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Introduction

ORGSU hefyihe EventOrganiser tqorepare and produe an Event,no matterthe type or size of
sport. Thishandbook discussdhe main stepgrom event inception and setip through to final
official results publishing and deliveiy the series Incombination with the system menu and
descriptionsthis handbook provides all relevant information for users

Orgsu home page owww.orgsu.orgbrings all important features:

o HOME CONCEPT SPORTS 7IN1 CLIENTS FINANCE SUPPORT LOGIN / SIGN UP

ORGSU

7 in 1 Sports Event Management Software

As the system is relativebpmplexand containsmanyfunctions, the overall flowchartwill help you
to navigate theenvironment, fromphysicaladmin userregistration tothe RaceResults

So this is not a handbook for athletes. If you are looking for the athlete services go to the page
http://www.orgsu.org/athlete-login-and-profile please.
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Race Director

Race Manager 1. Event Organiser
Navigation registration in ORGSU

2. Templateslists
and other

3. Event Launching parameters settings

7-8. Possible business
partnership. How to

develop your event
production 4. Upradingof 5. Your

Collaboratiorwith websitg(s) al A YovabssteR
other companies.

(Business Handbook)
6. Payment gatewalg)and eshop configuration

10. Athletedo ontline registrations and purchagmodsgservices in integrated-shop

12. Startsand BIBa&ssignment 11
15. Timingcompany
13. Venue Registration
by ORGStéchnology

17. Exporentries
by ORGSU technology

18. Event production, liveesultscoverage and results printing

19. A financial clearing of the event(s)

The rumbers in the picture above reféo the numbers ofthe chapters below:
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1. Administrator registration and general instructions

1.1. Physical user account 1.2. @mpany 1.3.EventOrganiser
e-mail and ORGSU IL account FunctionProfile

1.4. Reaching Event Organigeofile
from another profile (e.g. fronseriesOrganiser profile)

There are two types of accountgithin the ORGSU system

1.1.Physical user accoun®ne physical us€éadminstrator) can be assigned to one or more
company profiles in one or more company crew roles. The area, country and language of a
physical user are displayed on the upper system status line. The user name and actual
assignment to the company are displayedtba right upper part of every system page.
Physical user can change his/her profile information and login assignment by clicking that
information box.

1.2.Company accountA few details must be filled in (company name, country, The system
registers evey company in at least one compafunction profile.

1.3.EventOrganiser ProfileThe most important section is the last wizard page, where the
e-contract with ORGSU Ltd is accepted. Without a contract, most of the system functions are
blocked. Full systerfiunctions are accessible when tERGSWicence for the given
company profile is purchased. On every system page, the Licence status is indicated by the
dot on the right upper corner (Green / Orange / Red).

1.4.Existing user of e.g. Series Organiser mayasahe Event Organiser Profile for his/her
company by clickin@ompany- Other available Profiles

Event Organiser HandbogkPaged



LU ORGSU.ORG

The completion of the last wizard step is an electrdgigningbf the contract with Orgsu Ltd. Please
read theTerms and Conditiortsefore signing this contract.

Africa

South Africa

BE== english

WORK PAGE - EVENT ORGANISER

My Events

New Event
My Events
My Races

General Settings

Event Setup

Event Age Groups (Divisions)
Raceday Specification

Races Specification
Schedule Preparation

Athlete Information .PDF
Export in XML format

Event Preparation

Partnership with other Companies
Costs and Revenues

Organiser's Crew

Logos

Event applets

Application Management

Event Production

Venue Registration
Registration Table
Registration Printout
Race Management Page
All Docs: Edit and Print
Starting List

Incomes Table

Timing Preparation

Timing Points Management
Start Number / BIB Management
Management of Race Starts

Timing

Mobile ORGSU Timing
Technical Times
Keyboard Timing Input
Export and Import

Race Management Page

Virtual Race Management

[ Companypone | cen N

Event Organiser Chokka Trail Run

Johana Swimmer

Water Events Ltd
Super User Event Org
Photogallery
Photo Upload
Resuits

Technical Times

Results Printing
Unofficial Results Print
Official Results Print
Race Management Page
Entries Export

On-line Results

Printing Templates

Templates for Header and Footer
Race Table Templates
Race Conditions Templates

As you can see, the
system shows a
companyfunctions
profile in the box in
the right upper
status line The
licence for this
profile has been
purchased, so the
upper right corner
shows a green dot.
One can operate
the system without
a licence, read the
Licence policy here

Licence for this profilenight be purchased i€ompanyg Licencemenu. OnceEvent Organiser
profile has beemegisteredandthe licence purchasedhe user will be able to operate all the system

functions.

