferred dates for the events that are net yet apsroved are shawn n black text

Jaruary i 011w

v, letiumih Exuss Onentesring Clels

ws Usncanorg anuc_- ‘.‘!-nug »q f"‘f’,
seres. Graivaring Vieoora
atien. Oriantwering Victaris
T Vo, Dandenong Rangss Granieening G

{nenteerag Cha

Serws Nillumbd Emue

Lerves, Orentuering Vatore

erie. Driarsesring Vissoris

s, Meiiowns Fotest Recers

4. Deadenong Ranges Orieomenng Clel
Drweteer ing Vutora
Crimmissrng Nstons
wa. Midurstoh Ereus Orenisermg Sl

Select a month to view, by either selecting from the drop menu above the calendar,
or scroll forward / backward by clicking on the month name to the left or right above
the calendar.

Click on the X at the top right to close the window.
Disciplines - Select one or more discipline by checking the boxes.
Event form - Choose from individual, relay, team and patrol (define patrol?).

Event classification - Choose from international, championship, national and state
event. Take care here - the default is *national’, which means the OA administrator
must approve it. Most events are likely to be ‘state event’ (eg OY events) which can
be approved by your state Eventor administrator.

Race distance - Choose between sprint, middle, long and ultralong.
Time of event - Choose between day, night and combined day and night.
Website - If the event has its own website, enter it here. E.g. https://sa.orienteering.asn.au/

Consultation has been performed - Check this box if consultation has taken place
with landowners etc.
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2. Organising clubs and officials

Under the tab Organising clubs and officials, choose whom or which clubs
representing event and choose the main officials. You can select multiple organisers,
race director and course planners. Please note that the persons must be registered in
Eventor and be members of a club and/or association.

Apply for event

@ Instructions

General information Organising clubs and officials Class types Arena Comment

Bendigo Orienteers v
Organising clubs Add
: Add
Organisers et
Add
Course planners —
Mats Troeng @ Delete

Contact people

Contact email

Contact phone number =

Organising clubs - Choose one or more organising clubs. The club you are logged in

for is shown from the beginning. Click Add if you want to add additional clubs.

Organisers - Click Add to add one or more event administrators. You can only select
event administrators who are registered in Eventor.

Course planners - Choose a course planner in the same procedure as above.

Contact people - Select a contact using the same procedure as above. Only one
person can be the contact person.

Contact phone - Enter the phone number as you would like it to appear in the event
program.
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3. Class types

The class types are shown in the event calendar. They don't affect the event in any
way, but applying this classification to your classes allows them to be displayed more
clearly in the event information. Choose one or more class types by checking the
boxes.

4. Arena

Under the Arena tab you mark the geographical location of the assembly area for the
event. This information may be specified later, but must be done before the event is
opened up for entries. Once you have found the location use the add a marker tool at
the top of the screen to place the start area. You can now also show the competition
area if you wish.

If you need to change this location simply delete the latitude & longitude and select
the new location with the mouse.
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Zoom by using the zoom tool to the left of the map screen or the mouse scroll wheel.
Click the map to mark the position of the arena. Drag the icon to move its location to
a new position.

5. Comment

Under the Comment tab you enter anything you want to disclose or communicate to
the state association and the national federation. This information will not appear in
public anywhere, but only be visable for authorized in Eventor administrators.

6. Save — and the next step

After you have saved the Apply for Event page for a National, Championship or State
Event, it then waits for approval from the relevant administrator. You should contact
your State Eventor Administrator to request approval for this event.

Currently Robin Uppill or Ken Thompson are able to approve events in this category.
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Event type: Championship, national or regional event types
with multiple races

After clicking on Add a new event under Event administration in the menu, select
Championships, national or state event type and number of races. Choose Proceed.

Apply for event

@ Instructions
General information Organising clubs and officials Class types Comment Race 1 Race 2

Name * v

Preferred event start date 1
Preferred event end date 1
Preferred event start date 2
Preferred event end date 2
Preferred event start date 3
Preferred event end date 3

Preferred event start date 4

B O 8 oo a @

Preferred event end date 4
[E Show calendar with event applications

Disciplines * [] foot orienteering
] ski orienteering
] mountainbike crienteering

7| trail orienteering
Event form individual

Event classification National event

& &

Homepage v

Consultation has been performed

Unlike a single race event, the number of tabs is four and not five, and there is a tab
for each race. These tabs allow you to add a geographical position of the arena for
each race.

General information

In the first tab, General information, the start date is set but also the end date
because the event can have one or several rest days. Some general information has
also moved to each race tab. Otherwise this tab is identical to the one for the single
race event, refer to the previous section for single race events..

