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Introduction 
Main-Events First Steps  is a software application designed to help event managers 
computerize their event details and related activities. This is the first level that is aimed at 
event managers with up to 10 – 15 classes or sessions – although there is no limit.  

A professional version for Sporting Events and for Conferences includes much more in 
terms of expense tracking, emails, mail merges and PDF creation. However, you can start 
with this version and then upgrade to a higher level at any stage in future.  

Installing Software 
Installation and Registration 

Full instructions for installing and registering the software are included as a small booklet 
inside the CD case cover; and on the CD in the Documents folder. The following are 
abbreviated instructions for installation and registration. 

A serial number and registration key will uniquely identify the software as being licensed to 
you for the one computer.  

Hardware/Software Requirements 
The software has been developed as a Microsoft ® Office ® application so it has a familiar 
feel and look to other Microsoft Office applications. As long as your computer is running 
Windows XP or other similar software you can be confident the software will install correctly 
and run efficiently. 

On older machines running Windows 98, the software will run but a bit more slowly. Also 
the screen shots may vary slightly from what is shown in this manual.  

We advise that you have a minimum of 250 Mb free disk space if you are doing regular 
backups.  

Installation 
1. Put the CD into your CD/DVD drive. It should automatically start the install program.  
2. If it does not start automatically, then look for setup.exe on the CD using Windows 

Explorer and double click on it.  

3. Follow directions on the screen and do NOT change installation file locations. When 
prompted, choose the TYPICAL installation.  
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Starting the program 
1. To open the program, go to your Start menu on the taskbar and choose Main-Events 

Software from the menu list and click on the Main-Events First Steps program icon.  

2. The program will start. If this is the first time you have started the program, the 
registration process will begin.  
 

 
 

Registering your software 
3. A message will appear stating that this is a new installation and you must start the 

registration process. Click OK.  

4. The License Agreement screen will open. Read carefully and then tick on the lower 
left corner that you have read and understand the license agreement (where the red 
hand is pointing). 

 
5. The next screen will ask that you enter your name (or names) and company, farm, 

business or club details. This information is required to keep you up to date with 
upgrades and other information.  

6. Once you have entered your name and company details, tick the lower left of the 
screen to begin the registration process.  
 

 
 
Enter your details for recording as a Main-Events customer for newsletters and 
upgrades. 
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7. At the top of the screen, you should see your company, business or school and your 
name/s – John & Jill Aldgate as entered in the previous screen. Otherwise enter them 
here.  
 

 
 

8. Enter the Serial Number as shown on the back of your CD case (or on the packing 
slip or as emailed if downloaded from the internet) which is a 5 digit number.  

9. Click on the button Generate Registration Key to the right of the serial number. This 
will assign you an installation Number (4 or 5 digit code) and a 12 digit Registration 
Key that is used to license the software.  

10. Click on the Print Registration; or Email Registration as appropriate. The Email 
registration is more prompt.  

11. If you have not yet paid for the software, you will need to click on the PRINT 
REGISTRATION as we do not take credit card details on line so a payment must be 
made with the registration form. Or email if you would prefer direct credit and we can 
send the bank details. 

12. You will have 21 days of working with the program until it has to be licensed so the 
sooner you get the registration back to us, the sooner we can send the license 
number.  

Licensing the software 
Once your LICENSE NUMBER has been emailed to you, you are ready to license the 
software for continued use.  

1. Open the Main-Events First Steps  program and if prompted to license click OK and it 
will take you to the Licensing screen. Tick again that you have read the agreement.  
 
If you are still within your 21 day period, you will not be prompted to license the 
software. Instead, click on Setup/User License on the lower menu of the main 
screen. Then click License/Registration on the top right. Enter the license number 
given and click on Update License.  

2. If you are reinstalling the software on a new machine and deleting from the old 
machine, you will not be charged for another license, but you will need to pay a 
nominal re-licensing fee (see website for details). Use the same serial number, but 
you will find the install code and registration key generated will be different. Please 
send an email with the details stating that you are installing on a new machine. 



Main-Events First Steps User Guide 

Page 5 of 26 

Remember you have 21 days to work with the software on the new machine before 
you license it.  
 
Each computer with the Main-Events First Steps software must have a separate 
license.  

Upgrading your software 
From time to time, we will email you with details of a newer version of the software that may 
fix issues identified with other users. In fact, we encourage you to check on the website 
regularly for ideas, FAQs and other news.  
 
These small upgrades or patches will be free to registered users as a download from our 
website. Full directions will be given at the time in an email notification.  
 
Where a major upgrade is released with significant new features, you will be notified and 
given the option to upgrade at a set price or stay with what you have. 

Basics 
Before you can really work with the program, there are a number of basics that you need to 
understand that will make the program work for you. The program has been developed in 
MS Access using VBA so as part of the MS Office Professional Suite, it will feel somewhat 
familiar to you. The buttons in the toolbars are similar to those you probably already work 
with in MS Word or Excel.  

