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Edits will be finalized after some minor changes are made to the
competition system website.



Accessing HorseSport:

To launch HorseSport in your browser please type nsef.horsesport.pro into your browsing bar.

We recommend using a desktop or laptop for competition creation. The below screen is the
landing page.

YOUR ACCOUNT ~  EVENTS ~

TASY O HUESRIN .,
Acera EQUESTRIAN CANADA  [sUpport
NOVA SCOTIA EQUESTRE gt

Copyright € 2024 Equestrian Nova Scatia |

The “Log In” can be accessed in the top right-hand corner under “Your Account”.

YOURACCOUNT ~  EVENTS ~
You are Logged Out
Dlogin

f ~ @
AN RN
Acera  EFQUESTRIAN  CANADA  (SCipport
NOVA SCOTIA EQUESTRE f sport

Contact Us

5516 Spring Garden Road
Halifax, Nova Scotia, B3J 1G6

Copyright & 2024 Equestrian Nova Scotia |



http://nsef.horsesport.pro/

This is the log-in page. The username and password are the same as your username and
password for the Equestrian NS website.

] Remember ma on this device

in or need ¥ %
Please login using your personal membership usemame and password from your sport organization
For heip with & Equestrian Nova Seotia mambership or account, visit their Login Help page
-..and then return here once yx can log into that system L

Contact Us

5516 Spring Garden Road
Halifax, Nova. Scotia, B3J 1G6
Canada.

Phane: 902-425-5450

Fau: 802-425-5600

Hye

Creating a New Competition:

Upon successful log in, the following screen will appear. To begin creating your competition,
select the green “Create Competition” button on the left-hand side of the screen.

= YOUR AGOOUNT +  EVENTS

jeauesTruan|

Equestrian Nova Scotia Active Competitions
Welcome fo your Competitions Dashboard. Here you can sign up for competitions or as an organizer you can create/manage new
equine competitions

if you have already created a competition entry and want to view or edit your entries, you can access it by scrolling down. Your
competition entries can be found under the table of current competitions.

i Copy Gompetition & Templates

Equestrian Nova Scotia Active Competitions

It appears that thera ar no compsfitians currsntly availsbse to sign up for. Piaase chack back soon. x

My Compstition Entries Equastrian Nova Scotia Gampetitions Equestrian Nova Scotia Active Gomptitions.

Equestrian Nova Scotia Competitions Yoar: All Years:

|rtiosiinset horsesport proiN e#State=SelectRules

You will be asked about the Scotia Series rule for 2022-2025. Please select these rules.



Application for Scotia Series Sanction Show:

When “Create Competition” is selected, you will be brought to the Competition Application
screen. Here you will fill out the information specific to your competition. This information
includes:

General Competition Information: Here you will enter name, dates, and location information
for your competition.

< Back to Rules

You are about to begin the application process to sanction a new 2022 to 2025 Scotia Series. Fill out as much of the form as
you can, you will have an opportunity to change any information later.

Selected Rules: 2022 to 2025 Scotia Series

You agree to the competition rules laid out by Equestrian Nova Scotia:

Reminder List

General Competition Information

Ccompstition Name
Year
start Date
End Dats
Location
Stragt
Clty
Province b
Postal
Country Canada w
‘Wabalte

Infroduction

Insurance Carriar

Make This a Tempiate




Competition Level: “Provincial” will be automatically populated here. This is also where you
choose how many arenas you will have. Arenas can also be added after your competition is
created from the “Schedule” section of the competition system.

Competition Level

Laval Provincial

Humber of Arenas

‘Wabalte

Medical Officer Information, Person Responsible, Secretary Information:

This section is where you will list the “Medical Officer”, “Person Responsible” (Competition
Manager), and “Secretary”. The information of the “Person Responsible” will be publicly
available. We recommend entering this information when creating your competition, but you are
able to update this information after your competition is created if necessary.

Medical Officer Information

Hamg
Phong

Emall

Person Responsible

Hame of Paresan Program Manager
Re BpOne! e

$trost

Clty
Pastal
Fhons

Emall nsefeervices@spotnova

Member & 3111642

Signature

Secretary Information

Name
Mamberanip #
Fhong

Emall




Payment Details: The final section is for the Scotia Series Application fee. The cost for
applying is $30.00. This can be paid via credit card by filling in the information below. If you are
planning to pay by cheque, select “Pay Later”. Your competition will not be approved for entries
until the application fee is paid.

Payment Details

Pay Later

nl and click here

Tatal Amount .
Error: Comnpesitian atart daie or end date i invakd.

Firat Name on Card
Last Name on Cand
Srest
City
Province: tate w
FoetalZip
Country Canads ~
FPhone
Emall &ddresas
Card Numbsar
Expiry Montn w
Explry Year w

cvD

L Creat= Competition

Once your information is inputted, check the box next to “I have reviewed the above information
and confirm that it is accurate to the best of my knowledge” and then “Create Competition” at
the bottom left of the screen and you will be taken to the next step.



Setting up your Competition:

Clicking “Create Competition” will take you to the “Sanction” portion of your competition. Here
you will see the information you inputted in the previous section. This is also where you will
choose your discipline, upload your prize list and insurance, and input your judges.

Here is where you will go through the sidebar to select Disciplines and add your officials and
enter your prize list (show packages and payout information).

Sanction Competitizn Management

Current View: Organizer =

Competition Status: Test Competition 2024

< Back to Dashboard [ Request Admin Approval

Pre Competition

i General Information

Review the compatition and when ready submit for admin approval

$ Financa
General Competition Information
¥ Disciplines
+ Insurance Cerlificate
Test Competition 2024

A& Officials Name

WGuest Cards b 202

il Prize List Start Date 2024-02-24 Yyyy-mm-dd
Competition Approved End Date 2024-00-25 e

EalEvent Certificate

Loealion Morth Sydney
Post Competition
Street Regent 5t




Finance:

The “Finance” tab will include all of the information inputted on the “Payment Details” portion.
You do not need to do anything further in this section and can move on to the “Disciplines” tab.