Identical tabs

The tabs Organising clubs and officials, Class types, Arena and Comment are
identical to the tabs for the single race event, refer to the previous section for
single race events..
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Race tabs

For each race tab, you can fill in the race’s name (eg, Sprint Distance event), time of
event and race distance. Similarly, fill in the event director and course setter for each
race in the same way as under the tab Organisers and officials, refer to the previous
section for single race events.

The arena's position for each race is determined in the same manner as for a one
race event, see Arena in the previous section for single race events..

Apply for event

U Instructions

General information Organising clubs and officials Class types Comment Race 1 Race 2
Race name . |Rare 1
Time of event day E]
Race distance long B
Event director @ Add 9
Course setter & Add v

Location ef Event Cznter
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Event type: Local or club event

After clicking on Add a new event under Event administration in the menu, select
Local or club event type and number of races (1). Choose Proceed.

The following dialog box appears:

New event: General information

Start date

Firat start

End date

Finish closes

Uisciplines

Event form

Event classification

<ace disténce

Time of event

-
Name

toot crierteening

O«

ski onentzerihng

]

mountainaike orienteerirg

] [

&

trail orienteering

incividual

1
'I
e @ @ @ ¢

m

Club event

lorg

day.

D E &

e

domepaqge

Contact emal

Contact phone number

*

Sporudert
Emit

[l

Puncning systems

[F] manual psneiing

Consultation hés been
performed

O

Entry terms and |
corditions ‘
i

Information [ (1)

Fill in any important details for participants. Competition name, date, at least one
discipline, and at least one punching system is required information.

Paste in the Orienteering SA Risk Statement under entry terms &

conditions. This can be copied & pasted from a previous event or obtained from
our web site: About Us -> Event Management -> Item 16A.

Make sure you tick Enter on the day if such courses will be available. This has
now been added to the above form.

When you are done, select Save.
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Event type: Local or club event with multiple races

After clicking on Add a new event under Event administration in the menu, select
Local or club event type and number of races to two (2) or more. Choose Proceed.

The following dialog box appears:

New event: General information

tame * v
Start dete oo
First stant v
Eraef datn = o
Finish doses v
Craciplne renies
b
Event form N dual |-
tyent ciasuitication A event ;
Homepage v
Contacr emui

Contact phooe number

Ponchog systems *

Allow entry 50 separate v
acun

Alorer eniry o rftiple v
Classes
Consultabhon das bean
pectormed

Entry terma sod w
congSons

Ftormation v

ol

Fill in any important for participants Competition name, date, at least one discipline,
and at least one punching system is required information. When you are done, select
Save.

Edit data for an ‘applied’ event
You can edit the data for a ‘applied’ event, up until it gets approved.

Click on Club’s events under Event administration in the menu. Then click on the link
for the desired event. The tabs in top of the page you will enter, you can freely
browse through.

Do not forget to select Save, so information is updated!
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Add classes, services, entry fees and open
event entries (for all sorts of events)

When an event is approved, classes and entry fees can be added and then the
entries for the event can be opened.

To edit an event, click on Club’s events under Event administration in the Eventor
menu. A page with your clubs’ events is displayed. Click on an event to view its
details.

The following dialog box appears:

Test event one: Overview

General information Organising clubs and officials Arena Class types Classes Services
Entry fees and deadlines Documents Payment Status Data exchange Communication
Guide: Manage event ©| Eventinformation

General information

Name Test event one
Organising club o
g g Bendigo Orienteers

State Orienteering Victoria
Status approved | Next step: Add classes
Date Tuesday 1 December 2015 at 11:00 EDT
Event form individual
Event classification National event
Race distance fong
Time of event day
Discipline foot orienteering
Class information
Class types elite

opena

open a short

open b
Classes The event has no classes.
Contact details and main officials
Contact person Mats Troeng
Contact phone number 0123456789

" Back

At the top of the page you'll find the different settings for the event. Any information
added, amended or deleted on a page, has to be saved before moving to the next
page.

The pages General information, Organising clubs and officials, Arena and Class types
contain the same information from when the event was first created. In addition,
there now are pages for the management of Classes, Services, Entry fees and
deadlines, Documents, Payment, Status, Data exchange and Communication.

Before the content of these new pages is entered, please check the prior pages for
information and complete where necessary:

e Under General information, as well as checking that all information is correct,
also check that at least one punching system has been chosen.

e Under Organising clubs and officials, check that organisers, course planners
and other officials are entered for the event.
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e Under Arena, enter a location.
Classes

Click on Classes. The following dialog box appears

]‘ The event does not contain any classes x I

The event does not contain any classes. Choose
one of the options below.