The toolbar 

 
The toolbar is specific to the Main-Events First Steps program. If you hover with your 
mouse over a tool on the toolbar, a popup tip will appear telling you what it does. The tools 
left to right are –  

 

 
Save Saves the data on the screen 

 
Spellchecker Will spell check selected text if you are 

running the Main-Events First Steps 
program under a full version of MS Access 
XP (eg not runtime) 

 
Cut Cuts the text, picture etc. similar to other 

Office applications. 

 
Copy Copies the text, picture etc. similar to other 

Office applications. When copied, you can 
then paste it somewhere else while it 
leaves the original in place. 

 
Paste Pastes whatever is on the clipboard to 

where the cursor is positioned. 

 
Undo Undoes the last action – eg edit, delete etc. 

for the current record.  

 
Sort Ascending A to Z sorts in alphabetical order or from 

the smallest to the largest number; or in 
date order older to newer. 
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Sort Descending Z to Z sorts in reverse order to above. 

 
Filter by Selection If you click very carefully and highlight a 

field (eg year a horse was born) then click 
on this button if enabled, it will filter to only 
show all horses with the same year (or 
whatever). 

 
Remove filter Clears the filter so you can see all records 

again. 

 
Find This will open the Find Dialogue box so 

that you could find text in a record (eg 
activity) that matches what you type in 
here. Be sure to select Any Part of Field 
and not Whole Field from the drop list 
showing. 

 
Find Next Finds the next record that matches what 

you were currently looking for. 

 
New Record Normally you would use the * (asterisk) on 

the Navigation toolbar to move to a new 
record, but this can accomplish the same 
purpose if enabled.  

 
Delete Record This will delete the current record (or line) 

that you are on. You will be prompted to 
confirm the delete so you do have a 
chance to change your mind. This works 
the same as if you pressed DELETE on 
your keyboard. 

 
Close Form/Report Closes the form or report and if on the 

main menu, will close the program. 

The Print toolbar 

 
This toolbar only appears when you are in the REPORTS area of the program previewing 
a report. If you hover with your mouse over a tool on the toolbar, a popup tip will appear 
telling you what it does. The tools left to right are –  
 

 
Print Prints one copy of the full report. 

 
Print with options Opens the Print Dialogue box so you can 

choose printers, pages and number of 
copies. 

 
Zoom in/out Zooms from full page view to closeup and 

vice versa. You can also just click with your 
mouse on the report preview to do the same 
thing. 

 
Page Setup Allows you to temporarily change page 

margins, paper and printers. Does not save 
this information. 

 
Export to Word Exports the report to Word or Excel and 

opens the program displaying the data. 
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Close Report Closes the report on the screen. 

Moving between records 
In the Main-Events First Steps program 
you move between horses or activities or 
other records by using the Navigation 
toolbar which appears on the lower left of 
each working area.  

·  Left to right, the smaller buttons with triangles will do the following: 

·  Move to the first record (ie entry) in the list 

·  Move to the previous record in the list 

·  Shows the current record or line you are on (eg 2 of 7 in our screenshot) 

·  Moves one record forward 

·  Moves to the last record 

·  Moves to a NEW record 

·  Shows the total number of records or lines in the data (eg entries) for the screen 
in view 

If the word FILTERED appears to the right of that, this is an indicator that the view is 
filtered and does not include all the available records 

Sorting 

  In most areas of the program, when you first open a menu, the records are set 
in a certain order. You can always change the view using the A to Z and Z to A sort tools 
from the toolbar to change the view from alphabetically on entry name to descending 
order on backnumber to find the earliest entry.  

The way you sort records is a temporary override and it not saved when you close out of 
the form. 

Filtering 

  In the program, where you see a whole list of data (eg customers or classes), 
you can choose to focus your view of the data to only show what you want.  

For example, if you are looking at the Setup Class List area, and only want to see classes 
in Ring 1, find any class in Ring 1 and then click into the text box showing Ring 1 and then 
on the Filter by Selection tool from the toolbar above (Funnel with the lightening bolt). 
Your data will change to only show records that match that criteria – eg all classes in Ring 
1.  

Notice on the navigation bar on the lower left of the list, the word Filtered now appears as 
an indicator that data is being filtered.  
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To remove a Filter 
Simply click on the Remove Filter tool on the toolbar – the funnel with the red cross just 
to the left of the Filter by Selection tool. 

Shortcuts 
Some shortcuts that you might like to use with the 
Main-Events First Steps program are as follows: 

F4 Opens a drop list for viewing without having 
to click with your mouse (see right) 

F10  Opens a zoom box so you can see more of 
the text that is entered in your records – eg 
notes. 

F11 Puts today’s date into a field 

F12 Copies the text from the previous record/line into the current field. 

Adding, editing and deleting records 

To add a new record 

  This is covered in each of the areas of the program, but as a simple guideline, if 
enabled, you can use the asterisk that appears in the Navigation toolbar or the main 
toolbar to move to a new record. 

