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Instructions for Submission of Entries
The Excel files attached to the email should be detached and saved on to your computer prior to inputting any data.
	U9 – U13 Individual Events


1. Open Excel File

2. Along the bottom, tabs are visible for each age group e.g. Under 9 Girls, Under 9 Boys, etc.

3. The Master Sheet tab should be used to enter the following data:
- Contact (e.g. Secretary) Name
- Contact Address
- Contact E-Mail
- Contact Phone Number

- Entry Fees will be calculated with reference to what is input to each individual Age Group sheet.

4. The Summary data tabs at the end summarise the information inputted into each Age Group sheet – no data can be entered here and is for information purposes only.
5. Go to the first Age Category for which you wish to enter data e.g. Under 9 Girls
Please note: No data can be input to any coloured cells – only white cells are capable of accepting information.
6. Enter the following information for each athlete
- Annual Registration Number – this number is available from your affiliated body e.g. Athletics Ireland or Athletics NI.  For AAI affiliated athletes, this number is the Life Registration Number – contact your Club Registrar for further information.
- First Name
- Surname
- Date of Birth
- Event 1 (select event from drop-down menu)
- Event 2 (select event from drop-down menu)
- Entry Fee (enter either euro or sterling amount)
7. Save the File

8. Each sheet can be printed for your own reference.

	Relays




1. Follow Steps 1 – 5 as for the U9 - U13 Individual Events

6. Enter Team Name e.g. Annalee ‘A’, Annalee ‘B’, etc

7. Enter the following information for each athlete
- Annual Registration Number
- First Name
- Surname
- Date of Birth
- Entry Fee (enter either euro or sterling amount for each team)

8. Save the File

9. Each sheet can be printed for your own reference.

Submitting Entries to Ulster Secretary
1. The Excel file should be emailed to Evelyn O’Reilly, Ulster Competition Secretary (ulstersec@gmail.com)

2. Print the ‘Master Sheet’ and post with payment to:

Evelyn O’Reilly,

Drumahurk, .

Butlersbridge,
Co Cavan

H12 P768

Clubs should note that all Registration Numbers will be verified against AAI/ANI records.

Once entries have been received from all clubs, start lists for each event will be compiled.  Full start lists will be emailed to each club to verify against the original entries submitted.
For any technical queries regarding the Excel file or completion of same, please contact Brendan O’Donnell on 086-6007847 or brendanodonnell@eircom.net.