» Create classes from base classes. Lets you
create classes from a set of predefined base
classes. You can then add, remove and
change classes manually.

» Copy classes from a previous event. Lets you
copy classes from an event that the club
previously has organised. You can then add,
remove and change classes manually.

» Start with an empty set of classes. Classes
are added manually.

Unless an event does not fit into categories below it is wise to Copy Classes from a
Previous Event that is known to match the Sport Software templates Eventor relies on
long class names to match up with Sport Software so whatever we do has to be consistent
with Eventor in that respect or everything class wise can get badly scrambled. To be safe use
identical long & short class names in both Eventor & Sport Software (or MEOS) When setting up
events on Eventor the classes you set up can simply be copied from an existing event that
matches our OE2010 Templates.(Jan 2024 version)
The currently recommended events to use are: (Where necessary the class lists in these
events have been modified to match current course specifications eg adding MW65+AS)

e 1A Long OY: 20" Aug 2023 Merridee WA On the template the competitive classes are the

same as 1B with more flexibilty to include non competitive course entries for all courses if

desired. These selections will need to be checked as they differ from Sport Software

template.(as is case with Merridee event)

¢ 1B SA Long Champs/Long OY: 11" June 2023 Flinders Day2 Wilpena Spurs/Creek TT

e 2 SA School Champs: 29" May 2023 Bonython Park TJ

e 3A Standard OY: 2" April 2023 Para Wirra TT

e 3B Middle OY: 12" June 2023 Flinders Day 3 OH

e 4 Standard Cross Country: 24" March 2023 Belair OH

e 5SA MTBO Champs: 23" Oct 2022 O’Halloran Hill OH (contains some non comp E

courses that are not in Sport Software template)

e 6 SA Sprint Champs: 5" March 2023 Reynella TJ

e 7 SA Middle Champs: 10" Sept 2023 Crooked Straight YA

e 8 SA Night Champs: 24" June 2023 Wirra Wirra WA

e 9 Urban Events: Although there is a Sport Software template for this style of
event clubs vary in the way they set up these events so | have not listed a
particular one to copy

e If the event belongs to another club change from your club to Orienteering SA in
ventor. Remember to change back to your own club as soon as you have copied
the classes. If you are setting up a non standard event once it is setup on Eventor
& saved go to Event Administration ->Club Events & select the event & click
data exchange. From the Event specific downloads select export classes. Import
this in to your event in OE2010 using the following settings: Clear & create
again, Identify classes by Class no, File format XML, I0F standard. Remember to
establish the correct class-course links (Courses -> Classes)
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Choose to either Create event classes from base classes (Australian predefined
classes, option A below), Copy the classes from a previous event (option B below), or
Start with an empty class set (option C below). The latter is preferably used for
smaller events with few classes, such as "Long. "Medium” & "Short™ options.

A) To start from base classes, click Create classes from base classes. The following
page is displayed:

Ledect taan clansxn

oA | | Senzt e pase cunses = e g

Select base class group in the scroll bar at the top and click Select the base classes in
the group in order to select. Repeat for the next base class group you want with the
event. You can always de-select an individual classor stick to the base class group.
When done, select OK.

The following page is displayed:

Testevent one: Classes
- hase Clas £ 2% 8 =
e T B o B |
Wida 4104 Spen A o] [tv=en[S] 10 " - 5 Cunie
‘ 124 VizA . A Io] |t o] v D
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On this page information for classes can be amended. To add a base class, click Add
base classes (you will return to the previous screen to select from the base classes).
To add another class, select Add class at the bottom.

For data transfer to the event timing software to work smoothly, it is important that
the class id and name are the same in both Eventor and event software

Enter minimum and maximum ages for the classes that have such restrictions in the
respective fields Min age and Max age.. If not age ranges apply to the class, then
leave both fields blank.

The Memb field is used for patrol classes. Put the number of participants in the field.
If a variable number of participants is allowed in a patrol team, the specified
minimum and maximum number is separated by hyphens. Example: 1-2 means that
the patrol consists of either one or two participants. If the class is an individual class,
field is left empty.

Sort specifies the order in which classes are displayed when the participant enters,
and in start and result lists.

Click to show more settings. Here you can select if the participants need to enter
through Eventor or only be able to register on race day. There is also a possibility to
show results lists without a time result. This could be used for beginner’s classes for
instance.

If the race is a relay, additional input fields are displayed for relay specific
information. Follow the instructions on the screen.

