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General information

When IOF has received and approved an application for an IOF event, IOF will create an
event in IOF Eventor and then delegate the management to your federation. The Event
organiser of the federation then provides the IOF event with all necessary information and
opens it for entries. This document will guide you through the details, as a National team
manager, of entering athletes, team officials, VIPs and media to an IOF event.

Enter an IOF event
Be sure you are logged in with at least the rights of a National team manager.

1. Inthe Event calendar, find the event and click the name of the event (in the example
below the event is TestEventl).

Event calendar

Welcome
Membertwo SouthAfrical 5 events were found between 01/04/2015 and 30/04/2015 with the following selection: Intemational event, Champienship event,
The South African Orient| v | National event, Regional event.
2011 | 2012 | 2013 | 2014 | 2015 | 2016 Jan | Feb | Mar | Apr | May | Jun | Jul | Aug | Sep | Oct | Nov | Dec
Showss ¥ Discipline ¥| | Region ¥
Event calendar
World Cup ‘Change search criteria Reset search criteria Enter selected events

World Ranking

Atnletes Wed 1/4 Long Distance South Africa Africa
- Federations Wed 1/4 - Sun 5/4 South Africa Africa ‘World Championships
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2. The Information view of the event shows general information already defined by IOF
and the organiser. The Information view also includes information about the
competitions of the event and their links (the competitions in this example are Long
Distance, Middle Distance and Sprint). To manage team entries for the event, click

the link Manage team entries and service orders.

Event information: TestEvent1

[ Export to calendar 5 Back
General information
Mame TestEvent?

ising federati

Organising federation Sauth Afriea
Organising club South Africa Club one
Status entrizs opensd
Date Wednesday 1 April 2015 - Sunday 5

Mormal entry deadline
Late entry deadline
Event classification
Discipline

Ewvent type

April 2015 (Date is prefiminary)

Monday 22 March 2015 at 23:59
CET

Sunday 29 March 2015 at 23:59
CET

International ewent
FootQ
World Championships

Contact details and main officials

i

@tﬂam entries and w@
WVIP and media entry

Mext entry deadline 23 March 2015.

| Enter andior order semvices

Documents and links

|,..:;| Embargoed Areas (127 kB, ZTH12014)

|,..L| Bulletin 1 (55 &S, 201 12014)
For

Website http: e exampledomain.com

Contact person Fobin Ray

Contact phone number +55 44 444 444

Contact email robin.rapn@exampledomain.com

Ewvent director Fobin Ray

Course planner MemberFouwr SouthAfrica

Event controller lof Membert

Course controller EwentOrganisor SouthAfrica

Senior Event Adviser Ewent Adviser, CAM

Assistant Event Adviser lof Membert

COI’I‘IPEﬁﬁDI’IS

g NS

Wednesday 1 April 2015 at 10:30 -
14:30 CET

Event form individual

Punching system Sportident

iddle Distance

] Thursday 2 April 2015 at 10030 -
14:30 CET

Event form indiwidual

Punching system Sportident

Coint

Diate Fridsy 3 April 2015 at 12:00 - 13:00
CET

Event form indiwidual

Punching system Sportident
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3. First you need to give the number of participants for the event. In the event section,
click Give the number of participants.

TestEvent1: Entry overview for South Africa

T | She the number of paricipants

Entry deadlines

Deadiing far giving 1ha number of participants Monday 23 March 2015 at 23:59 CET
Deadline far giving tha names of tha particlpants  Monday 23 March 2015 at 23:559 CET
Team manager

Meamiberwo SouthAdrica

Entries

TEAMOFFICIAL S
Mo pereons entzred

ATHLETES
Mo pereons entzred

Long Distance
[] Give the number af participants [/ Give the names of the participants

Entry deadlines

Ceading far giving 1ha numbsr of participants Monday 25 March 2015 at 23:55 CET
Ceadiine far giving the names of tha particlpants  Monday 23 March 2015 at 23:55 CET

Entries

Men
MO p2reans entered

Womean
Mo persons entzred

Middle Distance
|w'] Shee the number of participanis

Entry deadlines

Deadiine for giving 1ha numbsr of participants Monday 25 March 2015 at 23:55 CET
Deadiine for giving the names of tha particlpants  Monday 25 March 2015 at 23:59 CET

Entries

Main
Mo persons entzred

Women
Mo persons entzred

Sprint
[« Sive the number of participants

Entry deadlines

Deadling far giving 1ha number of participants Monday 25 March 2015 at 23:55 CET
De3diine far giving tha names of tha particlpants  Monday 23 March 2015 at 23°53 CET
Entries

Men
MO p2reans entered

Woman
MO p2rsans entered
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4. Select the team manager and specify the number of persons per category. When you
are done, click Save.