Finance
=
+ . Once your competition has been paid for, you will be able to view the digital receipts for
any transactions processed for your competition here
&
- -
P re BN ge el
&
rod ucr Svaac=pe Prica Cranmrhy e
C Gab Tz a6t
Par D
and A

Flexz Mams an

Lt Mama &
<
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B e b
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K
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Disciplines:

Clicking on the “Disciplines” tab will show you the options for disciplines to select for your
competition. Please select all disciplines that will be included in your competition, and click
“Save Disciplines” at the bottom of the page. Please note — English Flat classes can be found
under the “General Performance” Discipline.

Compstion siatv=: TEST for SCREENSHOTS ==
[rev—
Pre Competition
mportant:
Disciplines
& Disciplinas
+ nsurance Cersfc Please choose at least one discipline in order to be able to have your competition
approved
. PP!
e Dressage
L
Competition Approved Driving
Post Competition
Eventing

General Performance

Gymkhana

Hunter

Jumper

Western Dressage

« Save Disciplines

Insurance Certificate:

This is where you will upload a copy of your Scotia Series insurance certificate. You can download
the copy of the PDF by selecting the blue highlighted “Certificate of Insurance”. Please have your
insurance company complete the document, and upload the signed document here.

Sanction Compatition Managsmant

Compatition status: Test Competition

< Back to Dashboard & Request Admin Approval

Pre Competition

Certificate of Insurance
Please download this PDF document and upload it here once it has been filled out by your
insurance carrier: Certificate of Insurance

Upload Insurance Certificate
[ Chooss File | Mo fie chosen

® Uploaa

o Prize List

Compelition Approved

Post Competition

10



Officials:

In this section you will add your judges and ring stewards. Scotia Series recognized officials can
be searched using the “+Add Official from Database” button.

Pre Compelifon

Compedition Officials Ak i From Ulstiss | P S Ctter O

Please invite a sufficient number of officials that will be able to run this competition.

Lecarise

(€] |€] 1€

If the official is in our database, the below screen will appear. Select “Add Official to
Competition”. A green text box will appear saying the official has been successfully added to the
competition and you can add more officials or select “Back to Competition” to return to the
sanctioning page.

<

e
w
w

‘OMicial Imformation Cartincation]e)

P, Brosata Fasizzal Faumatcnsl THd Famy  Clsgdas e
= In Sarias Mo st
-3 Gwsanal Fackm
=3 Gasaral Parkurm g
=1 Gamenl G -
B Driving coria S g

11



If the official you are looking for is not in our database, the following error will appear. Select
“Back to Competition” then select “Add Other Official” to enter the information about the official
for your competition. Officials not found using the search function have not yet been recognized
for Scotia Series competition. Before entering another official, ensure you have communicated
with Equestrian Nova Scotia about granting a guest card.

o

<€) %] €

The below is the application form that will appear when entering an official not in our database.
Please include all information. Once complete, select “Submit Other Official” then “Back to
Competition” to proceed with creating your competition.

< Bk

Oifficial Application Form

Discipline Experience

Certification Level

12



Prize List:

This is where you would upload your show packages, as well as your entry forms (If you have
paper copies) in their appropriate places.

Competiton status TEST for SCREENSHOTS

< Back to Dazhboard & Request Admin Approval

Pre Competition

Impartant: We require you ta provide your prize list before your compedition can be spproved.
& General Information
§ Finance
Prize List
£ Disciplnes

Please upload a PDF document which outlines the prizes and awards that this
competition will be awarding.

* Insurance Cerlificate

& Officials
K Open File Manager
W Guest Cards
o Prize List
Competition Approved
Entry Form
| Gl Evem Cenificate |
Post Compefition Please upload an entry form PDF document.
I Open File Manager

Once all sections are completed, select “Request Admin Approval”. The next step is to select
the “Competition Management” tab at the top right hand of the screen.

Sanction Campedition Management

Comgedition Status: 1 ES T for SCREENSHOTS

< Back to Dashboard

Pre Competition
ReCalved: Your general compeliion information has been received and is awailing approval.

r
n General Competition Information
Disciplines
+ e = L
Compstition TEST for SCREENSHOTS
Hamp

13



Competition Management Section:

In this section is where you will set up your classes, create your schedule, manage competition
entries, schedule arenas, enter results, and access reports for invoicing, entries, schedules and
officials.

Summary & Fees:

In this section you will add all fees and charges associated with your competition. If you charge
a horse/pony fee, arena fee, stall charges, Scotia Series charges, as well as where you can
Lock and Close registration for your show.

The first section of “Summary and Fees” are the “Date — Entries” section and the “Pricing —
Participants” section.

“Dates — Entries” is for the open, close and lock date for your competition registration. “Open
Registration” is the day your approved competition will open for registration. “Lock Registration
Date” is the date when no other changes can be made to entries by registrants and their
assistants. “Close Registration Date” is the date when entries can no longer enter classes for
your competition.

“Pricing — Participants”

Pricing - Participants

14



The next two sections are “Pricing — Options” and “Pricing — Additional Fees”.

Pricing - Options

Pricing - Additional Fees

“Pricing — Options” is where you enter stalling options for your competition.