When you're done, click Save.

B) Usually an event has the same or similar class set as a previous event that the
club organised. Select Copy racing classes from a previous event, enter the desired
event in the scroll bar, and then click OK. Add, modify and delete classes if
necessary, then select Save when you're done.

C) To start with an empty class set, select Start with an empty set of classes. Fill out
the information that will apply to classes. Click Save when you're done.

Services

Click Services. The following page is displayed:

Test event one: Services

o Add service

Click on Add Service. The following page is displayed
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Test event one: Services

() Add service

Under Name, enter the name of the service and under Description, give a short
description of the service. E.g Sportldent Purchase, Buy a SPortldent timing stick

(SI-8)

Under Fee, enter the cost of service and dates applying to that cost. If the same
service will have different fees for different dates, add a fee through Add fee and

enter new dates for the fee.

To add more services, click on the Add service and fill in the same way as above.

When you are done, select Save.

Entry fees and deadlines

Click on Entry fees and deadlines. Note you need to add classes before you can add

fees and deadlines. The following page is displayed:

Test event one: Entry fees and deadlines
/’ Edit (simple mode) ./ Edit (advanced mode) 9 Back

Entry fees and deadiines can be specified either in simple mede or an advanced mode. The simple mode can be used for
individual events with one normat entry deadiine and optionally one late entry deadline. Most events can use the simple mode.
For other events an event fee frame can be created in simple mode, and adjusiments and additions can be made in advanced
mode.

No entry fees and deadlines have been added. Add entry fees and deadlines by choosing Edit (simple mode) or Edit (advanced
mode) above

Choose either Edit (simple view) (Section A below) or Edit (advanced mode) (Section

B below). Most events will use the simple mode.

A) When selecting the simple mode, the following page is displayed:
Test Event: Entry fees and deadlines, simple mode

Normal entry deadline * | 18/11/2019 23:59 CSTICDT |

Late entry deadline |2811112019 2350 CETICDT ‘D
Members: Hormal fee, adult |20 |
Casuals: Normal fee, adult |20 |
Members: Normal fee, youth |10 |
Casuals: Normal fee, youth |10 |
Lateentryfee (%) |50 |
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Choose the time of entry deadline and fees. The timing of a deadline includes the
whole minute. Example: 23/11/2015 23:59 allow entries up until 23/11/2015
23:59:59, but not from 24/11/2015 00:00:00. For pay on the day events enter 0
in each of the fee boxes. If no late entry process delete contents of this box

Deadlines and fees can be changed after the entries opened.
Click Save when you're done. A summary will be displayed.
B) When selecting the advanced mode, the following page is displayed:

Test event one: Entry fees and deadlines, advanced mode

Add T
o Add fee

Keep original fee when changing ™ (7]
classes

Deadline for entry change ESTIEDT B ©

Click on Add fee. The following page is displayed:

Fee name Classes using this fee

Course 1 Female -~
Course 1 Male
Member fee Casual fee Course 1 Groups
AUDE' AUDE' Course 2 Female
Course 2 Male
From date Course 2 Groups
dd/mmiyyyy hh:mm CST/CDT B Course 2 Female
Course 3 Male
Course 3 Groups
dd/mmiyyyy hh:mm csT/COT [ Course 4 Female
Course 4 Male
Course 4 Groups
Course 5 Female
Course § Male
Course 5 Groups

To date

From age To age

Fee application crder

Enter a name for the fee, eg Normal fee, The October fee etc. This name appears
only for internal use to you as the organizer.

Fill in the start and end date (From date and To date) for the time interval when the
fee is applicable. Leave one From date/To date field blank to not limit the range in
the corresponding direction.

Specify ages for which the fee applies.

Fee application order specifies the order in which the fee applies in case a class has
multiple entry fees. If it is a percentage-based fee, it must have a higher number
than the fee which is basis for the calculation.

Select one or more classes from the Classes list to the right, to apply the fee to
them.

Deadlines and fees can be changed after the entries opened.
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ample:

Note! Usually for a major event there is a normal fee and a late entry fee for an
event. The normal fee will then have To date set at the time when the late entry fee

expires.

entry fee usually stated as a percentage of the normal fee.

Example: The normal fee for an event closes on January 10, and the late entry fee closes on

The late

January 20. Assume, for simplicity, that the event has an adult fee and a youth fee.