To delete a record 
In some areas, you will need to click 
on a special button or word to “clear” 
or “delete” a record. Otherwise, you 
can click on the record selector 
which is the gray square to the left of the line you want to delete and press your DELETE 
key on the keyboard (shown above in screen shot). 

You will be prompted to confirm the delete giving you a chance to cancel out. 

To save a record 
The Main-Events First Steps program saves each line of information as you move from 
one line to another. You can force a save at any time however by using the tool from the 
main toolbar. 

An indicator that a record has not yet been saved is the 
small pencil symbol that appears in the record selector 
to the left of the line. If you click on this pencil, the record is saved and the pencil changes 
to a triangle that points into the line.  

Backing up your Data 
Very important! These days with CD writers and big hard drives, it is very easy to make 
backing up a standard routine. Within the Main-Events First Steps program, you are 
prompted each time you close out to make a backup copy of your data. This is a simple 
copy and paste of your data file with the date added to your local drive under the c:\Main-
events Light\backups folder.  

You can see the backups at any stage by clicking on the View Backups on Local 
Machine just under the Main Menu. It is then a very simple procedure to click with your 
right mouse button on the latest file and use the Send To command to send to your CD 
RW for safekeeping.  
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Always keep a current backup offsite so that in the event of a fire or other serious 
disaster, you have a copy of your data somewhere safe. You do not need to backup the 
program - it can always be replaced by Main-Events support people. 
 

 
 
The backups folder keeps dated copies of your data if you choose YES when closing out 
of the program. 

How often should you back up? 
As often as you are prepared to type 
in the information that you didn’t 
back up! It is relatively easy to 
backup each day to your local drive by saying YES to the message as you close out the 
of the Main-Events First Steps program. This is a good idea to protect you against data 
corruption with power surges etc but then copy the latest backup to a CD at least once a 
week and delete old backups while you are at it. You can continue to use the same CD as 
the files will have different names and do not overwrite each other.  

If you have a backup system in place, you will need to ensure the Main-Events First Steps 
data file c:\Main-events Light\Firstdata.mdb is included in your backup scheduler. Ask 
your dealer for advice on this if need be. 

Support 
Support for the Main-Events First Steps version is by email only unless related to 
installation and registration issues.  

Please use the email link on the front screen to contact the Main Events Support team; or 
direct to support@main-events.co.nz . 

Setup Event 
When you first come into the Main-Events program, there will be a few customers and 
classes in place to look at while you learn more about the program and how it all fits 
together. 

Clear Data for your show/event 
 

 
 
When you are ready to start with your own data, you must CLEAR out this data. This is 
done from the Setup Event area.  

1. Click on Setup Event. 

2. From the screen that appears, click on the Clear Data near the top right of your 
screen.  

3. A new screen opens. Choose the option Clear Everything for a fresh start. 



Main-Events First Steps User Guide  

Page 10 of 26 

4. A message will appear when complete. Close out of this area.  
 

 
The Setup Event screen. 

Event/Show Name 
Change the details on the screen to suit your particular event.  

Essentially the top part of the screen will become your report header so the top line 
should reflect the name of your event, the byline could be dates, location, an advertising 
banner for your sponsor – whatever suits.  

The area on the left could be the contact address and phone details for your event; the 
right block the committee names, sponsors or other promotion.  

Logo (middle) 
In the middle of the screen, you can paste a logo that relates to your event or show. 
Simply use the copy and paste from any Windows program to put this in place.  

The logo will always align to the left - we advise where possible that you organize to have 
the logo sized to approximately fit the area shown (3 x 5 cm) and if necessary, have white 
space added to the left and right to ensure it is centered in the area provided. 

Select Event Type – IMPORTANT 
The blue/green band is important – you select your event type (or closest match) for those 
available in the drop list. Headings or labels in other areas of the Main-Events First Steps 
will change to align more closely with data entry expectations. Also, as you are adding 
classes or sessions to your event, they will automatically be “filed” under this event type.  

If you have forgotten to change this before entering new classes, you can change later 
and then update the classes to suit. See the Add/Edit Classes area for this.  

If you don’t like anything in the 
available list, then choose CUSTOM. 
You will be given the option to change 
the word CUSTOM to something else 
more suitable. Type it in and then enter an appropriate abbreviation (3 to 5 characters).  



Main-Events First Steps User Guide 

Page 11 of 26 

If you event type needs you to record two registrations (eg a horse registration and a rider 
registration; or a car registration and a driver membership) then tick this option. Otherwise 
leave unticked.  

Once you start entering customers into your classes, you will be given the option to fine 
tune the default/custom headings to be more suitable. The data is still stored the same 
way behind the scenes, but data entry is clarified by the use of these headings which 
change for each event type.  

Locations 
The information entered here will be used in setting up 
your different classes, events or sessions. You will pick 
the location from a drop list.  