Waivers & Other Forms:

Here is where the waivers and any other form you’d like to create, can be accessed. There are
some pre-made waivers including:
o Daily Attestation: COVID-19 Attestation and Agreement
¢ Helmet Waiver: Required for any senior athlete choosing to compete without a helmet
o Waiver of Liability for All Claims and Release of Liability: Template Waiver for
competitions to use. Must edit to reflect the Host facility not Equestrian Nova Scotia as

“the Host”
o Waiver for Provincial Championships: This is the waiver we will use for the Scotia
Series Provincial Championships

15



< Back o Dastboara

Competition Waivers and Forms

.....

-
Cuaily Atestation

Halrmet Waiver for Senior Athletss (19 years of age or clder)
Yaiver of Liabiity for All Claims and Release of Lisbility
Yaiver, Information and Payment Form

Custom Blank Temglate

Ribbons & Logo sections:

These sections do not have to be filled in.

Classes:

This section is for entering the classes you are hosting at your competition. By clicking on the
“Create (Discipline) Class” button, you will be able to select a set of classes that are premade
under Scotia Series rules, or create a custom class to abide by your competition rules. To enter
a Scotia Series Class select “Create (Discipline) Class”. For these examples we are using
Dressage classes:

Sanction Summary & Fees Classes Competition Entries Schedules Sooring Resits Reports Assistants

< Back o Dashboard

Craate Dressage Class

T 6 e Create Gustom Dressage Class s

Copy Existing Dressage Class

Edit Class Class Name - Price per Entry " Ea o #Judges Remove Class
Gigdicass | TnNgLevl sa000 a o a
Gicdiciass | Tang Lovel -2 sa0.00 o o ]

Shawing 1102 of 2 entries

Driving

16



Once you select your class you will be brought to this screen. Here you will add details about
the class. Including:
o Suffix: If the same class has multiple versions i.e. Junior or Senior
e Price Per Entry: This is the fee for the class
o Entries Lock Date: If you would like the class entries to close prior to the “Lock
Registration Date” from general information, enter the date here.
o Entries Lock Time: If entries are to close at a specific time, enter it here
¢ Min. Number of Tests Between Each Performance: Used to prevent athletes from
back-to-back performances if changed to a number other than zero

S

Dressage Class — Training Level — 2

General Payout Judges Ciass Entries

Generl

Suffix
Details
Price per Entry $30.00
Entries Lock Date
Entries Lock Time

Min. Number of Tests 0
Between Each Performance

Next select “Ribbons Only” if you are not offering payouts for your classes. From the “Score
Allow Only” drop down, you can select whether you will enter points or scores for your results.
Select “Save Class” when complete.

=L

Ueldis

PricoperEntry | $35.00

Entries Lock Date.

Entries Lock Time

+ Save Class

17



Custom Classes are classes at your competition that are outside of the Scotia Series rules. To
create a Custom Class, select “Create Custom (Discipline) Class”:

-,
Sanction Summary & Fees Classas.
£ Back to Dashboard
Dressage
i et
Edit Class. ‘Class Name:

 Edit Class Training Level
GiEdit Class | Tning Level — 2

Showing 1107 of 2 entries

Driving

ssistants

= Create Driving Class ~ | #tPrint Classes | 2 Export Classes and Entries

The following screen will appear. Here you will name your class, include the minimum and
maximum of participants per entry, and any age restrictions and any equine restrictions for the
class. These options will restrict entries for this competition.

g

General Class Information

Discipline  Dressage
English Class Name

French Glass Name

Participant Information

Min # of Participants per 1
entry

Max # of Participants per 1
entry

Min Participant Age

Max Participant Age

Horse Information

Dressage Examplel

Optienal - restricts participants signing up for th

Required - sets the minimum number of people participating in each ertry

Required - sets the maximum number of people participating in each entry

Optional - restricts participants signing up for this class to be equal to or older than the specified age

is class to be equal to or younger than the specified age

The next section is Horse Information. Enter the minimum and maximum number of horses
required for entry. The minimum and maximum number of horses per entry must be completed.
Most competitions are a Min and Max of 1, however for Driving Classes and team events, this
number may change. You can also set equine age restrictions on the class. This is good is you
are having things like a 3-year-old futurity, or A Senior Horse or Junior Horse division. It will
restrict any entries trying to enter that do not follow the horse age limits.

18
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Horse Information

Min # of Horses per entry

Required - sets the minimum number of horses participating in each entry

Max # of Horses per entry

Required - sets the maximum number of horses participating in each entry

Max Horse Age

Optional - restricts horses signing up for this class to be equal to or younger than the specified age

Min Horse Age

Optional - restricts horses signing up for this class to be equal to or oider than the specified age

Options and Restrictions

Supporting Class Document

Optional - provides the ability to upload the selected decument type for this class

Restrict Participant Gender

Gptianal - should this class only allaw entries from a specified gender

[ Must be Gurrent Member

Optianal - must all participants of this class have a current membership with Equestrian Nova Scotia

Options and Restrictions: Here you will find options to further restrict the entries for a class.
Options include: Must be a Current member in order to enter, Disallowed Horse Genders (Mare,
Stallion, Gelding) Etc. This is where you also can set whether the horse can be used by different
riders. Or where riders are allowed to enter the class on multiple horses. (This is good for
Gymkhana events)

)

4N

‘Supporting Class Document

Optional - provides the ability to upload the selected document type for this class

Restrict Participant Gender v

Optional - should this class only aliow entries from a specified gender

] Must be Gurrent Member

Optional - must all participants of this class have a curent membership with Equestrian Nova Scotia

rent EC Sport License

Disallowed Horse Genders

Optional - comma separated list of disallowed horse genders. Options include: Stallion, Etalon

Max Number of Unigue
Horses Each Participant

Op tricts the number of different h 1 +
May Use
Max Number of Times Each
Horse May Be Used
O he number of hh ered in this ol

+ Save Custom Class

Once your details and restrictions are complete, select Save Custom Class. Once saved, you
will be brought back to the list of disciplines and can continue to create classes for your
competition.