The following fees are used: (This table now appears differently to include payment options for non

members)
Fee name Fee From date To date From To Fee application
age age order
Mormal adult fee £20 20/01/2015 1
23:59
Mormal youth fee £10 AUD 20/01/2015 2
23:59
Late entry fee 50 % 11/01/2015 20/01/2015 3
00:00 23:59

Note that the fees don’t need any age limits in this case. This is so that young people
participating adult classes (for example, a 16-year-old who participates in M18) to
pay adult fee regardless of age. Age limit is required only in cases where the fee in a
class is age-differentiated, which is for example the case in open classes.

All adult classes use Normal adult fee and Late entry fee. All youth classes use
Normal youth fee and Late entry fee.

Until 10/01/2015 23:59 participants in adult classes pay $20.
Until 10/01/2015 23:59 participants in youth classes pay $10.

From 11/01/2015 00:00 to 20/01/2015 23:59 participants in adult classes
pay $20 AUD (normal adult fee, fee application order 1) plus an addition of
50 % of this amount (late entry fee, fee application order 3, i.e. 50/100 * 20
= $10). Total amount: $30.

From 11/01/2015 00:00 to 20/01/2015 23:59 participants in youth classes
pay $10 (normal youth fee, fee application order 2) plus an addition of 50 %
of this amount (late entry fee, fee application order 3, i.e. 50/100 * 10 =
$5). Total amount: $15.

For most OSA events there is a differential between member and non member (casual) fees.

(see p24)

Documents

Click on Documents. The following page is displayed:

Test event one: Documents

> Add invitatio

n W Add program ' Add another type of decument ™ Back

Here you can choose between adding invitations, programs or other type of
document. For example, click the Add invitation.

The following page is displayed:
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Upload document

—Create new document
You can upload a document either using the File field, or link to a document on an external website using the Link. field

Tip: Upload files in pdf format rather than Word or Excel files.

Name of document Invitation
File Vi fil | Ingen fil har vaits
Link

Click the Browse / Choose file (depending on the browser) next to the File field and
browse for the file on your computer. Select Open. If the document is already
available somewhere online, enter the URL in the Link field instead. Once the file or
link is specified, click Save.

Payments
Click on Payments. The following page is displayed:

FLINDERS RANGES DAY 1 Middle Distance Warm Up Event: Wilpena Spurs : Payment

|=] Orders Ea Copy settings from another payment event

—Event-specific pay

H)

Apply entry fee discounts L1 ]
—General payment ing:
Payment recipient Tintookies Orienteering Club v

Treasurer Geoff Bennett
29 Robert-Emery Court
Athelstone SA 5076

Text on invoice

Text on receipt

Text color on invoices/receipts

Header fore color on invoices/receipts

Header back color on
invoices/receipts

B

Logotype on invoices/receipts Upload file o

Payment methods

Available payment methods are listed below. Tick the checkboxes next to the payment methods to provide, and specify the settings for each of them in the input fields
shown

[F] POLi
[F] PayPal

[] PayEx

By default, inte§AYRA isApdhe PhbnBREReaH IRSPothfal YRS not activated. You need
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If pay on the day is being used make sure none of the payment options are selected. Otherwise
specify payment settings on this page and click Save to activate it. Once activated,

entrants are presented a shopping-cart-style checkout when entering an event.

Entrants cannot cancel their entries themselves when integrated payment

management is activated. Event organisers need to cancel the entries and perform a

manual refund. Clubs can only use integrated payments if they have a Paypal

account. The OSA account settings are normally only used for events run by

Orienteering SA.

Please note that respite days are no longer an option on this page. Competitors
must pay at the time of entry or their entry will not be included in the entry list.

Apply entry fee discounts checkbox

Tick the box if family entry fee discounts apply. This will apply discounts according to
the following algorithm:a discount is to be applied when entering multiple
competitors.

Discounts will be applied to any entry of three or more entries comprised of

e atleast 1 adult (M/W21 and above) but no more than two adults (it doesn’t
prevent application to groups with more adults, it just ignores the other
adults), and

e atleast 1 child (M/W20 and below)

A family will pay for the three most expensive entries only (as defined by the event
entry fees).

e Example 1: 2 adults, 1 sub-junior, 1 junior. Entry will be charged for 2 adults
and 1 sub-junior.

e Example 2: 2 adults, 1 M21E (third adult), 2 juniors. Entry will be charged for
2 adults, 1 Junior and 1 M21E (another adult).

e Example 3: 1 adult, 1 sub-junior, 2 juniors. Entry will be charged for 1 adult
and 2 juniors.

e Example 4: 4 adults, 2 juniors. entry will be charged for 2 adults, 1 junior
and 2 additional adults.

For detailed information about the rest of the settings displayed on this page, and
how to register payments manually, edit orders and create reports, please refer to
the Payment module guide.

