Entry Process

Exhibitor Group (Family) Entry

Important Reminders

e Your fair probably has dates when entry is accepted into the fair. Be sure to complete your
entries (including the final “Submit” step) prior to the cut-off date.

e Register all entries for each exhibitor in the family before proceeding to the Payment
section.

e Be sure to click the “Submit” button when you have completed your entries. Entries are not
final until they have been submitted.

e Check your email inbox for a confirmation email with a list of your entries and any related
fees. That confirms that the entries were submitted, but they are not “final” until approved
by a fair manager. You cannot start a new invoice (add more entries) until the first invoice
has been approved.

e You will receive a second email when your entries have been approved by your fair or show.

. . & https://www.fairentry.com
» You may access your Fair or Show from their | I —

direct link
http://palopintocounty.fairentry.com  FairEntry
or go to http://www.fairentry.com and click
“Find Your Fair”. Flexible Fair Registration for counties and states

Q Find Your Fair

e On your fair’'s Welcome page, select “As an

Exhibitor”. How would you like to participate?
(As an Exhibitor 0)
As an Auction Buyer (5]
As Fair Staff/Volunteer (5]
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Fair Entry_

Entry Process

e If you have registered for a Fair with FairEntry
before, enter your login information.

e If you have forgotten the password that you
used the last time, use the “Forgot your
password?” link to have a new password
emailed to you.

e If you have not registered with FairEntry
before, select Need a FairEntry account”.

Follow the instructions to create your account.

Use your FairEntry exhibitor account

Important! If you have a FairEntry staff/admin account, you will need to
create an exhibitor account. Please create your account here instead.

- Fair Entry

2 SignlUpGenius campany

= samplefamily@nomail.com

#) oo
Sign In with FairEntry

(Not in 4-H Online, and need a FairEntry account? )

Click “Begin Registration”

Welcome!

We noticed you haven't yet registered for the fair.

Step One - Entering Exhibitor Information

If your fair is configured to accept both individual
and team entries, click on the appropriate choice
for your entry. Some fairs may only be configured
for individual entries.

Entries Payment $0.00

Do you want to register an Individual?

& Individual

Enter the exhibitor information into the required
fields. Some forms may require different
information depending on the Fair or Show.

New Individual Exhibitor

First Name
(Required)

Last Name
(Required)

Date of Birth =
(Required)

Gender
(Required)

A The form is incomplete Cancel
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Entry Process

(If you entered/spelled something incorrectly on
the previous screen, you have the option to Delete
this Exhibitor on this screen.) Enter the
information on the Contact Info screen—the only
required field is the top Home Phone Number.
You can use the same email address that you used
to create the account, or an alternate one unique
to the exhibitor. If they wish to receive text
messages, enter the cell phone number and
carrier. That number can be the same as the
Home Phone Number entered above, or different.
Click Continue when you are finished entering
data.

Helpsheet, Becky @
3/05/200 v 4

=0 Personal Details  Contact Info

© Delete this Exhibitor Contact Info

Home Phone Number
Email Address

Cell Phone Number

Cell Phone Carrier

FOIMat: ##s-si-aas OF whppmnssns

Format: naneguebsite. con

FOIMAt: -ttt OF bbbt

Specify your cell phone number (and cell phone provider)
if you want fo receive SMS Text messages
about your FairEntry records

AThe form is incomplete. Please complete the form

Enter the mailing address. All fields, except
Address continued, are required. If the exhibitor
has the same address as was entered on another
exhibitor in the Exhibitor Group, click “Copy” to
add the address to the current Exhibitor record.
Click Continue when all information is entered
correctly.

If your fair or show asks additional questions,
those will be step 4 or 5 on the progress bar.
Answer any questions, and click Continue.

OO

Personal Details ~ Contact Info Address

Address

© The exhibitor's address is very important!

If this exhibitor will be receiving checks from the fair, those checks will be mailed to the address entered here.