19



Competition Specific Awards:

The competition system can do an auto-calculation for competition specific awards. (Overall
Awards). In this tab you can create what your award is called, and select what classes belong to
it. Competition Specific Awards are based on the following Point System:

1stplace 6pts x the number in the class
2" place 5 pts x the number in the class
3 place 4 pts x the number in the class
4t place  3pts x the number in the class
5t place 2 pts x the number in the class
6t place 1 pt x the number in the class

To create your Competition Specific Award, select the Competition Specific Awards tab under
classes, then select Create Awards.

p
s

Provincal Championships 2024 TEST

Sanction Summary & Classes Compstition Schedules Sanction.Jobs Scoring Resuits Reports Assistants
Fees Entries

< Back to Dashboard

Classes Compstition Spacific Awards

Competition Specific Awards

Add the name of your Award and hit save.

< Review or Add Awards

Save Competition Specific Awards

General

General

Award Name English Senior Overall

+ save

A new tab will appear beside the General tab that says “Classes”. Click on that tab, and select
the “Add Classes” button

20



Save Competition Specific Awards

General

Competition Specific Awards

it appears that you do not have any competition specific awards yet

Classes

+ Add Classes

Here you add the classes which apply to your award, then hit Save Class Tests at the bottom.

English Flat Senior - English Pleasure English Flat Senior - English Pleasure 1 ()
English Flat Senior - Equitation on the Flat English Flat Senior - Equitation on the 1 5
Flat

o) English Flat Senior - Road Hack English Flat Senior - Road Hack 1 5

0 Western Dressage - Basic Test B Western Dressage - Basic Test B 1 0

0 Western Dressage - Basic Test C Western Dressage - Basic Test C 1 0

0 Western Dressage - Level 2 Test B Western Dressage - Level 2 Test B 1 0

0 Western Dressage - Level 2 Test C Western Dressage - Level 2 Test C 1 0

Save Class Tests

This is what the screen will look like. You can edit the awards or change them as needed.

General Classes
Competition Specific Awards + Add Classes
show| 10 - |entries Search:
Class - Test Name Remove

English Flat Senior - English Pleasure English Flat Senior - English Pleasure n

English Flat Senior - Equitation on the Flat English Flat Seniof - Equitation on the Flat n

English Flat Senior - Road Hack English Flat Senior - Road Hack n
Showing 1 to 3 of 3 entries Previous Next

To create another Competition Specific Award, select the “General” tab and repeat the above
process.

21



Payout:

If your competition has payouts, the system can do the calculations of payouts and have the
information in the reports for easy reference.

In this section you tell the system how the payout for the class is calculated. If the class cost
includes a portion that goes toward admin fees and a portion that goes toward the payout (like
in many stake classes), you will include the percentage that goes toward admin fees in the
“Administrative Fees” section. For example, if you charge $30 to enter a class, but $10 of goes
toward admin fees, and $20 goes back into the pot for the payouts, the percentage added to the
“‘Administrative Fee” section would be 33.33%. As the entries are added to the class the prize
breakdown will change based on the amount from the class going towards the prize money.

If none of the class cost goes towards the prize money then put the administration fee as 100%.
If there is any added prize money, it can be added in the prize money section.

In the next block is where you tell what amount of your prize money would be paid out, and the
% break down per placing of your prize money payout.

Here is an example of payout section.

p—
)
QUESTRIAN

Details

Price per Entry $30.00
# Entries 0

Administration Fee 33.33%

enter a decimal percentage value or leave blank for default

Added Prize Money $100.00
Total Percentage of Prize @ 100%
Money Used
Total Prize Money $100.00
D1
Percentage 100.0
of Prize
percentages across all divisions should total 100%
Money
Percentage 24201816 1210
Per
ey enter a space separated list of numerical percentage values for
Position =
each position (% sign not required)
Placing 1 2 3 4 5 6 Total
Percentage 24% 20% 18% 16% 12% 10% 100%

Prize Money $24.00 $20.00 $1800 $16.00 $12.00 $1000  $100.00

+ Save Payout

22



Judges:

In this section you would select which judge goes with this specific class and hit save. If you
only have 1 judge, you can go out to the Sanction section and click on Officials and apply the
judge to all classes once you have them inputted.

Sanction Summary & Classes Competition Schedules Sanction.Jobs Scoring Results Reports Assistants
Agreements Entries

< Back

Dressage Class — Dressage - First Level - Test 2

General Judges Class Enfries

Selected Judges

[0 Susan Legge
[] Weldon Conrad
[[] Danielle Semel

Susan Fraser

+" Save Judges

Class Entries:

Once entries are accepted, this is where you can find all entries in the class. You have access
to all entries for editing. You will find the option for Late Scratching under the “Horse” tab in
each entry. You can also see invoices, send waivers, add entries, and manage exhibitor
numbers from this section. For more information on entries, see the entry manual found here:
(ENTER LINK)