Payment methods

Please note: Manual EFT is not offered for event entry

Select the payment methods to be offered. Tick the checkboxes next to the payment methods to
provide, and specify the settings for each of them in the input fields.

Paypal - Credit card or Paypal account - Entrants with or without a Paypal account
can use their credit card in the option. https://www.paypal.com/au

Entrants who do not wish to use these options need to contact to organizer to make
other arrangements.
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Status — open/close entry
Click on Status. The following page is displayed:

Test event one: Status

Current status: approved
applied
approved

Chanage status to r[s;ecti B

Entries can’t be opened until:
1. Punching system is selected under General Information
2. Officials are set forth under Organisers and officials
3. Classes are listed under Classes
4. Fees and deadlines are listed under Entry fees and deadlines, and finally
5. alocation is specified under Arena.

To open entries, change the status to entries opened in scroll bar at the bottom of
the page. After the selection is made, click Save.

Once the event’s status is saved, status can be paused in the scroll bar by selecting
entries closed.

To cancel the event, the status cancelled.
After the selection is made, click Save.
NOTE! Status cancelled cannot be changed back!

FINAL CHECKING BEFORE OPENING ENTRIES

It is important to ensure that the payment module is active. There are a couple of things you can
do to ensure it is activated:

1) Ensure family discounts are ticked & saved under Payments. (see diagram p18)
2) Ensure that the from and too date is added to each Fee Category

Also just to make sure do a test entry of yourself stopping where is says confirm & proceed to payment

Fes name Clazses using this fee
|SEniD( |

Member fee Casual fee

| AUD [ ] (aup [+ Scatter Female

Scatter Male
From date Shart Group
[10111/2020 00:00 CST/CDT | Medium Group
Long Group
jlojsie Scatter Group
|25/11/2020 22:59 CSTICDT |
From age To age
]

Fee application order
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Data exchange

Click on Data exchange. Here you manage all data exchange for the event between
Eventor and the outside world (eg the event timing software), such as club and
personal register, entries, start lists and results.

Many event timing systems also offer direct downloads of club and personal register,
event information and entries, and direct upload of start and result lists. In this case
the data exchange page in Eventor won't be needed.

Twilight Series Event 7 - Marino Rocks, Kingston Park: Data exchange

D Back

—General downloads from Eventor

IOF XML version 3.0

Export organisation register: xml | zip
Export person register xml | zip  [C| Only domestic organisations Include preferred classes

Export base class register: xml | zip

—Event-specific downloads from Eventor

IOF XML version 3.0
Export event: xml | zip

Export classes: xml | zip

Export entries: xml | zip |dd/m yy hh:mm CST/CDT [ -|dd/mm/yyyy hh:mm CST/CDT R

Event-specific uploads to Eventor

/5 Guide: Manage event

A description of how to create import files for start and result lists in the most common event software systems is found in the Administrating events guide.

—Upload start list
The start list file should be in [OF's XML format. The file may be zipped.

No file selected.

—Upload result list
IOF XML [~]

The result list file should be in IOF's XML format. The file may be zipped.

No file selected.
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To get entries from Eventor if you are using Sport Software:
To get entries from Eventor: (This is also detailed in the SI Guidelines)

a)  Using Eventor Manager:

This free utility can be downloaded from the Sport Software website. http://www.sportsoftware.de/ This
will only work if you have a licensed copy of OE2010 on
your computer and have admin access to Eventor. Contact
Ken Thompson at itmanager@sa.orienteering.asn.au to
arrange the latter or if there is a difficulty.

[ levent (d)oonrioed (g uplosd (g mechive Exras Setings indons belp [l Bxt

23 WS 0300 | @l Austalia Eventor

4% SportSoftware

o Go to Event to select your event on both
OE2010/0S52010 as well as on Eventor.

o To Download entries go Download and click entries.

o Under settings select Clubs..keep existing and under

‘ ' ) Classes ..keep existing. Suggest Competitors..Clear &
Create again. With the other options there is a danger you will miss changes that a competitor may
make on Eventor (eg changing their class)

Archive: To update the archive on your computer go to Archive -> Import -> Clubs and then Archive -
>|mport -> Competitors. If you do this just before an event you will have a complete record (Australia
wide) of who is a member and who is not. Casuals from each state will also be identified.

b) To do this manually Go to Event Administration & load your event

o Select data exchange & download the entries from the Event specific downloads section
e Use xml version 3
e In OE2010 go to entries -> import and use the following settings

-Competitors: If you want to do entries in stages you may want to just select Add new ones
only. That way any manual corrections you do are not lost.