Locations are the areas where your different classes or 
sessions are going to be held. In equestrian events, 
they are the Rings. In a Conference, they would be the 
Rooms. In a swimming event, it might be the different 
Pools used. Please enter the different locations and 
give an appropriate abbreviation as in some areas of the program, the reports will display 
the abbreviation and not the full location name because of space restrictions.  

You may only have one location used in your event – but it must still be entered here. You 
can always come back to this area to add new locations as you need them. 

Quick Report Functions 
When you are working with 
each class or event at a later 
stage, there are quick report 
options to just print a class 
list, results or a checklist for 
that one class. There are a 
number of options available 
in the drop lists here.  

Leave these until you more 
fully understand how the 
program works and which 
options would suit you best.  

Conditions 
Conditions can be linked to your event. You should number each in sequence. The 
conditions cannot be longer than 255 characters each, so you may find you will need to 
break up your conditions into smaller chunks … or simply use MS Word to paste in 
conditions in your final document (eg not use the Main-Events First Steps for conditions).  
 

 
You can enter the conditions in any order. The program will sort on the basis of the 
Number you have assigned to each.  
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Your address 
This area will show the information you entered when you first registered the software. 
We will need this information to keep you up to date with free fixes and/or upgrade 
information.  

If your address changes (new show secretary), simply change the information here and 
the next time you contact the support desk by email, the details will be noted. We would 
actually advise that when you do change details, you then click on Email new address 
details to Main-Events so this is done automatically. Just make a note that you are the 
new secretary taking over from whoever.  

License/Reg 
Clicking on License/Reg will take you through the to the Registration and Licensing 
screen  as you did when your first installed the software. You can check details here at 
any stage or enter your License number once given to you on payment.  

Setup Classes/Events 
Classes (the generic term) are how your group your event into “sections” – eg classes, 
races, sessions, events, sections, trials etc. The terminology will vary depending on your 
event type. We have selected classes or sessions as our main defaults.  
 

 
 
Setting up your classes or individual competitions. 

Setup Classes 
Always start left to right with your data entry here and don’t skip columns of data unless 
indicated here as optional. 

1. Class/Event number – assign a unique number. If you are splitting classes or 
divisions, they must still be a number eg 5 becomes 5.1 and 5.1. 
 
Once you have entered the first number in your sequence, you can double click 
into the field and it will automatically enter the next number in sequence. 

2. Description – type in as appropriate. This should be relatively short. You can 
always add additional description in the Extra Rules or Conditions area of the 
Class Detail. 

3. Date - Type in the date in the format dd/mm/yy. 

4. Location – choose from the drop list. If you have not entered the appropriate 
location in the earlier setup, you will have to pick something in the meantime and 
then go back to the Setup and enter the Location.  

5. Time (optional) – enter a start time in the format 03:30 pm; 15:30 and the 
program will know it is meant to be pm and set it accordingly. 
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6. $EF – Leave as zero (do NOT delete) or enter an entry fee or registration fee or 
other as required. 

7. Pts or Prizemoney – if your event pays out prize money; or you allocate points 
on the basis of performance in a class, then enter these figures now. 

8. Starters – you cannot type here. This will show the number of entries in each 
class or session as you are adding them through Customers.  

9. Event Type – this is not in view when you are looking at this screen. You should 
not need to change anything here unless you did not pick the right Event Type 
under Setup (page ??). In this case, you can scroll to the right and change the 
link from the drop list there. 

10. Repeat this process – as required until you have all classes or sessions 
entered. 

Print Programme 
At any stage you can print out a copy of your program as entered by clicking on the Print 
Programme. The report will preview on the screen. You can then print it by clicking on 
the Printer icon from the toolbar. 

Customer/Enquiries 
This is the area where you enter the people, animals or things that participate in your 
event starting with the person who sent in the application. They are your Customer and 
could represent a number of entries – eg a Teacher representing students, Trainer with 
several horses and riders associated or a Company with delegates to a conference.  

A customer is the person you deal with in terms of money, confirmation of entry or 
notices. 

 
 
Customers for a marathon event where the runners are representing their company. As 
the runner is only in the one competition during the day, you can enter the number in the 
Event column. To add them to more, click on the glasses button on the far left. 

Customers – add/edit/delete 
1. Click on Customers/Entries from the main menu.  

2. From the screen that opens click on New from the menu line.  
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3. Enter details for the Customer address etc. If you do not need to contact the 
person concerned, you don’t have to enter the address but you will need to fill in 
First and Lastname. This could be Peter & Mary as a first name. 

4. Notes – use this to track information you need to access about a customer – for 
example what payment they have made; or any special requests. 

5. Total EF & PM – information here is calculated from other areas of the program 
so you cannot edit this directly. (NOTE  - In the full version, there is an extensive 
invoice/statement function that tracks all charges and payments made.) 
 
As you add and update actual entries, you will need to click on Update $$ to 
refresh this view. The program does this automatically as you open into this area, 
but if you need to see the changes immediately, click on the Update $$. 