TestEvent1: Team entry for South Africa
—Select team manager

The 1eam manager must be member af the onganieation, and have the rode Entry adminletratar.

Parson [TzamLzader SoLirArica [w]kbi B

—Specify number of personsiteams per category

TEAMOFFICLAL S [1 |

ATHLETES (4 x|

5. You are now ready to add the names of the participants for the event. Click Give the

names of the participants.

0 Infarmation saved.

TestEvent1: Entry overview for South Africa

|| Ghee the number af participants [ Give the names of the participants) [/ Onder services

Entry deadlines

Ceadiing for glving tha numbar of paricipants  Monday 23 March 2015 at 23:53 CET
Deadiing for glving tha names of tha participant:  Monday 23 March 2015 at 23:55 CET

Team manager
TeamLeader SouthAfrca

Entries

TEAMOFFICIALS (1)

Nama Amount
[unspeclad parson] 255 EUR
ATHLETES {4}

Amount
[unspeclad parson] 255 EUR
[unspeciied parson] 255 EUR
[unspecad pareon] 255 EUR
[unspeciad pareon] 255 EUR
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6. The name of the federation is pre-filled. Select the participants for the event and click
Add.

Entry, organisation mode: South Africa

TestEvent1

Saouth Africa / South Africa Club one, Wednesday 1 Aprill 2015 - Sunday 5 Aprll 2015
Normal entry deadiine: Monday 23 March 2015 at 2358 CET
Late epiry deadline: Sunday 29 March 2015 at 23:59 CET

|The Sautn Amiean Orientzenng Fedaration | =
0 of 1 parson Is enterad In TEAMOFFICIALS.
| | o 0 of 4 pareans are entered N ATHLETES.

Robin Fay
SauthAsicaVIP Ray
EvanbOrganisor SouthAfrca
Memberlive SouthAfrica
MemberFour SeuthAfrica
Memberone SouthAfrica
Membartwn SouthAfrca
Teamleader SouthAfrica

WIPCna SouthAfca

=

There are no eniered compsitore for Sauth Africa.
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7. Select class for each person. If you want to order services for each participant, click
the shopping cart next to the person. The shopping cart turns blue and the amount of
money changes after the service is ordered (in the example below the event entry fee
is € 170 and the team leader has also ordered a service for € 150). When you are

don

e, click Save.

Entry, organisation mode: South Africa

TestEvent1

South Africa / South Africa Club one, Wednesday 1 April 2015 - Sunday 5 April 2015
Mormal entry deadline: Monday 23 March 2015 at 23:59 CET
Late entry deadline: Sunday 29 March 2015 at 23:58 CET

[The South African Orienteering Federation ]l:n

[

|0

Robin Ray

SouthAfricaVIP Ray
EventOrganisor SouthAfrica
Memberfive SouthAfrica
MemberFour SouthAfrica
Memberone SouthAfrica
Membertwo SouthAfrica
TeamLeader SouthAdrica
VIPOne SouthAfrica

1 of 1 person is entered in TEAMOFFICIALS.
4 of 4 persons are entered in ATHLETES.

Memberfive SouthAfrica
MemberFour SouthAfrica
Membercne SouthAfrica
Membertwo SouthAfrica

TeamlLeader Southifrica

[Sauth Africs [aTHLETES (T )| 1T0EUR ()
[South Africa [ATHLETES (7 v | & 1TDEUR ()
[South Africa [ATHLETES (7 ]| & 1TOEUR ()
[South Africa [aTHLETES (17 v | (=]
South Africa | = 320EUR

Cancel
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8. To order services for the event, click Order services.