-ldentify competitors by: Name

-Clubs: Tick insert from archive & tick copy archive club number

-Tick keep existing

-This step is critical because it translates the long names in Eventor to the correct club codes
-Classes: Keep existing tick

-File format: tick XML

Information that can be downloaded. ciub register

Personal register

Base class register

SportSoftware archive

Current event

Current event classes

e Entries made between certain dates (enter required time interval in fields)

The files are in IOF XML format and can be downloaded in original (XML) or
compressed format (ZIP), both in IOF XML version 2.0.3 or 3.0. Click on required
link and download and save the file.
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Information that can be uploaded

e Start lists

e Result lists (split times included) It may be safer to not use Eventor Manager for this due to
intermittent error. Simply export an xml file of results from Sport Software or MEOS & import
into Eventor.

Uploaded files must be of the IOF XML format. File may be compressed in ZIP format
to save upload time.

Note that class names have to be the same in the event timing system and Eventor
for a class to be considered. If a name does not match, change either during classes
in Eventor or in the event timing system. In the latter case, a new file is created
before the upload is done.

When uploading a list, the previously uploaded information is replaced for the classes
that are included in the list. Information about start times / results for the classes
that are not included in the list is removed from Eventor.

For multi-race event, a file that contains both race performance and overall results is
uploaded.

Smaller events that do not use an event timing system can input results in an Excel

template, whose content is then uploaded. In this case select Text from Excel

template from the drop down menu under Upload result list. Download the Excel

template and follow the instructions in it. Detailed instructions on how to do this can be found on
OSA website under About Us -> Event Management -> Item 18 Entering Non Sport Software
events into Eventor

Get register

Click on Data exchange under Event administration in the main menu to the left in
Eventor. Here you can do general (not event specific) exports that is explained in the
section above.

Communication

Click on Communication. Here you have the possibility to contact your participants by
email. The purpose is to inform about late changes, class merging and other
important information to the participants.

Select one participant in the list or a whole club, or a class, by the function in the
bottom of the page. To proceed, click Next.

On the next page, fill in sender name, sender address, heading and content. To send,
click Send. Do you want to see a preview, click Preview. Check the HTML box if you
want to use HTML coding to format the message.

Plezse nots that advertisements and marksting messagss must not be sent! Contact the f=deration if

& unsure.

Competitors

Club

Class
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New Eventor Feature that Links Event Fees to Membership

New functionality in Eventor

enables an administrator to set
up event fees for both casuals

and members.

In ‘Entry Fees and
Deadlines’, in both simple
and advanced mode, there is
now a ‘member fee’ and a
‘casual fee’ to replace the
previous ‘fee’

The ‘casual fee’ must always
be greater than or equal to the
‘member fee’.

If you don’t want to use this
functionality, simple enter the
same amount for both
‘member fee’ and the ‘casual

fee’.

Lively's Bog, St Helens - East Coast 2 Day - Middle - OST 2: Entry fees and

deadlines, simple mode

Normad entry deadling ™
Late entry deadline
Members: Nommal fee, adull
Casuals: Normal fee, adult
Members: Normal fee, youth
Casuals: Normal fes, youth

Late entry fee (%)

OTO2016 2359
ddmmbryyy hhmm
|10

[16

[R—

ESTEEDT [ ©
EsTEDT [ O

Lively's Bog, St Helens - East Coast 3 Day - Middle - OST 2: Entry fees and

deadlines, advanced mode

Fea name
Entry fee. soult
Momber fee Csaval foe

e — L

da'mmiyyyy hh mm EsTEDT M)
To date
07032016 2380
From age To sge
21

Fee application order

Classas using this fee

wWi0

wiz

wis 2
wis
w48
wie
Wid5
W1T.20

B0 Jaw[v] [eo fauo[v]
From date
dd'mmiyyyy Mymm esTeDT M)
To date
070372016 2340 esteoT 1)
From age To sge

20

Fee spplication order
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Entry
—Twilight Series Event #4 - Oaklands

& Crienteering SA, Friday 4 December 2020
Entry deadline: Wednesday 2 December 2020 at 2359 CDT

“ Participation in this event requires in some cases that you pay the entry fee when making the entry. Maore information will be provided in the last entry
step.

Hame Club Class Sportident
Yuanting Zhong | Casuals 5A [+] [short(5AUD) =] |

Sum: 5 AUD | gl Delete

When a user enters events they will be charged the ‘member fee’ if their membership is current.