Entries – add/edit/delete 
Once you have added in the customer, you then add in the individual entries they are 
responsible for.  

6. Click into the lower screen on the first blank line.  
 

 
 
This is a slightly different view of the entry screen where the registration number 
must be recorded. This is based on the event type under Setup . This view 
expects an entry to be in more than one class. 

Column Headings 
7. The column headings just above this line are a guide as to what information you 

will need to type here. They are dependent on what choice you made for an 
Event Type under the Setup. If you chose a CUSTOM event and were prompted 
to change it, these headings might not be appropriate.  
 
You can simply change the text in this area (although it does not appear that you 
can … on purpose!) so instead of “Entry” it becomes “Race Car” for example. 
This will help with a number of reports you print out at a later stage as well.  

8. Entry - Put in the Entry name/title as you like it to appear in your show/event 
programme. Press <Tab> or <Enter> to move to the next column.  

9. Registration – Enter the registration or membership number for the entry; or 
other identifying characteristic (eg Grade Junior or Senior) that you want to 
appear in results. This information does not appear in a catalogue or program. 

10. BkNo – once you have entered your first back number you can double click here 
and the program will automatically assign the next number in sequence. If you 
prefer, you can leave this blank and then assign backnumbers all in one hit from 
the Entries/Backnumbers area.  
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11. Competitor – depending on your event type, you may want to enter information 
in this column. Data entered here also appears in the printed catalogue beside 
the Entry name so this could be the rider, the driver of a car, the sire of a horse in 
a breed class.  
 
Where the competitor is a person, enter their first and last name. If you need to 
sort by the competitor, you may want to enter the competitor as Lastname, 
Firstname – eg Jones, Mary to make sorting easier. 

12. If the competitor is “new” to your list of competitors, a prompt will appear asking if 
you want to add them to your list. Choose Yes or No as appropriate. If yes, a 
further prompt may appear asking for a registration or membership number. Type 
that in and click on the OK button and the new competitor will appear in the drop 
list.  

13. Recvd – this is automatically filled in with today’s date assuming that you are 
updating data regularly. If this date is important and needs to reflect exactly the 
date an entry was received you can change it here.  
 
Knowing when an entry was received can be important if you expect to be 
overbooked! 

14. W/D or SCR – if the entry has withdrawn completely from the event (and not just 
one or two classes) you would tick this option and when prompted, choose YES 
to remove the entry from all associated classes. The entry is never actually 
deleted, but just flagged as being withdrawn.  
 
You should never delete a customer or entry record after being entered as you 
could lose information relating to payments they had made in conjunction with 
their entries.  

15. EF and PM or Pts – the information here will be updated from within the program 
based on classes entered and results entered. You cannot change these here. If 
at any stage you need to confirm these, click on the Update $$ and it will go 
through the database refreshing and updating this information. 

Classes Entered 
Once you have put in the first entry, press <TAB> or <Enter> and the program will take 
you to the small button on the far left of the record with the glasses. This will then open 
the area where you indicate what classes or sessions that particular entry has entered or 
applied for.  

1. If tabbing does not take you through to the area automatically, then click with your 
mouse on the small button to the left of the entry you want to process. The 
following screen will then appear.  

2. Details/Notes – this is optional. If your event needs more detailed information 
about an entry (eg ownership, bloodlines, team profiles) you can enter this here. 
You can only enter 255 characters so keep it precise. There is a report that will 
then produce a catalogue of each class showing this information.  

3. Competitor – this should show the default competitor as entered in the previous 
screen. If for some reason, you need to associate a different person, grade or 
competitor for this one class, choose from the drop list.  
 
If the person, grade or competitor is not in the list, you will have to go back to the 
previous screen, change the existing competitor and add to the list when 
prompted. Once added, change your competitor back again now that the other 
person is part of the system. They will then appear for selection in the drop list in 
the next screen.  
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The entry screen where you can add the person concerned into other classes or 
events. 
 

4. StNo – you cannot edit this. This is assigned from the classes area and is shown 
here for your reference. 

5. W/D – you can scratch or withdraw an entry from the whole event on the 
Customers screen; this area is designed to show if the entry was withdrawn from 
only some of the classes. Tick this if they have withdrawn. 

6. Recvd – This will reflect the date you entered the entry into this class or session 
and will quickly show all late entries into classes. 

7. $EF – this has been entered automatically by the program once you selected the 
class or session from the first column; but you can change it here if you need to. 

8. Time – you cannot edit this. This is assigned within the Class Detail. 

9. Score - you cannot edit this. This is assigned within the Class Detail. 

10. Placing – you cannot edit this. This is assigned within the Class Detail. 

11. Pts/$PM – you cannot edit this. This is assigned within the Class Detail. 

12. Comment – you can use this as a flag within the classes area to indicate a grade 
level, health warning, or other. It will appear on the checklists used by the judges. 

13. When finished with the one entry, click on Home and then enter the next entry for 
the customer and repeat the process for each entry.  