By clicking onto the user nanirgfo box shortmenuwill appear:
Change Company profilallows to the physical user change the company or Logout

its function profile. Also it alws to the physical user change his/her personalVser Frefie Setiing
role profile in a given company. One physical user can be assigned to several"®

roles in the company function profileog outbutton logouts the physical user out of the

ADDRESS

r DUIIAla WL v

Change Company Profile

administration.

First Name Johanna

Date of Birth mm/da/yyyy

Language English UK

Surname Swimmer
E-mail John Klaalka@seznam.cz Phone 111111111
Country United Kingdom Area Europe

ORGSU ID ROZ4XD

o o B

User Profile Settings
opens the page of the
personal data information,
user photo and password

Change Password

settings:

The Settings button runs singbage with some technological settings
The choicéPo not show the

Show ToolTips

Do not show the box of the Event
status information again

box on the pagéBventc¢ A YA y 3

Use custom limit of registration
table and technical times table

User-defined limit of the technical

times table and registration table EL

Iy R

The value specified is the maximum
number of athletes available at the
'same time in the registration table
and the technical times table. If you
have a powerful computer with large
memory, the value can be shifted to
1000. Weaker computers can handle
up to 300.

box of the Event status
AY T2 NI G affegcythel 31 Ay Q

behaviour of he information

races of the event 48 hours prior the races.
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¢ K539 Odza (i 2optiorf cAnbé enabkedibg €hecking the upper button and then sidigishe

box value below. Both administrative tables of both Eveergistration and Evefitechnical times are
directly burdensome to the endser's memory. If you have an event with 200 competitors, then no
problem and the table will work on a weaker cong@uquickly. But if you have an event with 2000
racers, then your computer wouldn't be able to handle it well. Therefore, it is necessary to reduce
the number of entries entering the table. The reduction is done according to several criteria and the
systemwill always call it if the set value is to be exceeded. You can't call this reduction screen
yourself.

The handbook will go through all the main meparts: COMPANY / EVENT / ATHLETES now:

Johanna Swimmer +
WORK PAGE - EVENT DRGANISER §  WWater Evenis Ltd
3 Super User Event Org
Company Management E-shop Partnership with other
Company Detall Own categories in the tree structure Companies
Crew Members Add New Goods Business Deals Clearing
Orgsu Ltd Services E-shop E-shop Items Administration List of Cleared Business Deals
Licence Goods of all sellers that are published in the Race Business Deals
My Orders partner market Race Business Deal Clearing
ORGSU Ltd Invoicing Unfinished Orders List of Cleared Race Business Deals
List of Soorts. Davs and Months used for an Orders Race Business Deals concluded with my
age group proposals Export of Orders company
©Own Discipline Leg Settings E-shop Configuration Mediation of Payment Services
Delete Company Product Codes ‘Aareements for the sale of our services /
Partner's goods category approval goocsn other -ahops
Websites @ oGy e Agreements for the sale of items by athletes
TEST Limited Website Documents and by other companies in our e-shop
P les billi
Lind Websie Gonracs Mercarts Garg
Upgrading of existing Website Company Docs o g

Overview of the affiliated partner goods

Other available Profiles
Timing Company

Others
Photogallery
Purchased Timing Security Keys

Menu: Company /Company Management

Company /Company Detailllow entering and editinghe company details. The editing of all items
is available. The SAVE

must be used to keep the Title Water Events Ltd
ID 123456789 Country United Kingdom s
new data stored. E.mal some ines@ssznam.cz

This is an example of a non-existing event producer’s website for demonstration and testing
use. All names, logos, places, and other informatien may be similar to the facts only by chance.

Beseription Do not enter any race and do not buy the product and / or services offered in this e-shop, M
Company- Company e
Crew As from the very
i i Street 55, No Street City Prague
beglnr.nng the person e 9
estab“sh"‘]g the Country United Kingdom s Region / State $

company has got the role
QperUerQ 2F (KS RSaANBSR cahddd anbthe? physicaNUREF iktd Histher | Sk a8 K S
companycrew. The physical user must vigie ORGSU | .

Accountant

homepage andegisterthroughthe menuLogin / New Gwto e

. E-shop Administrator
obtainan ORGSU ID number. Phatograsher mor

Registration Crew

A hitting to the green plus a new row in the table appears. On e sena o

Rights: Event Restricted
GKS STl aARS (GKS NRftS Ydad *60°S*=a St SOGSR™F yR |
. . . Only ORGSU registered physical users can be added info your Crew.
mail) must be entered to the right side column.
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An entering of correct value will be comfied with the OK sign and user name displaying:
John Klaatka@seznam cz Swimmer Johanna -

SAVE on the page bottom must be used to save the new settings.

