Submitting ESR — Year Round Event

Paragraph 4.07 of the American Volkssport Association Policy Manual establishes the
requirement and rules for event sanctioning. It is highly recommended that clubs
become familiar and stay current with the policy.

To enter an Electronic Sanction Request for a Year Round or Seasonal Event, you must
get to the Club Home Page by following the instructions in Getting Started — Accessing
the Club Home Page.

Briefly,

1. From the AVA home page click on Club Events Data.

2. Click on the Clubs button of the Club Home Page Entry page.

3. Enter Login ID and Password and click on the Login button of the Club Login page.



Welcome to the A¥YA Club Homepage

Club Number AVA-0636

Memhbership 132

Club Name Flacer Facers

Regional
PO Box 142

Official Address Auburn o4 95604

AVA Home Club Info

1515 Quail Road
Newcastle CA 95658

1951 Quail Road Instructions |
Newcastle CA 95658

Officer Updaté
State Rep Up§

Contact AYA Shipping Address

Financial Address

DOfficial Contact Don Ratliff - {916)645-8280

E-Mail theplacerpacers@yahoo.com

Web Listing - City f State Auburn, CA

Club Website www.placerpacers.org
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Figure 1 - Club Home Page

1) After you have collected all the information you need for the Electronic Sanction
Request (ESR), click on the Events button to get to the ESR Navigation page.



Club Home Page » ESR Navigation
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Figure 2 — ESR Navigation Page

2) To enter a sanction request for a Year Round or Seasonal event (not a Traditional
Event), click on the Manage YREs button. This will take you to the Year Round
Events Listing page.
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Figure 3 — Year Round Events Listing Page

3) You have two choices on this page, to create a new Year Round Event or add
Special Events to existing YREs. Right now you are going to create a new YRE.
(Special Event Classifications may be added from here, or you may follow the
instructions in module Adding Special Events.)

4) Click on Create New YRE.
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Figure 4a - Year Round Events New Entry Page

Fill in the information you have collected, scrolling down and entering information as
you go.

Be careful with that drop down list in the upper right for selecting the region. Pick
the wrong region, and your sanction request might not get approved.

You need to be extra careful with the Start Date and End Date, making sure that
these are future dates.

The Select Region for EVENT, Start Date, End Date, Start Point Only, Extended
Description (with at least 10 characters), and Start Point Address fields shown on
this figure are required. You will receive the error messages shown at Figures 6a
through 6q if you try to submit the ESR without them.
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Figure 4b - Year Round Events New Entry Page

9) Event Name is an optional field, but if your event has a name (very helpful for

cities/locations with multiple events), enter it in this field and nowhere else.

10) Event Website is another optional field, but if your club has a website and it will
have information on this event, you should enter it.

11) The Start Point Address and Driving Directions, Event City, Event State,
Distance, and all of the Point of Contact fields shown on this figure are required.
You will receive the error messages shown at Figures 6g through 6p if you try to
submit the ESR without them.
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Figure 4c - Year Round Events New Entry Page
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12) The Award Type field shown on this figure is required. You will receive the error
messages shown at Figure 6q if you try to submit the ESR without it.

13) Although the Special Information, Event Rating and # Stamps fields are optional,
it is strongly recommended that they be filled in...strongly recommended.

14) Double check your entries, and then click on the Submit button. This will take you
to the Year Round Events New Event Entry Confirmation page.



sl gl Y
& Eayy =
A
Year Round Events i
Home Mew Event Entry Confirmation
club The information you entered is listed below and has been submitted to the appropriate approval authority. Use the "Print" option on your browser to
208, print a copy of this form,
State Assn's Event ID: Ge316 | Club Number: | AVA-06EE Region: | P&
Event Dates: 12/12/2012 to 1271272012
Reai I
Event Type: R ‘ ‘
AWA H
20E State Assn: Select Sta
Contact AYA Start Point Only
{website basic info) Crazy 8 Matel.
Extended Description
(event |nf||:;:o?lz(artlng Fpink Mice walle around a pond.
{website more details)
Start Point Address
(Start Point: Starting Point book) 9999 Fairview Drive, Somecity USA
{website more details)
Event
Comments
Event City .
{website basic info) SOty
Event Name
{website basic info)
[ [ &

Figure 5a - Year Round Events New Entry Confirmation Page

15) This page confirms that you have indeed submitted an ESR for a Year Round
Event, and reveals the information that you entered. It is suggested that you use
your browser’s print capability to print a copy of the report; Figure 5b illustrates how
to do that.
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Figure 5b — Printing the Confirmation Page

16) To use your internet browser’s print capability to print the confirmation page, click
on File in the upper left of your browser, click on the Print option from the drop
down menu, and then select the printer from the popup menu (not shown).

17) Scroll to the bottom of the Confirmation page.




Distance

{website basic info) 7 miles

Event Website
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Figure 5c - Year Round Events New Entry Confirmation Page

18) You have printed the confirmation page — highly recommended — and have two
options left; Click Here To Return To Your Home Page or Click Here to add

Another YRE Entry.

19) You haven't actually finished with this ESR yet; you may have some Special Events
to add. Click on Click Here To Return To Your Home Page to return to the club

home page, then follow the instructions in the Adding Special Events module.



Error Messages

X

The page at http:/fiwww.ava.org says:

] Please select one of the "Region” options.
1

Figure 6a — Region

The page at http:/fiwww.ava.org says:

Please enter a End Date in MMIDDJYY Format

~_!‘_4

Figure 6¢c —End Date

=

! Flease enter & value for the "Extended Detals” field,

The page at http:/hwww.ava.org says:

Figure 6e —Extended Details

X

The page at http:/fwww.ava.org says:

! Please enter a value faor the "start_addr” figld.

Figure 6g —Start Point Address

The page at http:/Awww.ava.org says:

The first "Stake Selectioni” option is not a valid selection, Please choose one of the other options.

~_!‘_4

Figure 6i —Event State

The page at http:/fwww.ava.org says:

1 Flease enter a value for the "pocname" field,
[=LIE

Figure 6k —Point of Contact Name

10

X

The page at http:/fiwww.ava.org says:

! . Please enter a Start Date in MMDDfYYYY Format

Figure 6b —Start Date

X

The page at http:/fwww.ava.org says:

T Flease enter a value for the "startpoint” Field.

Figure 6f —Insufficient Extended Details

The page at http:/fiwww.ava.org says:

"N Flease enter avalue for the "Event City" field,

.y

X

The page at http:/fwww.ava.org says:

The page at http:/fwww.ava.org says:

Figure 61 —Point of Contact Address



The page at http:fiwww.ava.org says: E]

! Flease enter a value For the "poccity” Figld.
=Y

Figure 6m —Point of Contact City

The page at hitp:/fwww.ava.org says:

Flease enter a value greater than "0000000000" in the "POC Phone Mumber" field,

A

The page at http:/fwww.ava.org says: r5__<]

! Please select one of the "Award" options.
= )

Figure 6q —Award
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The page at hitp:/fwww.ava.org says: @

! . Please enter a value for the "pocst” field.

Figure 6p —Point of Contact E-Mail