Organise Classes 
This area provides more detailed information on your classes or sessions entered in the 
other area – Setup Classes/Events. Each class or session is presented as its own “page”. 
Information entered in the other area will appear here.  

Class Detail 
You can also edit or add further information including: 

·  Points or prize money 6th to 10th 

·  Extra conditions and/or trophies 

·  Sponsors and officials (can also be entered under Sponsors/Officials area) 

·  Counts for grading which is used to help distinguish events that need to be 
reported back to a national body so they can be filtered for in reporting 

·  Score event gives you a choice of totaling or averaging up to three scores for this 
class or session. Choose from the drop list as appropriate.  
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Once setup, you can add and edit details in this view.  
 

Results 

Once you have finalized results, they will show in this area. You can change the points or 
prize money involved, but the actual results must be entered in the Go to Entries area on 
the top left of the screen (menu). 
Quick Print 

When you first set up your event, you had a choice of which default reports you wanted to 
print from within the Class Detail area. You can always print a range of classes or 
sessions from the Reports area.  

The Quick Print will only print data pertaining to the current class or session in view.  
Print Entry List –  useful for gate stewards or those taking tickets as can be printed 

just before a session to show who to expect and who has 
withdrawn. 

Scoresheet/Checklist uptodate report for the judges 

Print Results print results for posting immediately or for announcers. 

Go To Entries 
This area of the program is the main workspace after you 
have set up all your classes or sessions. When you first 
come into this area, all active entries (eg not withdrawn) 
will show sorted by their start number if assigned.  

You can change which records you are viewing by 
choosing from the Filter option line to look at All entries, Active only (not withdrawn) or 
Withdrawn. 

You cannot add entries into the classes or events here as the program needs to make 
links through the Customers screen. You can change some information here however. 
Draw Locked/ Results Received 

If the draw has been locked off, you will not be able to change start numbers or do a 
random draw for your own protection. Once you have assigned a final start order, you 
should tick this box.  
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Results Received is simply a tick where you can indicate that all results have come in for 
the class.  

 
 
The Entries screen where the race finish time was used to set placings (eg not 
scores).. 

Sorting 
If you click on Sorting, the program will automatically put all the entries in view into 
number order based on the Start Number.  
If you need to sort on some different basis, use the A to Z and Z to A buttons (eg 
backnumber or entry name). 

Renumbering 
This function will renumber all the entries in order based on whatever order they are on 
the screen. For example, if you decide you want all start numbers based on the Entry 
Name, then sort the records on Entry Name and then click on Renumbering.  

Random Draw 
You can type in start order numbers or change or override these numbers at any stage.  
For events where you need to assign numbers randomly, click on Random Draw and the 
program will go through assigning a number from 1 to 1000 at random. Then sort on that 
basis and renumber from 1 to whatever.  
Remember to tick the Draw Locked once you have completed the final draw.  

Calculate Scores - optional 
In the Classes Detail area, you will have chosen how to score your class or event (if 
applicable). In this area, you can then type in the scores in the appropriate columns and 
have the program calculate the average or total for all scores as stipulated. The 
calculation will then appear under the Final Score.  
CAUTION – the Final Score column is not locked off so that you can type final scores 
instead directly into that column. If using the Calculate Scores button, take care not to 
inadvertently change a score in the Final column. 

Comments 
When working in the Entry Details area adding an entry to a class or session, you had the 
option of making notes on the grade, etc on the far right. This information now appears 
here.  

This is a good area to record NO SHOWS or a note to check on registration etc.  
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Set Placings 
Once you have set the scores, you could sort them in order which will then make it 
obvious who the winners were! Simply type a 1 in the far left column (no text characters) 
next to a winner and the prize money or points from the class will automatically be added 
to their prize list.  

If there is an equal placing, the column just to the right will take an “=” sign as the Placing 
column will only take a number value.  
Remember to tick Results Received when finished to indicate you have all the results 
needed so that prize money could be handed out.  

Placings in the Class Detail Area 
Once you have closed out of the Entries Detail area, you should see any placings entered 
in the right hand side of the screen. From this area, you can make adjustments to prize 
money or points. What is typed here will appear in the official results so ensure it is 
accurate.  
 

 
 

Draw Locked/ Results Received 
If the draw has been locked off, you will 
not be able to change start numbers or do 
a random draw for your own protection.  
Results Received is simply a tick where you can indicate that all results have come in for 
the class.  

Quick Reports 
You have three reports that you may need to print one by one 
as you are working at the event. These reports were set as the 
default from the Setup Event area (see page ??). 

Simply click on one of the three here to print a report that only 
shows data from the current class.  

Sponsors/Officials 
Sponsors and officials are important to the successfully management of any event. This 
area provides a simple way to link these people or organizations to the appropriate 
classes or sessions you manage. 
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The Sponsors/Officials area of the program. 

