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1. How to Register?
From the link on the Entry Live events entry page or the organisers page on the TriHard site, complete the registration form and submit.
We will need basic personal details about the person who will be our contact for using the site. 

You will require to log onto the Entry Live  Edit Site using an e-mail address and password which you can nominate yourself.

If you want more than one person to be able to access the site use a generic login in place of the e-mail address e.g “OurTriClub” and then each person needing access can log on using that and the password you nominate. It will be the same log in and password for each person.

We will need your Bank Account details in order to deposit funds from your races into your account, this will be done on a monthly basis.

If you are unhappy about sharing your account details with us, we can send you a cheque as an alternative, however rest assured that your account details that we need, will only be the details that are found on any cheque, we can only put money in, we can’t take it out. 
You will then be able to proceed straight to the Edit Section and add your race details
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2. How to add a race?

Once you have logged onto the Edit Section you will be taken to the main events page, this shows all events you have access to – you will have access to those you add. 
Events and Races now follow a Parent/Child format with the Event being the higher level and the Race being underneath it, this now allows you to add more than one race to an event if you have two or more different distances or race format or adults/children races. 

The entrants will see just the higher level Event on the Event Entry page and by clicking on that be taken to a list of races to chose from. If you have just one race you will still need to create an Event and a Race underneath it, but the users will be taken straight into the race details from the Event Entry page. 

To add a new event click on the Add Event link and complete the resulting form.      
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Once you have added the Event you will then get the option of adding Races. To add a race click the Add Race link and complete the resulting form. Once this form is complete it will take you into the Event Fees page where you can add an unlimited number of entry types and prices. From here you can then define your own race categories if you wish. 

Once you submit the form your Event/Race will appear on the Event Entry page of the EntryLive Website. 

You can also add your club logo to the event entry page. To do this simply e-mail us your club logo and we will upload it to the site.

Once you have added events/races you can edit the details by clicking on the name of the event/race, from with the race you can also copy to add a new race to the same event, or delete the race. 

If you click on the LINK CODE option it will show you the code required to add a link to your event entry page, to your club website or e-mail it to previous entrants. 

Emergency Contact and telephone number and any medical conditions appear as standard questions on the race entry page though this does come with the proviso that the race organiser takes no responsibility for catering for any medical condition stated. 
3. What detail is required on the form?

The information you input on the form is used to populate the web page the entrant sees about your race and also the entry form that they complete.
On this form you have opportunity to specify your entry disclaimer and refund/withdrawals policy and any additional questions relevant to your race. Estimated swim time, t-shirt size, can be added as standard questions with set format answers. As can parent/Guardian details if they are children’s races, nominate a charity to make donations to and eligibility for gift aid  if proceeds are going to charity.
There are also up to 5 additional questions that you can specify.

If you set an entry opens date then users will not be able to enter until that date and will a message stating that if they try and enter. 

Entries will close if the entry limit is reached and entrants will then have the option of being added to the reserve list. 

Once the closing date for entries has been reached no more entries or reserves will be taken

If you wish to stop all entrants including reserves then set the Stop entrants flag to Yes.
The event edit page times out after twenty minutes, if you think you are taking longer than that submit the page and then go back into it again in order to save your work, otherwise your changes will be lost. 
Entry fees and the type of entry are now entered on a separate page which you will be directed to once you submit the add race form.

You can also choose to use BT race categories or to define your own

4. How to add a club membership?

Memberships are in a separate section below Events, they are also shown separately on the Event Entry page the users see.  The process of adding a membership is similar to that of adding a race. Click on ADD MEMBERSHIP, and complete the form and submit. 
Once the form is submitted you can define your membership fees and types. Again Emergency Contact details and any medical conditions appear as standard questions on the form though it has a proviso that the club takes no responsibility for catering for those medical conditions. Optional questions have been added for parent/guardian details for the case of children. There are still the 5 additional questions which have always been available. 
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5. How do I know when someone has entered the race?
You can look on the Edit Section by clicking on the ENTRANTS link next to the race. This will show you who has entered and who has paid, the price they paid and how paid, i.e. cheque or card, the date they registered and the date they paid. From here you can update their status to paid if they have elected to pay by cheque, withdraw or edit to amend any of their race specific details such as swim time. 
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6. How do I update a record when I receive a cheque?

Again on the Edit Section by clicking on ENTRANTS you then see a list of entrants. If the entrant has elected to pay by cheque if you click paid it will take you to their entry details and they will be shown as Paid and the date paid will be todays date. If they have elected to pay by credit card but then sent a cheque in you will need to email us to change the payment method from Credit Card to Cheque.   Once you update the paid field they will show on the list of entrants to date on the site.
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7. How do I add a paper entrant?
On the Entrants page click to Add New User, this will take you to a form which will be similar to entrants registering with us online and will show First Name, Surname, Address, Postcode, Date of Birth, e-mail, telephone, mobile, plus your entry fees, your additional questions, paid (presumably by cheque) and payment date – again this should be the date you are entering the information. The entrant can still enter subsequent races on line.
If you do not wish to enter all the paper entrants onto the database in this way you can alter the “Additional Paper Entrants field” at the bottom of the edit page to reflect how many additional entrants you have, this figure will be added to the number of entrants reflected on the event entry page on the site.
8. What if people want to withdraw?