TestEvent1: Entry overview for South Africa

) Give the number of participants |w] Give the names of the participants 1

Entry deadlines

Deadline for giving the number of participants Monday 23 March 2015 at 23:59 CET
Deadline for giving the names of the participants Monday 23 March 2015 at 23:59 CET

Team manager
TeamLeader SouthAfrica

Entries

TEAMOFFICIALS (1)
Name Amount
TeamLeader SouthAdfrica 170 EUR

ATHLETES (4)

Amount

Memberfive SouthAfrica 170 EUR
MemberFour SouthAfrica 170 EUR
Memberone SouthAfrica 170 EUR
Membertwo SouthAfrica 170 EUR

Ordered services

Service Ordered by Quantity Amount
Hotel TeamlLeader SouthAfrica 1 150 EUR

9. Select service and click Add.

TestEvent1: Order services for The South African Orienteering Federation

Available services
[Hotel B3

Ordered services
No services have been ordered.

10. In the example below, 12 hotel nights have been ordered for the sum of € 1,800. If
you want to add more services, repeat step 9, otherwise click Save.

TestEvent1: Order services for The South African Orienteering Federation

Available services
© Adl

Ordered services (1,800 EUR)

Hotel 1,300 EU () Delete
o ) e
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Make entries to the competitions of the event
11. In the Entry overview you now have a summary of the entries and ordered services
for the event. Now it is time to give the number and names of the participants for
each competition. In this example we start with the competition Long Distance. Click
Give the number of participants for the long distance competition.

Long Distance

0 Information sawved.

TestEvent1: Entry overview for South Africa

| Give the number of participant= |/ Give the names of the participant= |/ Order senvices

Entry deadlines

Deadline for giwing the number of participants Monday 23 March 2013 at 23:39 CET
Deadline for giving the names of the participants Monday 23 March 20135 at 23:59 CET

Team manager
Teamleader SouthAfrica

Entries
TEAMOFFICIALS (1)

TeamlLeader SouthAfrica 170 EUR

ATHLETES {4)

Memberfive SouthAfrica 170 EUR
MemberFour Southéfrica 170 EUR
Memberone SouthAfrica 170 EUR
Membertwo SouthAfrica 170 EUR

Ordered services

Hatel The South African Orienteening Federation 12 1,300 EUR
Hatel Teamleader SouthAfrica 1 150 EUR

tve the number of participant® | Give the names of the participants

Entry deadlines

Deadline for giwing the number of participants Monday 23 March 20135 at 23:39 CET
Deadline for gwing the names of the participants Monday 23 March 20135 at 23:59 CET
Entries

Men
Mo persons entered

Women
Mo persons entered
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12. In this example we have the classes Men and Women. Fill in the number of each
class and click Save.

LDI'Ig Distance: Team E'ﬂtl'}' for South Africa
Specify number of participants per class

Men |2 |

Women [21 = ]

13. In the Entry overview, competition Long Distance, click Give the names of the
participants.

Long Distance
| Give the number of participants .« Give the names of the participants.
Entry deadlines

Deadline for giving the number of participants Monday 23 March 2013 at 23:53 CET
Deadline for gving the names of the participants Monday 23 March 2013 at 23:59 CET

Entries
Men (2)
[unspecified person] 255 EUR
[unspecified person] 255 EUR
Women (2]
[unspecified person] 255 EUR
[unspecified person] 255 EUR
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14. Select the participants and click Add.

Entry, organisation mode: South Africa

Long Distance

South Africa / South Africa Club one, Wednesday 1 April 2015
Mormal entry deadiine: Monday 23 March 2015 at 23:59 CET
Late entry deadline: Sunday 28 March 2015 at 23:50 CET

[The South African Crrienteering Federation ||_n

[ o

Memberfive SouthAfrica
MemberFour SouthAfrica

0 of 2 persons are entered in Men.
0 of 2 persons are entered in Vomen.

Memberone SouthAfrica
Membertwo SouthAfrica

There are no entered competitors for South Africa.

Page 1 of 19



The National Team Managers Guide to IOF Eventor
0 F Version 2.0

INTERMATIONAL ORIENTEERING FEDERATION Released: 2016 NOV

15. The classes Men/Women will be pre-filled automatically. When you are done, click
Save.

Entry, organisation mode: South Africa

Long Distance

South Africa / South Africa Club one, Wednesday 1 April 215
Mormal entry deadiine: Monday 23 March 2015 at 23:50 CET
Late entry deadline: Sunday 28 March 2015 at 23:50 CET

[The South African Crrienteering Federation |I—=

2 of 2 persons are entered in Men.
[ |ﬂ 2 of 2 persons are entered in Wamen.