The ‘casual fee’ will be charged to anyone who does not have current club membership or is in Eventor as a ‘Casual’. When this

occurs the user will be shown the lower ‘member rate’ and encouraged to abandon their entry so that they can renew their
membership.
If they renew their membership they will then be charged the lesser ‘member fee’ when they enter the events.

Administrators can enter casuals directly into Eventor if required. This is done by logging into Casuals SA selecting

Administration > Club Members > Overview from the side menu. The state org level is a good place to store casuals. Click

‘Create new members’ to bulk enter casuals.

They will be assigned as ‘Casual’ and the rest of their details can be added by clicking the ‘Edit’ button at the end of each row.

Welcome laa Rathbonet Members of Orienteering Tasmania
Orenteenng Tasmana v | Year 2016 v
.
(F Create new members Edt soleciod members — Export 1o Excol
S [ ®  Festaees  lesimems  Cewder  Yesolbrih  Sporest |
My pages O Vemte Loe
State asoaaton
<o Vemcer foe
Admristaton
O Vemtw toe
Fule wtngy
i Rogpeo mendecy Q@  Vember Cax
Overvew O Wemeer foe
Roles < Va2 for
Momberstp typoa
Vermtar foe
Virtsal lbgn < i
Persons QO Vemtw Sar
Overanew & Vierstas Eoe
ASSON robes G Verder Coe
Orgarasadorn
Overview O Verter Lae
Seach ang e O  Vertw ot
Aszign rokes O Vertwr toe
Eveoly
< Vertar o
Stafe evenls
ASC 3 trw evert O Verde tor
AsSign event cates O Vet toe
Base dasses O \nbe o
Base Gass groups
Data exchange O Vemte Lae
Patcipant G Veeow for
Queshornares
Sormes QO Vet ot
Fyance: . TN ALy Gam .. 2002 o Catinr [ £
Press rocuts ] B Anows Cant maw 1560 O Cams tae
O Veedw faor
< Versae for
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Adjusting Payment Amounts & Checking who has paid.
This may be necessary in a number of situations such as:
e A club when running an event may wish to given helpers from their club free entry.
e A particular person, such as the coach in residence is given free event entry
e For various reasons a person pays by EFT and this needs to be registered in Eventor
If it is a free entry (as for Coach Evalin) there are two options:
1) Get the person to enter themselves only going to the payment page but not paying. le the last step is
Confirm & Go to Payment. They click this and then log off.
2) You can enter them yourself by loading the event and going to Entry Overview. Then find them
under Enter New Competitor. You will see similar screens to what you see when you enter normally.
Exit once you have clicked Confirm & Go to Payment.. Then following the instruction below for
dealing with payment.
Twilight Series Event #4 - Oaklands: Entry overview

4@' Search competitors : Export to Excel Y Back

Enter new competitor or change existing entry

Organisation | SA Arows (=B @
Person Evalin Brautigam [~

There are no entries to this event.

Once you have loaded the event go to Edit -> Payment -> Orders. You will now see all the orders for the
event including any who have not paid. A handy thing to look at anyway when you want to check that
everyone has paid. At the bottom of the transaction list you will see the total money collected via Eventor.

In the example below the Coach in Residence (Evalin)has entered an event but not paid as she gets free entry

_— e e —— i ——

20085287 27052020 21:22  FLINDERS RANGES DAY 1 Middle Distance Warm Up 10 AUD  Ewalin Brautigam ] (1]
C5T Event: Wilpena Spurs

Click on the reference number on the left hand side and then register the payment as shown below. Make
sure you tick exclude from accounting as no actual money was received.

Register payments manually

MOTE! Only payments that have been paid to the account or withdrawn from the account shall be registered on this page, unless the checkbox "Exclude
from accounting” is checked. If possible, add adjustment posts on the order instead.

Payment date Reference number Amount Comment

28/09/2020 20085287 10 AUD Free entry as visiting coach KT (1]

& Paid

Entry to FLINDERS RANGES DAY 1 Middle Distance Warm Up Event: Wilpena Spurs , 10 AUD, Evalin i 110 Longs d rd, i 5183, A, Australi
I:‘ Adjust the order's value to paid amount

Exclude from accounting

In the comment column add a short note to explain the entry with your initials. As above.

Accepted payments

Payment time Amount Customer Registered by
28/09/2020 00:00 CST 10 AUD Evalin Brautigam, 110 Lon... Ken Thompson =
10 AUD

The comment will appear in the information bubble at far right and the transaction will now show as paid.

20095287 27092020 21:22  FLINDERS RANGES DAY 1 Middle Distance Warm Up 10 AUD Ewalin Brautigam (] (1] H:] |
C5T Ewvent: Wilpena Spurs
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