Sponsors 
Sponsors are associated with an event class by class (session by session) so that smaller 
sponsors can be allocated to a class or classes. We suggest if you have a major overall 
sponsor, you actually include their name in your show setup and paste their logo into the 
same area for maximum coverage.  

When you allocate a sponsor to a class eg – ABC Trucking, their name automatically is 
added to the class name so Novice Showjumping becomes ABC Trucking Novice 
Showjumping. If you prefer, you could use the Extra conditions area of the Class Detail 
to show as “Sponsored by ABC Trucking” if you don’t want the name on the class but a 
reference underneath the class name. 

Officials 
Officials are often needed for sporting results that are reported back to local or national 
bodies. Officials could also be used to record who is responsible for running a particular 
session at a conference etc. In this First Steps version, you simply enter the name or 
names into one text box. This will appear under the results.  

Entries/Back Nos 
Entries can be people, animals, teams, auction items or companies. Back numbers are 
assigned to each for identification purposes. They could be numbers worn by athletes, or 
could in fact be a ticket number for entering a conference. Essentially, these are numbers 
you assign in sequence through this area of the program. 
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Where you need to track registration numbers (as in the last two entries which are for a 
NZ Equestrian event), you can add or edit here as well as when first adding to your 
records.  

Entries 
Entries are the focus of this program. You cannot add new entries to this list as the 
program needs to make essential links through the Customers screen but you can edit 
what is in view. It is often easier to correct spelling, re-adjust how you enter your entry 
name wise from this part of the program. Any changes you make here will flow through to 
all records linked to the same Entry. 

Back numbers/Receipts 
Back numbers can be assigned to entries as they come in by double clicking into the 
blank Backnumber space and the program will assign the next number in sequence.  

If however, you want to leave all backnumbers to closer to the time of your event, you can 
update all entries with a backnumber based on any sequence of data you have sorted. 
You can in this way automatically start at a higher number; or skip a number if you know 
the actual backnumber was never returned from last year.  
To assign back numbers/registration numbers 

1. Sort the data in view the way you want. Alphabetically on the Customer is a good 
option where people can pick up multiple numbers in order for multiple entries. 
You may want to sort instead on the registration number (all Juniors, then all 
Intermediates then all Seniors) and assign numbers by group.  

2. Enter the first number in sequence that you want into the starting point for your 
backnumbers (eg first line) and then click on Assign Back Numbers. Say OK to 
the message and the program will then go through and assign backnumbers in 
order.  

3. If you want to skip a number or start with a different set, then click into the line 
further down, enter the new start number and click on Assign Back Numbers 
again. The renumbering will start again from that point.  

Late entries 

4. If you get late entries after assigning back numbers, you can simply come into 
this area, sort on back number order, find the highest number. Then filter your 
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records on view to only show those with a 0 or blank Back Number. On the first 
record, put the highest number + 1 and click on Assign Back Numbers.  

Re-assign numbers 

5. Where you are running short of back numbers, you could filter instead looking for 
numbers where the participant has withdrawn and then manually assign those 
one by one to the late entries.  

Competitors List 
A competitor could be a person, location or organisation. See page 15 on entering a 
competitor. You cannot add new competitors to this list as the program needs to make 
essential links through the Customers screen. You can edit information showing. 

This area will show data if you have entered it. With some types of events, it is not used. 
Competitors in this program do not have back numbers assigned to them. You can 
achieve this effect by assigning the same backnumber to each entry associated with the 
competitor.  
 

 
 
Depending on the type of event you are running, the database may store the competitor 
as the rider of a horse (first two records for Jill & John Aldgate) or as the team or club 
name an individual is representing – eg athletics. 

Competitors List 
This area is a good place to fix up spelling errors, make adjustments and/or enter missing 
registration or membership numbers.  

Use your A to Z and Z to A buttons to sort records in view; and in particular to show all 
records with missing information (they will appear near the top if you sort A to Z on that 
column).  

You can edit or change information here and it will correct the details in all other areas of 
the program.  

Export Data 
This area has been included to give you the flexibility to create your own mail merge lists 
of customers for labels or letters. You can also create your own program or catalogue 
formats using MS Excel, Word or Publisher (if you have it).  

Essentially the data is presented in a simple spreadsheet format that you then copy and 
paste into a program of your choice. From there, you can use other publishing tools etc. to 
create the look you want.  
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The Customers Export form where you can copy and paste into a spreadsheet program 
for mail merge or labels etc. The Export Results to NZEF on the far right is specific to 
Horse/Pony event type only - eg you will not see this if you are running another type of 
event.  

Customers 
Customers are the people you deal with – eg send in the applications and/or pay the 
money. They could “cover” several other people on their application. If you need to deal 
with each individual, you will have to enter them as individuals. 

Click on the Customers tab (default when you first open this part of the program) and you 
will see the customer spreadsheet. You can move columns around by holding your left 
mouse button down and dragging to a new location. You can also show and hide different 
fields using the options on the toolbar.  
Importing Customers from a spreadsheet 

You can also use this area to IMPORT customers from an existing spreadsheet when 
setting up your first show. Simply copy a column from an existing spreadsheet and then 
paste into the appropriate column in Customers.  
 
