KCAA Veteran’s Cross Country Championships
Additional online entry instructions — Rev 2021

The online entry forms have been revised following requests for a single entry form with multiple age
group selections. A maximum of 32 online entries can be made with each entry or uploaded from
the csv file created as per the instructions below.

Save the csv (comma-separated values) VetsTemplate file, the excel Entry Forms file into a
convenient folder together with the Past Entries file if you have received it.

You are advised to read the Championship Prospectus and Instructions and complete a copy of your
entry in the excel Entry Forms before preparing the csv upload files described below. For
convenience it might be easier to save the Previous Entries file as your new entry form and update
and modify accordingly. All athlete entries must include input in the EA Number, Dob and Qual
columns. There must be no blank lines of data. This would probably best be achieved by sorting the
entry by FirstName, LastName and Age Group Entered. You can copy data into the form from other
excel or word documents but are advised to use the Copy and Paste Special — Format or Match
Destination Formatting option so that the format of the entry form is not corrupted.

I welcome submission of any missing details, corrections, changes and updates of places of birth
and residential qualifications. For new athletes born within the KCAA qualification area (B) details of
where in Kent or the London Borough they were born or first went to live immediately after birth
should be submitted. Kent has frequently been recorded as a non-specific place of birth for those
born in the KCAA qualification area but ask for more specific information, if available.

The following instructions are a guide how to create the csv entry file and subsequently how to
upload it using the online entry forms.

Open the VetsTemplate file from excel after selecting the folder where it has been saved using the
All Files (“*”) option.
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For simplicity the following instructions will assume that you received a copy of the past entry details
or have already prepared the excel Entry Form.

| attach an extract from my sample fictitious Newnham Trotters Entry Form showing the previous
year’s entry details.
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2
3 Saturday 5th December 2021
f | £6.00 per athlete (Mo limit) — Mo guests or unaffiliated athletes
| Friday 19th Movember 2021
f Club: Mewnham Trotters
- | 2,

Number First Name Last Name DoB Age Erdars Qual. (Place of Birth |Res. Date
i Group d
g | 1| Z745331 |Barbara |Brooks 2TH 980 W35 B |Bromiey
in| 2 | 25188 |Rosemary ESmith 10v0d/ 1980 W35 B (Kem
1| 3| 287230 |Saly Fine ZTHENETE | WYE W35 B |Lewisham
12| 4 | 2872370 |Saly Fine Zrahar2 Vid5 B |Lewisham
13| B | ZT46ZTH |Clayton Ayas Qo2aTe (L] B |Greemwich
14| B | ZT45310 |DCanad Sirang 16041970 (] G |Orsedl Egsex 2002
& | | ZB46610 |Hachand Jones QE2ane (A B |Gresrmwich
ol B | 2754788 |Kewin Yaung 25011980 (LETy B |Penge SE20
yr| B | 3745068 Andrew Simims p[iie g ltaich] [EET B |Greamwich
g | 10| 2818893 |Adnian Srnikh 0921875 K40 R |Essex pre 2012
35| 11| ZT46511 |Andrew Tirtkes O52MaTE (AR B |Beckenham

You should particularly note the 2 entries for Sally Fine, one as a W35 including an entry in the
Athlete Age Group column flagging her entry in a younger age category and the other as a W45.

Copy the entry data ie cells B2 — H19
Select the VetsTemplate.csv file and paste into cell A2.
NewhamTotters (Clubname) in csv format

You must not save using the Macintosh .csv option as you will not be successful in uploading your
entry.

The following warning message will be shown. Select yes
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MNewnW35.csv may contain features that are not compatible with CSV (Comma delimited). Do you want to keep the workbook in this format?
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As this has been saved as a csv file most formatting will have disappeared in the saved file but for
the date of birth Date format of dd/mm/yyyy which must not be changed.