It is expected that you will have your own withdrawal policy on refunds. If a competitor wants to withdraw they should contact the race organiser directly. You can then refund as appropriate, this will need to be done by cheque from the race organiser. You will then need to update their status on the website. Do this by clicking on the withdraw link alongside the competitors name, on the subsequent screen the status will be shown as withdrawn and date as todays date, enter the refund amount if you are making refunds. These withdrawn entrants will still show up on the event database, but with a status of withdrawn allowing you to still keep a record of them and their payment for accounting purposes. You can also view a separate list of withdrawn entrants on the website.
If a competitor decides to withdraw and then later decides they want to re-enter the race, they will not be able to as the system will show that they have already entered. If this happens they will need to contact the race organiser, you can then click on REINSTATE which will change their status back to “REGISTERED” and you can chose between paid status “NO” to allow them to pay by credit card, “NO – Awaiting Cheque” or “NO – Reserve”.
9. What if people register but then don’t pay?

You can decide your own policy of how long you want to give people to pay. If they are paying online then there is no reason why this can’t be done straight away, if they are paying by cheque then a few days need to be allowed for the cheque to arrive. 

There is a BULK WITHDRAWAL option on the Entrants page, this will mark all people who are registered and not yet paid, prior to the current day, as removed. The removed status doesn’t show on the entries but still gives the entrant the option of reinstating themselves in the race if they decide then to make payment. If entrants are removed and then the race subsequently fills they will only get the option of being added to the reserve list.
10. How does the reserve list work?

Once your race entry limit is reached then no more entries will be accepted. If someone logs onto your event page they will see EVENT FULL and have the option of being added to the reserve list. To do this they will enter as normal, but instead of being directed to the payment pages, they will get a message saying they have been added to the reserve list and the race organiser will contact them should a place become available. Subsequently should a place become available the race organiser can change their status on the edit site by marking the payment method as NO. This will then give the competitor the option of paying by credit card or by cheque. If they want to send a cheque the race organiser will need to remind them of who to make it payable to and where to send it. The reserve entrants don’t show on the initial list of entrants, you will need to click on the Reserve List link to view them and from here there status can be updated. 
11. What do I do when the reserve list is full?

If you want to close off the reserve list change the Stop Entries indicator to yes. This can be found at the bottom of the event edit page on the management side. This will remove any option for people to enter the event and show a phrase “Sorry no more entries being accepted for this race” on the event page.

12. Can I get access to the Entries database?

You will not get access to the entries database itself, but you will be able to view entrants to your race, and also request a download of the entrants information for your race in Excel format., by clicking on the DOWNLOAD TO EXCEL link on the Event Entries page.
If you simply want a running total of entrants to date or entrants paid then this information is available on the Daily Totals link along with the number of people registered and paid that day.
13. How do products work?

Alongside the Event there is the option of ADD PRODUCT, this will allow you to sell race related items such as t-shirts, pasta party tickets with the race entry. Click on ADD PRODUCT and complete the form which follows, this allows you to define what the product is, you can choose up to three product attributes, ie, size, colour, gender for example for a t-shirt. Once you have added a product it wil show on the Management Home page and on the Products page, you then need to define the range for the product, ie, individual colour, size combinations, you can also state the amount of the product in that range you have available for sale. 

Entrants will have the option of purchasing products after they have entered the race and before they are taken to the basket page. 
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14. How much will it cost?

It can cost you nothing. There are 3 options;
1. You absorb the cost of online entry into your overall entry fee. This option should generate more entries because the whole entry process is immediate, easy and costs your entrant nothing.

2. You don’t absorb the cost of online entry in your entry fee and give your entrants the option of entering online and paying the fee as an “add on”.

3. You can split the cost in any proportion you wish between yourself and the entrant.

You can allow your entrants to enter online and then send their fee to you in the post, i.e. not use the online payment facility.

Have online entry as an option, but keep your paper based system as well.

Credit card transactions work on a percentage basis, so our charges have to work the same way. The basic formula is 5% of the entry fee or £1 whichever is the greater. Therefore entry fees of £20 or less will cost £1 and entry fees over £20 will cost 5% of the fee. When an entry is received online and payment made by cheque there is a 50p charge regardless of entry fee. 

15. How will I receive my money?

You will be sent the balance of entries received for your event, minus our fee as detailed above, each month for entries received during that month. We will need your Bank Account details in order to deposit funds from your races into your account, this will be done on a monthly basis. If you are unhappy about sharing your account details with us, we can send you a cheque as an alternative.  

If you wish to see at any point during the month how many entries you have taken and how much this is going to cost you then click on the “Monthly Account” link and it will give a month by month summary. Money’s will be transferred to you by the 5th of the month for the previous month, this gives the money chance to clear through our account first. 
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