Memberfive SouthAfrica
MemberFour SouthAfrica
Memberone SouthAfrica
Membertwo SouthAfrica

Mempeive SouthAfrica [South Afnica [Wamen (170EL[ ] | | 1TOEUR [
MemberFour SoumnAfica  [South Afnica [Women (TF0EL ] | | TTOEUR [
Momberona SoumAfrics [South Afnica [Men o ELR ] [ | 1TOEUR [
Mambertws Southairica [South Africs [Mzn (170 EUR) [+ [ | 170EUR [ ig)

16. Click To the entry overview.

Entries saved

Long Distance
South Africa / South Africa Club ene, Wednesday 1 April 2015

Memberive Southalrica ‘South Aflca Women (170 EUR) 170 EUR New
MemberFour SouthAlrica ‘Souiin Africa Women (170 EUR) 170 EUR e
Meambarona SouthAlrca South Aflica Men (170 EUR) 170 EUR Kew
Membertw SouthAlrica ‘Souiin Africa Men {170 EUR) 170 EUR e

Change the entries Add more entries To the event calendar g To the entry overview )
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17. Repeat step 11-16 for the remaining competitions (Middle Distance and Sprint).

Long Distance

|| Give the number of participants | /| Give the names of the participants

Entry deadlines

Deadline for giving the number of participants Monday 23 March 2013 at 23:39 CET
Deadline for giving the names of the participants Monday 23 March 2015 at 23:59 CET

Entries

Men (2)
Mame Amount
Memberone SouthAfrica 170 EUR
Membertwo SouthAfrica 170 EUR

Women (2)
Mame Amount
Memberfive SouthAfrica 170 EUR
MemberFour SouthAfrica 170 EUR

Middle Distance

| || Give the number of participants

Entry deadlines

Deadline for giving the number of participants Monday 23 March 2013 at 23:39 CET
Deadline for giving the names of the participants Monday 23 March 2015 at 23:59 CET

Entries

Men
Mo persons entered

Women
Mo persons entersd

|| Give the number of participants

Entry deadlines

Deadline for giving the number of participants Monday 23 March 2013 at 23:39 CET
Deadline for giving the names of the participants Monday 23 March 2015 at 23:59 CET
Entries

Men
Mo persons entered

Women
Mo persons entered

Fees

Entry fee sum 1,330 EUR
Servica fee sum 1,930 EUR
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18. The Entry overview shows a summary of your entries with the entry fee sum and the
service fee sum at the bottom of the page. Click Back to get to the Event information
view.

TestEvent1: Entry overview for South Africa

| |w] Give the number of participants || Give the names of the participants |/} Order services

Entry deadlines

Deadline for giving the number of participants Monday 23 March 2013 at 23:39 CET
Deadline for giving the names of the participants  Monday 23 March 2013 at 23:58 CET

TEAMOFFICIALS (1)

TeamlLeader SouthAfrica 170 ELUR |

ATHLETES (4)
Mame Amount
Memberfive SouthAfrica 170 EUR
MemberFour SouthAfrica 170 EUR
Memberone SouthAfrica 170 ELUR
Membertwo SouthAfrica 170 EUR

Ordered services

Service Ordered by Cluantity Amount

Hotel The Scuth African Orignteening Federation 12 1,300 EUR

Hotel Teamleader SouthAfrica 1 150 EUR
Long Distance

|w] Give the number of participants || Give the names of the participants

Deadline for giving the names of the participants Monday 23 March 2013 at 23:53 CET

Entries
Men (2)

Memberone SouthAfrica 170 ELUR

Membertwo SouthAfrica 170 EUR
Women (1)

MemberFour SouthAfrica 170 EUR |
Fees
Entry fee sum 2,930 EUR

Service fee sum 1,950 EUR
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Make entries for a relay team
To make entries for a relay team differs somewhat from entering an individual competition.

1. The Information view of the event shows general information already defined by
IOF and the organiser. The Information view also includes information about the
competitions of the event and their links (the competitions in this example are Mix
Relay comp and Relay comp). To enter teams and submit team lineups, click the link
Mix Sprint Relay comp.