Additional entries, amendments or correction can be made to this file but | repeat that It is essential
that there is an entry in the EA Number, dob and Qual columns for all entries,

Repeat the same process as above to create the other age group entry csv file,

How to complete an online entry



Select the http://www.kcaa.org.uk website

Select the Cross Country tab and scroll down the page to find the Vets Cross Country
Championship entry information. That will include a hyperlink to the online entry form.

Select the Choose File button and then select the csv file from the folder where it was saved.

Select the Upload Athletes button and the Athletes to Register table below will be populated. Some
validation will made at this time to check that the input data is correct.
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If you receive the successful file uploaded message and the Athletes to Register table is empty then
you have not saved the upload file using the correct cvs option.

You can again add additional athlete names and details or correct the information which has been
entered.

Alternatively if you don’t have the entry form details prepared and don’t wish to create the csv file
you can individually enter the athlete details. You must enter the DOB in dd/mm/yyyy format, make
an entry in the EA Number column and select the appropriate Birth, Continuous or Residential Qual
and enter Place of Birth and Resident From as appropriate.

Scroll to the bottom of the form to complete the Team Managers Information



Team Manager Information

Surmame Charikon First Mama Snan

Chuls ither Cluk ¥ Oiher Club Mewrham Trothers
Emiail Address  bran. charitons4Egmeil.com Clils Risda  Taam HManaper
Talephogia e DL795 EH0200 Mabile Mo

Biddreas Je=muond Dene, Seed Boad, Nemnbam, Sitbnghbsume, Kenk

Poctoods MES QRS

Copyright 2019 KCAA FSaxion Enterprises

Select Register

Validation procedures will occur to check that the dates of birth have been entered in the correct
format and other data has been entered as required. Correct if necessary.
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Team Registration Details Confirmation

leam Manager Information

Taam Mansger Brlan Charkon

Chah Mesmham Trotters

Address pearmwnd Dene, Seed Rosd, | ham, S . Want

Padiciils HED Ohis

Enesll Address orianigkcad.org.uk

Cheh Position ™

Tulaghore Muimbar 1S ERETeG

bk Wby

Athletes To Reglsier Entry Fee £66
EA Numbeer Forenanee ST Ll Age Groap Dyl Mace 04 Birth  Resldent From

ZT4EITE Sarbana Broagks 27D I5ED Sendor Waormen Webs 35 Birih Bromiley

FERIERT Epraermary =mmeth L0/ SR Gendor Wiornen Wets 19 Rirth Hant

TETINTH Sally Firi 2704597 Sandor Veorean WL 35 Birth Lt st

ZETIZITO Sally Fine A7ADGIEFTE Sendor Veormen Wets 45 Eirth Lewisham

FT4ET TR Clayten Aame DT IFTE Gemior Man Weis 44 Barif Gresnmich

FHBIEG Eravad SA7 B LEMDAIISTE Saior Han Vats 40 Contimstus Ot Bssax 2002

FEASEND Echaed Jones 02712789 ME Senior Men voiz 40 Edrth Gresznsich

ZTHATAR Emuin Yorang 290171580 Sendor Hen ety 40 HFrth Penage SEIG

ITTaices Afdraim LT iofoeiEeds Secior Man ves 40 Birin Grasanmich

FB1EES3 Sdran Smich 0971208978 Senlor Hen vets 40 Ragidentis! Esseu pre 20E2

ZTAR3EE Encdrain Tinkar DAMZIIFTE Sendor Han Vets 49 Eérth Backannpm

Badk th registration

Declaration

I ety declare that all entrants are &figile fo compene socarding o fie (s of e povesring hody far DK
Afudetics, they are all duly eleched members of the sbove narmed Club and thar the foflowing partitilars are cormplete
angd carrect.

Fay Now
B wa |54 fhem

Cogyright 20110 BUAR M Savinn L nbmrpeisr,

Complete the declaration and make payment.

Repeat the same entry process for additional entries or separate age groups if being entered that
way.

Good Luck. If you have problems send me an email.

Brian