Company / Orgsu Eshappens a page with the Orgsu factory eshop offering some additional
services.

Company / Licencgives a table of the limces purchased and an option to get a new one. Press
WSelectand buy newlicené G2 3ISd GKS 2FFSNAYy3I NBtlGSR (2 (K
country.

Company / My Order®pens the table with the previous orders and also Orgsu ltd invoRyes.

clicking on the right column the details and payment of 4paid orders is available.

v [NV VRVIVE N EXRVE

6/26/2017 8:18:12 | Upgrading of existing website - (1 pcs x 200.00 $) Organizers Support, 200,00 | § Waiting for

Slizoes AM 200.00% S.r.o. Payment

ZiEiAnAR B.A4-AD ADACI LA cals Pafadaial Cuamd® 4 v AEAA AA PEY | Aecamizava Oimmae PR

Company / Orgsu Invoicing a filter just gathering theperating fees invoicing. Each currency has its
own invoice for all three

types of the fees. The
detail button Opens the Cancelled 4/23/2019 480£ 480£ 0.00£ 960£ ail

. . . Completed 2/28/2019 98.00 K& 0.00 K& 33342 KE 0.00 K& Detail
page Wlth an Involce Completed 13172018 74768 0008 197§ 72008 Detail
detail. The details of the 3 mecerss

invoicing process is clear from therms and Conditions

Company / List of sports

The site allows you to edit the list of sports that the syst#fers and make customizations to this

list. In addition, one or more disciplines can be assigned to the sport. For a clear understanding of the
terminology: Sport Triathlon has 3 swimming, bike and run disciplines. The 'date ..' theme is more
complex an discussed later in the manual.

Company / Setting up your own discipline$he site with the modification of factory disciplines, that
are assigned to sports.

Company / Delete companfunction will work only for a newly created subject without any ewent
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Menu: Company / Websites

Company / Limited Website

The system itself can create a website that will contain the most necessary to publish races,
applications and results. To activate a limited page, you need to chedRale is activ@ption,
enter the required parameters, load a background (preferably a sky image or some other bright

pattern).

v NAME OF THE SITE AND ITS ACTIVATION

Title WaterEvents

L R A e 00 A ianshny
sppietcolour [ [0 00 () L0

The page is active ¢/

Select Font of Menu  Tanoma
Menu Character Size 20
Menu Text Colour I

Picture — w Upload a picture of 2000x80 Pixels or smaller for its repeating

(=]

Menu

Page Background | Download a bright picture of 1000 Pixels in width please.

Repeat | |
Auto wide ||

To activate or change the
parameters press the
Bave&button. Then, if you
or your athletes open this
limited page, you (as an
athlete) can test how
system worlsfor athletes.

The settimgs of the the
above will provide the
limited page accessible on

the URL addredstps://tech.orgsu.org/Site/WaterEvents. It is one of the testing companies accessible

Organiser Race Calendar Series Calendar E-shop
T _

RACE CALENDAR

Swim 350 m Enter
30/12/2019 | Survival TT St Francis Bay Cross Triathlon MTB 23 km Start List (3)
Trail Run 7 km Tracking
Enter
301212019 | Kids Run E€EQUICA \, St Francis Bay Running Trail Run 10 km Start List (5)
R LIVE Results
Run 5 km Snter
30112/2019 | Kouga Adventure P St Francis Bay Adventure il i} Start List (10)
Tracking
Enter
30/12/2019 KA Waiting List St Francis Bay Adventure Adventure s o)
EXAMPLE REGISTR EVENT
Enter
08/12/2019 | Example Adventure E Boulder Reservoir | Adventure Adventure 206km | Satkist(5)
racking
Swim 750 m Enter
08/12/2019 | Example Sprint Triathlon - Boulder Reservoir Triathlon Bike 20 km Start List (5)
Run 5 km
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for anybody:

The limited page can be
used as the only the page
for your athletes. Also you
can use this page
simultaneously with your
original page(s) boosted
with Orgsu services.

There are fewDrgsu
components on the page
so called appletsYoucan
find these applets on the
menu below:


https://tech.orgsu.org/Site/WaterEvents
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Company /Upgrading of existing wesites

This site gives you the opportunity to create a new service (applet) for your site and also offers you
the ability to check and edit existing applets. These are fandilocks that you can parameterize

and upload to your website or your sponsor's website. The whole website reinforcement topic is
included in the specializeé®&trengthening Your Websi@manual.

Menu: Companyg Eshop

If the organizer will sell on hisher website entry fee or other services or goods, then he / she needs
to configure eshop. For this topic, look for the spec@RGSU-shoxImanual. Now only the most
necessary parameters are listed. Go to the p@genpany- Esshopconfiguration

A) Curency, which should be offered correctly in the desired country and an email to which the
system will send information about executed orders, etc.