123456 m
Dallas, TX

75252

Address
(Requirec

Address
continued

City
Required
State

Postal Code
(Required]

Review the exhibitor information. If any
information is incorrect, click the green Edit
button in the appropriate group to change it.
When all information is correct, click Continue to
Entries.

Helpsheet, Becky
v

© Delete this Exhibitor

Personal Details
First Name
Last Name

Date of Birth

Gender

Please review the exhibitor registration.

>—0O0—0O0—0O0—0

20 Personal Details  Contactinfo  Address

ED Contact Info E3
Becky Email
Helpsheet Home Phone 555-123-4444
8/05/2000 Cell Phone
Female Cell Phone Carrier
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Entry Process

Step Two - Creating Entries for Exhibitors

Each exhibitor can have multiple entries. One entry must be made for each item. For example,

if an exhibitor is bringing 2 photographs, two entries into the appropriate photography class

must be created. Once all entries have been created for the first exhibitor, you have the choice

of creating another exhibitor in this exhibitor group (and entries) or proceeding to check-

out.Instructions

Click Add an Entry beside the correct exhibitor (if
more than one has been created).

Jament

There are 0 entries belonging to 1 exhibitor in this invoice

Helpsheet, Becky

0 Entries

$0.00

Click Select beside the first department you wish
to enter. Any departments that are not available
for entry will be noted as “Not Available” with a

short explanation.

After you select a department, you will see a list
of divisions to select from, and then a list of
available classes. Also notice that there are blue
“Change” links in case you mistakenly select an
incorrect department, division, or class.

After you have selected the class, click the green
Choose button.

At this point, you will continue on with the
Single Entry Process.

Choose Department and Division

Department Horse

Division 312: Horse Showmanship

Change

Change

©RegistrationMax LLC
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Entry Process

Creating Entries Using the Single Entry Process

Select the appropriate class. EBENDEETED $11075
) ) e — e
Click Continue e ——
© Select a Class to continue
'20210: Market Meat Goat Wethers
23211: Market Meat Goat Does
Sale - Resale of Market Goats
Follow the instructions on-screen to enter any o) : ;
additional information such as Entry Description,
Custom Questions or Custom Files associated with e v
that entry_ Selected Club: None Suggested Club: :)emo FFA Chapter
Clever Clover Kids (zDemo) m
Curious Carvers [ ]
Demo County Boy Scouts [ owner |
Demo County Girl Scouts [ other |

When each class entry is complete, you have

three choices for what to do next: Paymmant $2.0(

a) If all class entries have been completed for
one exhibitor, you can Register another Helpsheet, Becky  VWWhat do you want to do next

Exhibitor in this exhibitor group. Em

b) If this exhibitor has more class entries to
make, you can Add another Entry for this
Exhibitor. Do this until all entries for all

exhibitors are complete, then Continue to

Payment. |

© Register another Exhibitor

© Add ancther Entry for this Exhibitor
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Entry Process

SO no payment is required.

Submitting Entries
When all entries for all exhibitors in the exhibitor group have been completed, Continue to
Payment to finalize and submit your entries. You must submit your entries even if there are no fees,

Review your entries for completeness and
accuracy. Notice the Summary and Detail buttons
at the top of the list on the right. If there are
errors, click on the green Entries section at the
top of the page. Click Continue when all
information is correct.

Once all entries have been entered for exhibitors
in your family, submit the invoice for approval.

You will receive an email message when the
entries have been submitted for approval. You
will receive a second email when the entries have
been approved.

Important to know: Until your first entries have
been approved, you cannot start a new invoice to
register additional exhibitors or entries. If you
wait until the last minute to make entries, and you
forget an entry, or don’t make entries for an
exhibitor in your family, you may likely not have
an opportunity to add those because registration
will have closed before the first entries are
approved.

$2.00

EIEDEED
o z :

Review Payment Method Confirm

Invoice Summary | Detail

Individual Exhibitor: Becky Helpsheet

Exhibitor Fee $2.00

Entry #266: Food and Nutrition / CooKing 101/ One loaf banana bread

Total: $2.00
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