23



Sanciion Summary & Fees Classes Competiion Entries Schedules Sanction.Jobs Seoring Resuts Reports Assistants
< Back to Dashboard
Entries sanction orgmail | £ B < Add New Competition Entry
show| a1 |entres -
Group Contact Contact
Edit Name Participant Horse Coach Name Contact Email Phone Remove
@Edt | Comeeliion  Test Rider 1, Test Rider 2, Test Rider 3, Test Rider 4, Test Rder 5, Test Rider 6 TestHorse 1, Test Horse 2, Test Horse 3, Test Horse 4 Seit JenniferMurphy  enscompelifions@sportnavascoia.ca 999-999-9988
crew Coached
Gear | TEst Sheila test seffcoach  Sheila nsefbrograms@sporinovascoiaca 9024255450
Geqr | TeStStbe.  Tranenri NSEF Trainera, Test Test TrainerJrt nsefprograms@sporinovascaiaca  802-425-5450
Trainerrt Guardian
Gt | Tanew Test Rider 1, Test Rider 2. Tes! Rider 3, Test Rider 4. Tes! Rider 5, Test Rider 6, Tes! Rider 7, Test Horse 1, Test Horse 2, Test Horse 3, Test Horse 4, Test Horse 6, Test Horse 5, Test SELF Test Test Test
Test Rider 8, Test Rider 9. Test Rider 10, Test Rider 11, Test Rider 12, Tes{ Rider 13, Test  Horse 7, Test Horse &, Test Horse 9, Test Horse 10, Test Horse 11, Test Horse 12, Test Horse  GOAGH
Rider 14, Test Rider 15 13, Test Horse 14, Test Horse 15
Gear | Tramer TrainerJr NSEF. Charlofte Grace Forever ine, Happy Fost Claissa  NSEF Program  nsefservices@sportnovascoliaca 18002632410
Maher Manager
GEge | TrEnenr NSEF Program  nsefservices@sportnovascoia.ca 18002632410 B
Manager
GEar | TN NSEF Program  nsefsenvices@spornovascoliaca 18002632410 a

Showing 110 7 of 7 eniries

Manager

Previous Next

Manage Exhibitor Numbers:

By selecting this option, you can change the exhibitor numbers for each competitor. When
satisfied with your edits, scroll to the bottom of the page and select “Save Exhibitor Numbers” to
save this section. The page will refresh and a green box will appear if your changes were saved
successfully. Select “Back” on the top left-hand portion of the screen to return to the

“Competition Entries” page.

Scoring Results Reports Assistants

Search

Sanction Summary & Agreements Classes Competiion Entries Sehecules Sanction.Jobs:
< Back
Manage Exhibitor Numbers
Please use the form below to manage the exhibitor numbers for all entries in your competition.
&4 Print Preview
Show an v enfries
Update Exhibitor & ~  Exhibitor & Athlete or Barm Name Participant Horse Classes Enrolled In
— Test Rider 1 Test Horse 1 Dressage: Dressage - First Level - Test 2.
Dressage: Dressage - First Level - Test 3,
Dressage: Schooling Time For Dressage Competiors,
Dressage: Dressage - Training Level - Test 2,
Dressage: Dressage - Training Level - Test 3
Driving: Pleasure Driving VSE - Tumeut,
Driving: Pleasure Driving VSE - Working

24




Invoices:
After your entries begin to come in, you can add payment to their invoices. Or at the end of the
competition, you can add payouts to their invoice. Select “Edit” next to the entry group you'd like

to review the invoice for.

Click on the “Athlete” Tab (Red), and then the invoice button (Blue)

e
Competition Entries
Athistes. Horses GCoachas Ciass Entrea Aad-ons O appicabie) Aesistant Summary & Faea
Athletes + add Athiete | Send Athlate Waiver
Tieme o Sea 2
sign sip
e 4 cxmtitar Membar warer waivar ware Total Remave
Porson Invoica  Number name  Eman . aniin omine Statu: Paki  Porson
CraL = TestRidor1 TestRider  resfomgrams@spertnovascetiscs “ x i so.00 (1)
LA 1

The invoice for the selected athlete will upload. Here you can add a payment, additional fee, or
prize money to the invoice. To do so click “Add Line to Invoice”:

o
= el
Sanation Summary & Classes Competition Schodules ton ok Renorts Assist
Agreements Entries
< Back iEmall | & Print Involce

Invoice for Test Rider 1

@ Create Invaice Note

Invoice Breakdown

Gharge Charge Type ttam Note  Quantty  Priceperitem  Credit  Total Charge

Participant Fess

P Hdertona T, Tealbioce
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Select “Add Payment” if you have received a payment for this entry.

Classes

Invoice for Test Rider 1

Provincal Championships 2024 TEST
Hants Exhib 3

Road

G Create Invaics Note

Invoice Breakdown

Charge Chargs Typs Note

Participant Fees

Scoring Results speris

Assistants.

EiEmall o Print Invoice

+ Add Line lo Invoice -

Add Payn

Add Agdionsl Fee

Quantity  Pricaperktsm  Crodit  Total Chargs

The following screen will appear. Add the type of payment made, and amount and hit save.

Add Payment Form

Payment Type

Payment

Note

+ Save Payment

Add Payment For Test Rider 1

enter a dollar

amount

Close

Select “Add Prize Money” to add a payout to the invoice.
payouts to invoices, please finalize your results**

Add Prize Money:

26
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Sanction Summary & Classes Competition Schedules Sanction.Jobs Seoring Results Reports Assistants
Agresments Entries

< Back & Email | % Print Invoice

Invoice for Test Rider 1

Provincal Championships 2024 TEST
Hants Exhibition Arena
221 Wentworth Road
Windsor, NS
BON 2T0 Phone: 802-425-64

portnovascotia.ca
50 Ext. 342

(@ Create Invoice Note

Invoice Breakdown

Charge Charge Type ftem Note Quantity Price per ftem  Gredit Total Charge

Participant Fees

[ Foit Chy Per Ri Taam Tast Horse 1 ! $25 00 £2500
T
=
QuTTRAL
Sanction Summary & Classes Gompetition Schedules Sanction.Jobs Scoring Results Reports Assistants
Agreements Entries
< Back X Email ¥ Print Invoice
Invoice for Test Rider 1 + Add Line to Invice +
Add Payment

Provincal Championships 2024 TEST

Add Additional Fee

Hants Exhibition Arena 2024-10-11 — 202
221 Wentworth Road Si
Windsor, NS Emall

BON 2T0 Pnone: 902-425-5450 Ext. 342
@ Create Invoice Note

Invoice Breakdown

Charge Charge Type Item Note Quantity Price per Item  Credit Total Charge

Participant Fees

i Ecii iy Bar Team Jesthorsal 1 52500 S25.00

Select All the class in which the athlete earned money, and hit save

For more options to view and add payments, see “Reports” for breakdowns by group name,
individual athlete, an overview of charges, and access invoices.