E-shop email organiser@organiserrr org

Unpald orders will be automatically canceled. Enter the number of days after
which such orders are to be canceled

Checkmg the box will cause your clients (athletes) not to create a user account
before signing up the race / before shopping

The offer of goods for the race will be published at the main entry page as well

B) It is also necessary to specify the format of the numerical series of orders. Default is offered as the
initial value 00001 to AAAAA and the last 2 digits of that calendar year are offered in the CC position.
The KKK value cannot be changed.

A series of orders starts witha ..
value (AARAR) “““%¢
Company ID determined by the dur Noraber Selincs: AAAR o
system (KKK) 012 dor Nu 95 AAAAACCKKK

User defined 2 digits Code (CC) 19

C) Then it is advisable to fill in the bank details in order to publish the sale of the entry fee or goods.
The bak transfer is an archaic option, but it is a fast variant and for some substitute until it activates
the electronic payment gateway in the bank. See®etting up a payment gatew@yanual.

At the end of the minimum configuration of the Compagghop coffiguration, it is necessary to put
SAVE at the bottom of the page.

Company / Documentsection, .pdf documents are stored, mainly concluded contracts for individual
company functional profiles.

Company / Collaboratiorsection with other companies bringssat of features that allow you to

enter into business agreements with other companies and share funds generated by the events. This
topic is discussed in tHBusiness handbodBnanual.

Company / Other Available Profilesection allows you to activate atieer profile for your company.

Only profiles that are not yet active are displayed here.

Company / Othes section also allows you to enter and manage photo galleries. These can then be
published separately or within the event calendar app&mpany- Phao galleryfunction can

store and publish race pictures
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2. Templates lists and other parameters settings

There areseveraltemplates whch everyEvent Organiseshould have readprior to hisevent/race
Thepicture below explaingheir functions

www.evenbrganiser
new athlete registration.‘

account creation - Factory template and edit available at
V4 Athletesq Personal Data Processing
A. Personal Data This template does not differ within an Event

Processing Approval

V4
Event
hNEF Y WWw.evenbrganiser C.Header D. Footer
Athletes Application to the Race
database / Header and Footer Templates can be created by us:

and contains data inserted by the system (e.g. sponsor
loao. name of the race, date of printout, ..1

B. Race Terms and

Conditions
\ Factory template and edit available at
Event¢ Race Terms Conditions Template
\ This document is to be edited and saved for every race.

§ The Header and Footer may also be added
Adag Athlete g
to the §art List 1

\

Venue registration printouts
E. Reaqistration Table Temp.
Table Templates

L] F. Information Leaflet

Publishing and printing Start List Facbry table templates are
available for all 3 types. Header
G. Start List Table Temp. and Footer can be added to
\ these printouts. User can find,

edit and save them at Event

Publishing and printing Relsi \ A

H. Results Table Temp.
N
Race Results

This boring but very useful staff should be done before actually using the system for real events.
Usually the ORGSU factory templates will be availablthe systemsothe user maycopy the
template andmake use of it for garticularEvent / Rice.
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A) Personal Data Processidg

The database owner (event organizer) and his client (typically the athlete) enter into an agreement
with this document that the data and information will be stored in the organizer's database. With
respect to the GDPR Regutet, the Athletes- Personal Data Processimgenu has to enter the age
limit of legal personality

(16) and the minimum

age of the legal

guardian (18ears of

age.

The default system setting is empty without the specified vahrestherefore does not take into
account GDPR. It is the responsibility of the organizer to decide whether or not to apply GDPR (or
other) restrictions.

B. Race Terms and Conditions

In the EVENTRace Terms and Conditions Templataenu you can open a table of existing

templates. These templatesaydiffer from race to race, from sport to sport. When selecting + NEW,

the user can use th#®Participation Conditiordactory template and / oselect an empty template.
Editing a new or existing
template allows you to add
a header and footer
template, see below. The
assignment of thedrms

template to theparticular races provided on EVENTRace SpecificationAny template can be

assigneda any race here.

C Header

Find the templates oEVENT, Templates for header and footeiThe default factory Header has
template whch
every useimaycopy
anduse, edit and
save as needed
Working withthe
internal editor is
easy please find
more irformation
here:

http://docs.cksource.com/CKEditor_3.x/Users_Guillee ser mayaddsystem texts so-called
Wiarks2 into the textby hittingthe [T] [Text]button and selectingn option e.g. Name of the Race.
The factory template contains the most useifufiormation, asyou can see heren a real example:
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