Repeat for other columns until you have as much information as you will need to start 
working with the program. It is important that the data columns match and that you always 
copy the same number of lines with each paste – otherwise you could get data out of 
sync. Wrong addresses with the wrong name. 

Class Lists 
Class Lists or session lists are the individual entries that are involved in a class or session 
you are recording. While we have included a number of formatted reports you can print 
that have shown to be the most useful over the years, if you need something else, you 
can copy and paste from this area.  
Be sure to sort and/or filter to only show the data you want – including whether an entry 
has withdrawn since an earlier application.  

Results 
Results show the same information as the Class Lists, but only those entries where you 
have specified a placing that is not 0.  
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As above, sort and filter to show the data you want and then copy and paste into another 
program or format. 

SPECIAL – Export to NZEF 
In a special arrangement with the NZ Equestrian Federation, we have provided an export 
routine that will match the import format required by the NZEF for their own national 
records.  

Print Reports 
The full Main-Events program includes over 200 reports. In this version, we have included 
the most commonly used 20+ reports that will in most cases produce the information you 
need in a versatile format. If you need something else, you might like to consider 
upgrading to the full version; or use the Export Data routines to provide raw data for use 
in other applications. 
 

 
The Reports area where you Choose a Report Group on the top right to show the report 
in the area below.  

Report Groups 
The Report Groups area on the top right of the screen makes it faster to find the report 
you are looking for. 
To print a report 

1. Select a report group from the area on the top right. Notice the list of reports in 
the area below changes to reflect that choice.  

2. Find the report you want in the list below and then double click to preview the 
report on the screen. 

Selecting Events 
On the left hand side of the screen is the list of classes or sessions you have entered into 
your program. If you have ongoing events (eg monthly shows), you might like to use a 
filter to only show a certain month. 
To select Events 
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1. Untick all events first as a safeguard – the program remembers your last 
class/session selection to make it easier to repeat a report.  

2. Then tick those you need one by one; or tick all and then untick those you don’t 
want to include in your reports.  

3. Consider using a filter to narrow the scope of your list so that is it more 
manageable. Just remember that the report that will print will include all classes 
or sessions that are ticked – whether in view or not! 

4. There are other options such as “Graded” which can be used to include only 
results that have to be sent back to a national body.  

Previewing/Printing 
All reports in Main-Events preview on the screen - they do not print automatically. This 
gives you can have a chance to view the result to ensure it matches what you think you 
want. Go back to page 6 for the Print Toolbar specifics. 
To preview a report 

1. Select the classes/sessions you want to include from the left. 

2. Select the Report Group from the top of the screen.  

3. Double click on the report in the lower part of the screen. The report should 
preview in front of you.  

4. Click with your mouse into the report to zoom in for a closer look; and click again 
to zoom out for a page view.  

To print the report 

5. Before printing, we advise you check the lower right hand corner of the report to 
see how many pages there are before you print it. It will say Page 1 or 12 for 
example.  

6. When ready to print, click on the small printer icon from the toolbar. This will print 
1 copy of the whole report.  

7. If you want to print only a few pages; or multiple copies or change the printer you 
use to print the report, click instead on the printer icon with the ? mark on it. This 
gives you options to change most printer settings.  
 
HINT – one option for those who print a lot of checklist type score cards and find 
their printer is slow doing the lines, you can print a copy, white out the data 
(leaving the lines) and then photocopy what you need. On show day, as one of 
the print options, choose to print Data only and use the photocopied as paper. 
Experiment with this to see if it would suit.  

Printing to Word/Excel 
With a report previewed on the screen, one option is to export the report as formatted to 
MS Word; or to MS Excel. This can make it easier to add advertisements, change fonts, 
touch up the formatting or headlines, etc. using a program you are more familiar with (eg 
Word).  

We don’t advise you do too much touching up of the formatting in terms of tabs and 
spacing, as it can be very tricky! If your requirements are quite different, you might like to 
consider the Export spreadsheet from the Export menu option instead where data is not 
formatted in the Main-Events program.  
To export a report to MS Word 

1. Preview the report on the screen.  

2. Instead of clicking on the printer icon to print 
it, click on the W from the same toolbar or 
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select another option as appropriate from the drop list. Then wait.  

3. The program will open the program involved (eg MS Word) and then prompt you 
to save the new document.  
 
Watch the extension! By default, when exporting to MS Word, it uses the RTF 
extension for Rich Text Format and you may not find it again if looking for *.doc 
files! 

A Final Word 
This version of Main-events has been designed to give you a working knowledge of how 
the full Main-Events program works. There are considerably more functions involved in 
the full program but all data entered and knowledge gained while working with the Main-
Events First Steps version will not be lost when you are ready to move up.  

Contact Main-Events or look at the website for information on what an upgrade will cost 
and what is involved.  


