How to add Rallies or Competitions to Hose Events System

When Adding a Rally/Training Event use the Add Rally Option. 
Competitions should be added as an Event

Adding a Rally
It is actually quite easy, I have set up the Christmas rally and made an entry

As per the other night when adding  PC session log on as Burton@PCUK.org and use password 8urt0nPC

You need to go into ‘Event Manager’. Black box at top RH corner

This will show up and coming rallies/Training – you can view/manage events from here

To add a PC Training session or Rally – Select ‘Add a Rally’ (I think the EVENT option is more for comps)

Most of it is self-explanatory but pointers below

· If it’s a new venue – wont be in drop down list – when you add for first time you will need to add in all details including What 3 words
· Pony Club bit fine – but would suggest you don’t open it to other Areas initially – I guess you might choose to go into it later if short on  numbers and open to Area 6
· Key Dates – date and time Rally starts and Date Rally closes are the days the event is on – so in most cases will be the same. Date booking opens and closes is pretty obvious
· Contact Information – this is organisers info
· Refund type -Please select this option No Refunds after the withdrawal date for whatever reason. Before this date full refunds to be given.
· Note The refund will be minus the booking fee – this appears in the member area
· Cancellations – Please select this option In the unfortunate situation of the event having to cancel all entries will be refunded in full including any booking fees paid.
· This means if we cancel the member is not penalised by losing booking fee – hope we don’t need to cancel too much
· Tickets – total spaces at rally – for example SJ for 3 hrs = 12 spaces. Please select fees to be applied per TICKET, this is effectively per person. If you select per event it is more expensive for the majority
· Most events will need  only 1 Ticket Type , suggest you would only need more than one ticket type if having tiered prices
· Name and details – suggest ‘General Rally place’, if just one ticket type – the number of spaces will be same as the total rally spaces
· Price – be careful with Price – booking fee price changes at £10, £20 so a session at £19.99 should be a £1 booking fee. A £20 rally will be £1.45 booking fee
· Also note when we used to use Unity – we added the PP fee to the cost of the rally. HE is different the price you enter is the cost of the event. Booking fees are added on top and go direct to Horse Events
· Form type – Select Ridden Pony Club rally, this gives you the options for questions that you wish to ask i.e. level training out so you can sort groups
· Accept terms and conditions
· Permissions – this is so others in branch could view your event – currently we all using same log on – so as long as we don’t get any conflicts we shouldn’t  need to do this
· Add event – if you have missed anything you will get error message.
· The event will need to be approved by HE before it is available to book
· If you make a mistake – don’t panic HE are really helpful and can make amends if you cant


Adding an Event
Similar procedure to Adding a Rally but you must select a different option when the branch chooses to cancel an event, otherwise this could be extremely expensive for the branch

In the unfortunate situation of the event having to cancel all entries will be refunded in full minus any booking fees

Member Booking

· Members will need to set up a log in on Horse Events. Be careful as an organiser you must go in to your account to book in /add riders etc – don’t use the PC log on! Easily done! Lol!
· Riders and horses will need to be added (not all fields are compulsory) . You only do this once so its speedy in future
· As you enter a rider you will need to validate the membership
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