Missing information on Invoices:

When reviewing your invoices, on occasion there can sometimes be discrepancies in charges if
changes have been made to the entry. To fix this you are going to go to the Summary & Fee’s
Tab.
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i

Sanction Summary & Classes
Foes

i

< Back to Dashboard

Summary & Fees

Summary & Fees

Dates - Entries

Competition

Entries

Waivers & Of

Schedules Sanction.Jobs

her Forms Ribbons

Loge

Assistants

Then select “Update” at the bottom.

If this does not fix your invoice discrepancy, please reach out to an ENS staff member.

Payment Details

Invoice Note

+ Update

Schedules:

The next tab is “Schedules” where you will find the arenas you created in the sanctioning
section of the competition creation. If you did not create an arena initially, one can be set here.
Classes must be entered in an arena in order to enter results for the competition. You can
create arenas if your competition is running multiple arenas or running over multiple days. To

edit an already created arena, select “Edit Arena” to the left side of each arena.

28

Sanction ~ Summary  Classes
&Fees

< Back to Dashboard

Schedules

Show Al entries

GiEditArena  O€l0Der 11
Friday

G EditArena |~ OClober 12
Saturday

October 13
sunday

G Edit Arena

Showing 1 o 3 of 3 entries

Edit Arena Name

Competit
Entries

Date

2024-
10-14

2024
1012

2024-
1013

on  Schedules

+ G oworn

Search

Start Remove
Time Note Arena

08:25:00  Schedules are fentative untl 5:00pm the day before. If
changes are made after 5:00pm, compefitors will be
nofified by email or through announcements at the event
(unless changes are due o scratches, eliminations, or
unexpected situations the day of competition).

09:00:00  Schedules are tentative unti 5:00pm the ay betore. i [
changes are made after 5:00pm, competitors will be
nofified by email or through announcements at the event
(unless changes are due o scratches, eliminations, or
unexpected situations the day of competition).

09:45:00  Schedules are tentative unti 5:00pm the day betore. if [
changes are made after 5:00pm, competitors will be
notified by email or through announcements at the event
(unless changes are due to scratches, eliminations, or
unexpected situations the day of competition).

Previous Next

SanctionJobs ~ Scoring  Results  Repors  Assistants




The following section will appear. Here you can edit the date and time for the arena, add or
remove classes, and set the schedule. This is where you will input what arena and/or day your
are creating the schedule for. Enter a date and select a time (time is recorded as a 24hr clock
hh:mm:ss) for your schedule to start.

< Back

Save Arena

& Full Schedule | ¥ Schedule Overview | ¥ Break Sheet | #Announcer Sheet

General Class Schedule

Arena General

Name

October 11 Friday

Date
2024-10-41

select the day this arena will take place on

Start Time
08:25:00

him:ss on 24 clock

Note:
Schedules are tentative until 5:00pm the day before. If changes are made after 5:00pm, competitors will be notified by email or through
announcements at the event unless changes are due to scratches, eliminations, or nexpected situations the day of competition) P

note to display in schedule of arena

+ Save Arena

Class:

Under the “Class” tab you will add classes to each arena. To add a class, select “+Add Class
Test to Arena” on the right-hand side of your screen. This will open up a list of unassigned
classes. Select the check box by each class you would like included in this arena then select
“Save Class Test” at the bottom of the list

Save Arena

#BiFull Schedule || #iSchedule Overview | i Break Sheet | 1= Announcer Shest

General Class Schedule

Clas Schedle

Show| Al | entries

Search:
. Time Min Time Differential
Name Test Name Judge(s)  Order  Differential Group Action
Jumper- 0.85m-Class 3—  Jumper - 0.85m - 1 2 Minutes @ Edit u
Schooling Class 3
Jumper - 0.90m - Class 1—  Jumper-0.90m - 2 2 Minutes [ x |
Welcome Class 1
Jumper - 0.80m - Class 2—  Jumper - 0.90m - 3 2 Minutes @ Edit u
Spesd Class 2
Showing 110 3 of 3 enlries Frevious Next
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Select a Class Test to Add to October 11 Friday

Competition Tests

Min. Number of Tests

Select Test #* Between Each
Class Test Class Name Test Name Number Entries  Performance
. Dressage - Second Level - Dressage - Second Level - 1 o 0
= Test 2 Test 2
Dressage - Second Level - Dressage - Second Level - 1 o 0
] Test3 Test3
Dressage - Third Level - Test  Dressage - Third Level - Test2 1 0o 0
(. 2
Dressage - Third Level - Test  Dressage - Third Level - Test3 1 o L]
(. 3
Western Dressage - Level 2 Western Dressage - Level 2 1 o 1]
] TestB TestB
Western Dressage - Level 2 Western Dressage - Level 2 1 o 0
] TestC Test C

Close

Schedule:

This is where you will begin to build the schedule for the day. This is also where you can print
announcer sheets, randomize order or go’s/tests and add in breaks. The following pictures will
explain what each button means on the schedule.