Event information: TestEvent1

[ Exportto calendar % Back

[ o=t

Mix Sprint Relay comp
( Date ) Sunday 5 April 2015
Even relay

Punching system Sportident

Relay comp

Date Sunday 5 April 2015
Event form relay

Punching system Sportident

2. Inthe information view of the competition, clik Enter teams / submit team lineups.

Event information: Mix Sprint Relay comp

[F] Exportto calendar % Back

General information

Name Mix Sprint Relay comp Next entry deadline 23 March 2015.
10F event TestEventt

. - %7 Enter teams / submit team lineups
¥
Organising federation s -

Organising club ‘South Africa Club one

Status entries opened

3. Click Enter a new team.

Relay entry: Mix Sprint Relay comp

5 Enter multiple new teams |@] Event information |Z) Entry overview

Event:

Mix Sprint Relay comp, South Africa / South Africa Club one, Sunday 5 April 2015
Mormal entry deadline: Monday 23 March 2015 at 23:59 CET

Late entry deadline: Thursday 2 April 2015 at 23:59 CET

Deadline for team lineup submission in Eventor: Sunday 2 March at 00:00 CET

There are no entered teams for The Scuth African Orienteering Federation.
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4. Select Class and click Next.

Relay entry: Mix Sprint Relay comp

Released: 2016 Nov

I &
cCvent

Mix Sprint Relay comp, South Africa / South Africa Club one, Sunday 5 April 2015
MNormal entry deadline: Monday 23 March 2015 at 23:59 CET

Late entry deadline: Thursday 2 April 2015 at 23:58 CET

Deadline for team lineup submission in Eventor: Sunday 2 March at 00:00 CET

_CI

Cancel
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5. Fillin the team members' names and punching cards in the Team lineup box. You can enter a team
without specifying team members or punching card numbers. This information has to be submitted at
latest at the deadline for team lineup submission in Eventor, presented in the Event box. For detailed
information click the Information link. When you are done, click Save.

Relay entry: Mix Sprint Relay comp

0 Information

—Event:

Mix Sprint Relay comp, South Africa / South Africa Club one, Sunday 5 April 2015
Mormal entry deadline: Monday 23 March 2015 at 23:59 CET

Late entry deadline: Thursday 2 April 2015 at 23:59 CET

Deadline for team lineup submission in Eventor: Monday 2 March 2015 at D0:00 CET

—Team
Class MIX (620 EUR)
Team number D (5]
Organisation South Africa
W Create combination team

Team lineup

Team members must be present in the member archive.

Leg 1 [J4€mberone SouthAfrica :]
Leg 2 [Membertwo SouthAfrica S
Leg 3 [MemberFour SouthAfrica [:
Leg 4 idemberfive SouthAfrica S

Cancel
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6. The information is saved and the summary view presents your entries and the entry
fee. Click Event overview to get an overview of all entries and ordered services for the
event and its competitions. Click Event information to come back to the Information
view of the competition (picture 2 below).

Picture 1

6 Information saved.

Relay entry: Mix Sprint Relay comp

iy Enteranewteam () Enter multiple new teams ~Tg| Event informafidi

vent:

Mix Sprint Relay comp, South Africa / South Africa Club one, Sunday 5 April 2015
Mormal entry deadline: Monday 23 March 2015 at 23:58 CET

Late entry deadline: Thursday 2 April 2015 at 23:58 CET

Deadline for team lineup submission in Eventor. Monday 2 March 2015 at 00:00 CET

In total 1 enteted team for The South African Crienteering Federation. Entry fee sum: 630 EUR.

MIX: South Africa 1
Entered by Membertwo SouthAfrica today at 14:57 CET | Entry fee: 630 EUR [] Edit

Sportident

Memberone SouthAfrica
Membertwo SouthAdfrica
MemberFour SouthAfrica
Memberiive SouthAdrica

£ LTS N B

Edit selected teams
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Picture 2

Event information: Mix Sprint Relay comp

[ Export to calendar 4 Back

General information

Name
I0F event
Organising federation

Organising club

Status
Date
Normal entry deadline

Late entry deadline

Deadline for team lineup
submission in Eventor
Deadline for changing
number of team members

Mix Sprint Relay comp
TestEvent1

South Africa

South Africa Club one

eniries openad
Sunday 5 April 2015

Monday 23 March 2015 at 23:54
CET

Thursday 2 April 2015 at 23:59 CET
Monday 2 March 2015 at 0:00 CET

Mext entry deadline

Entries for South Africa (1)

@ Enter teams / submit team lineups

Event form relay

Event classification National event
Event format sprint
Discipline FootQ
Punching system Sportident
Class information

Nommal classes MIX

Contact details and main officials

Manage Athlete Licences

You can as a team manager purchase and assign Licences to athletes in your federation. Please read
the chapter “Manage Athlete Licences” in the Federations guide to IOF Eventor.
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