Once your schedule is completed, you will be able to print the schedule, overview, break sheet
and announcer sheet from the top of this page.

< Back

Save Arena

W Full Schedule | #1iSchedule Overview | ¥4 BreakSheet | #4 Announcer Sheet

General Class. Schedule

¢Randomize Order of Tests

Schedule Gument Status: Pretiminary ~

© Brask Time 38 Randomize Glass

Jumper - 0.85m - Class 3 — Schooling 4 4 v F |4 | +AddEniy

Judge(s)
+ Save Schedule Order
Start Exhibitor roup
Time Participant  Number Sehedule Ord

08:30am  TestRider  TestRider 1
1
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The arrows next to each class name will move the class around the schedule. This arrow will
move the class and its entries to the beginning of the day.

© Bruak Time >3 Randomize Class
Derby /v: a v F T & +Haddenry
Judgeds

Start Time Participant Horse Schedule Order

This arrow will move the class one class earlier on the schedule

© Broak Tims. GRandomize Class
Derby 2(a v ¥ T & +addEnry

This arrow will move the class to the last class of the day

© Broak Time % Randomize Class
Derby 2 a -/: T & 4 AddEnty

Judge(s)

This arrow will combine the class with the class prior. This can be used if a group of classes are
riding the same test, you can run all the classes together, and place separately.

© Break Time 3¢Randomize Class.

This arrow combines with the class following.

© Broak Time 34 Randomize Class

Derby 2 « v ¥ T & HaddEny

This button can be used to quickly add an entry to the class.

© Breax Tima 28Randomize Class
Derby 2| a v ¥ T &  +AddEWy

This button will randomize your order of tests/entries in class.

© Break Time >4 Randomize Class
Derby 42 ~ v F T & 4 AddEntry /

Judge(s):
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Break time adds a break in the spot you click it. You can edit to adjust time, name the break and
add any notes about the break as shown below.

< Back

Duration 20

Min Time Differential Group

Only use when multiple entries compete together in the arena at the same time

Name Tractor Break

Note

+ Save

Score:

Scores are entered using the “Scoring” tab at the top of your screen. Three options are available
under the scoring tab: “Print Score Cards/Labels”, “Enter Score by Class” and “Find Classes

with Missing Scores”.

To enter scores into the system, select “Enter Score by Class”.

3

N
ESTRIAN

Provincal Championships 2024 TEST
Sanction Summary & Classes Competition Schedules Sanction.Jobs Scoring Results Reports Assistants
Entries

Fees
Print Score Cards/Labels

< Back to Dashboard
Enter Score by Class

Summary & Fees Waivers & Other Forms Ri  Find Classes With Missing Scores Logo

Select which class you would like to add scores to from the drop-down menu that appears.
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‘Sanction Summary & Classes

Agreements

Competition
Entries

Select a Class

Schedules

Sanction.Jobs Scoring

Please use the following form to search for a class that you would like to enter scores for.

Select a Class
- First Level - Test 2
Q Class Search e - First Level - Test 3
Dressage - Fourth Level - Test 2
Fourth Level - Test 3
- Second Level - Test 2
Second Level - Test 3
Dressage - Third Level - Test 2
Dressage - Third Level - Test 3
Dressage - Training Level - Test 2

Contact Us _

5516 Spring Garden Road
Halifax, Nova Scotia, B3J 1G6
Canada

English Flat Sen glish Pleasure

jor - Equitation on the Flat
Road Hack

Phone; 902-425-5450

Fax: 902-425-5606

Results

Assistants

Reports

Entering scores is based on how the class was set up to begin with. You will either be entering
scores and the system will place the class based on class rules or you can enter placings
without scores. For both scores and placing scoring, you will enter the data in the white text
boxes and select “Save Scores” at the bottom of the page when complete. You can also
designate athletes as “Eliminated” or “Late Scratch” from here.

Scores

33
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< Back

Score Entries for Dr ge: D ge - T

Score Entries Entera Scoro Next to Each Judge's Name

Tost Number

:
+ Save Scores

F

Exhibitor #: *

ining Level - Test 2 Dressage - Training Level - Test 2

Saaren

Participants  Horsos. Mark/Unmark Eliminated

T
R X Eliminated

Tast Aider 1

Test Ricer 2

Test Aider 3

Test icer 4

Tost Aider §

+Add By

Late Seratch




Placings

P
< Back

Score Entries for Dressage: Dressage - Training Level - Test 2 Dressage - Training Level - Test 2

Score Entries Entera Score Next o Each Judge's Name + A Enry

Search:

Judge List Judge Piacing Order  TestNumber  Exhibifor #: * Parficipants Horses. Mark/Unmark Eliminated Late Scratch

1 1 Test Fider 1 Test Horse 1
5 1 Test Rider 2 Test Horse 2
3 1 Test Fider 3 Test Horse 3
4 1 Test Fider 4 Test Horse 4
] 1 Test Rider 5 Test Horse 5

Results:

Once you have entered scores or placings for a class, you will be able to view results from the
“Results” tab. From this tab you can view results for all classes, see competition specific awards
and export results data. To View Current Results, or to Finalize your results, please go to the
results tab and select “All Classes”.

PP
EQUESTRAN
Sanction Summary & Classes Competition Schedules Sanation.Jobs Scoring Resulls Reports Assistants
Agreements Entries
All Classes
< Back

Competition Specific Awards

Score Entries for Dressage: Dressage - Training Level - Test 2 Dressage - Trainir
Export Data
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In the “All Classes” tab you can look results up by athlete, horse, or specific class. You can also

browse all results.

z
N
Faal

Results — All Classes

it are nel

to Final, set th

Please review the following results and make
eed to make ISS
set the clas:

Search

Class All

Person

Horse

Q Ssarch

Tip: Use the @ buttons to show the results for a specific class or all classes within a discipline.

sary. VWhen you are done, set the cla:
atus to Preliminary, complete

ur changes, and then

Pt ErINE HesUis

If you

It is very important that once you have reviewed your results that you switch the status of all
classes to final. You do this going to the top right of each class, clicking “Current Status
Preliminary”, and selecting “Final” from the drop down. This MUST be done in order to

process any payouts and finalize invoices.

© Dressage - Training Level - Test 2

Current Status: Preliminary v

G Preliminary

G Final

In the results section you can also view the current standings for you overall awards. To do this
select “Competition Specific Awards” from the “Results” tab at the top of your screen.

—

Sanction Summary & Classes Competition Schedules
Agreements Entries

< Review or Add Awards

Save Competition Specific Awards

Sanction.Jobs Scoring ‘

¥

Results ‘ Reports
All Classes
Comptition Specific Awards
Export Data

Assistants

Please wait for the following page to upload, this may take a moment. On this screen you can
view the results from each class, how many points were earned, and overall standings for the

award.
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o

® English Senior Overall

Class Name # of Entries
English Flat Senior - English Pleasure - English Pleasure 5

English Flat Senior - Road Hack - Road Hack

English Flat Senior - Equitation on the Fiat - Equitation on the Flat 5
Placing
Horse English Flat Senior English Pleasure English English Flat Senior Equitation on the Flat Equitation on the English Flat Senior Road Hack Road
Name Name Pleasure Flat Hack

TestRider  Test Horse 1
1

Test Rider  Test Horse 2
2

TestRider  Test Horse 3
TestRider  Test Horse 4
4

Test Rider Test Horse 5
5

Points from above

Horse English Flat Senior English Pleasure English English Flat Senior Equitation on the Fiat Equitation on  English Flat Senior Road Hack Road  Total
Name Name Pleasure the Flat Hack Points
TestRider  TestHorse 0 0 0 0
1 1
TestRider TestHorse 0 0 0 0
2 2
TestRider TestHorse 0 0 0 0
3 3
Test Rider  TestHorse 0 0 ] 0
4 4
Test Rider  Test Horse ] 0 o 0
5 5

Standing for English Senior Overall

Name Horse Name Total Points
Test Rider 5 Test Horse 5 o
Test Rider 4 Test Horse 4 0
Test Rider 3 Test Horse 3 0
Test Rider 2 Test Horse 2 0
Test Rider 1 Test Horse 1 0

Reports:

Here you will find reports to help with the details of your competition. Each report can be found
under the “Reports” tab at the top of your screen.
¢ Find Conflicts: These reports will find any conflicts between athletes, horses, or judges
entered in your competition.
o Custom Report Tool: This allows you to create custom reports to pull data from entries
¢ Non-Members in Competition Entry Groups: This report will show if any entries have
an expired Equestrian Nova Scotia membership.
¢ Overview: This report shows breakdowns of fees by item and by entry group
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o Payments: This report is a list of entries with their invoices. Competition managers can
add payments from this page by selecting the invoice icon on the right hand side of the
entry

e Stalls: This report shows what stall options have been purchased

o Add-ons (if applicable): This report shows which add-ons have been purchased.

e Prize Money: This report shows prize money payouts by entry group and by class

o Competition Specific Awards: This report shows competition specific awards by class

Sanction Summary & Classes Competition Schedules Sanction.Jobs Scoring Results Reports Assistants
Agreements Entries
Find Conflicts
Riders
Horses
Judges

Results — All Classes

Reports
Custom Report Tool

Please review the following results and make any changes that are necessary. When you are done, set the class st yon-members in Competition Entry Groups
need to make changes after a class has already been set to Final, set the class status to Preliminary, complete
set the class status back to Final. Financial Reports

Overview

Payments

Stalls

Add-ons (if applicable)
Search Prize Money

Competition Specific Awards

Assistants:

In this slot, you can add in an assistant to help with competition management. This may be
someone to input results for you or a show secretary accessing the system on the competition
date. The person added as an assistant will have access to all information stored under the
“Competition Management” section of your competition. They will not have access to the
“Sanction” section of the competition. To add an assistant, go to the “Assistants” tab and select
“+ Add Competition Helper”. Pease note that assistants must be current ENS members.

Sanction Summary & Fees Classes Compeition Entries Schedules ‘Sanciion.Jobs Scoring Resuts Reports Assistants

< Back to Dashboard

it appears there are no heipers forthis competition yet

The following search box will appear. Type in the full name as it appears on their ENS
Membership.
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Add Competition Helper

Need help managing your competition? Add a helper to your competition in order to
allow others to gain access to your competition from the "My Competitions" tab on the
"Dashboard".
Full Name
Usemame
Email

Member #

Q Search

If the person is a current ENS member, the below box will appear. Select “+ Competition
Helper” to add this person as an assistant on your competition. Once selected, the assistant will
be able to access your competition when they log into their account on nsef.horsesport.pro.

Add Competition Helper

Need help managing your competition? Add a helper to your competition in order to
allow others to gain access to your competition from the "My Competitions" tab on the
"Dashboard".
Full Name TrainerBob NSEF
Usemame
Email

Member #

Q searcn

Search Results

Show Al v entiies

Add Helper Member# 4 Person Gender
+ Competiion H 2910100 TrainerBob NSEF Non-Binary

Showing 1 to 1 of 1 entries Previous [ERN  Next

Close.

We hope you found this “How-to” guideline helpful and useful!

As always, if you require any assistance, please contact us at nsefservices@sportnovascotia.ca

Have a wonderful, fun and safe competition season!
Kindest regards, The Team from Equestrian NS
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