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5. Test Date: Enter the date the handler will be running
their dog. As entries are submitted, all attempts to
place dogs on requested run dates are to be made
with the following stipulations of a 3 day test week-
end:

e Natural Ability Test Dates: Friday and Sunday
Utility: Saturday

6. Fill in Test Type

NA for Natural Ability Test

UPT for Utility Preparatory Test

e  UT for Utility Test

7. RunOrder: As entries come in and are entered in
the system, number them in order of received. This
order will be updated to the official run order the week
leading up to the test.

**Make sure to keep an eye on the Test Capacity Chart
for the maximum number of dogs that can be tested
per day. This is extremely critical if a split day of NA
and UT occurs!

8. If the test date has reached capacity, all other
entries are added into the computer as Waitlist
entries. Create a temporary TestID to keep these
entries separate from the dogs with verified slots in
the test. Enter a Test of Waitlist and fill in the rest of
the TestType and TestDate information. Enter the
RunOrder as the next number to keep the dogs in

order of when entries were received.

9. If a handler withdraws from the test, change the
following information:

e TestID to 999

e Test to Withdrawl

Delete the following information:

e TestType

e Test Date

e Run Order

All other Owner, Handler, etc. information can remain.
This will allow you to reuse this information if the
handler runs this same dog in a test at a future date.
Verify what handler would like you to do with the
check either return or shred.
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GW-010987 M 2/26/2017 15 mo
PP-004826 L 9/1/2017 11 mo illiam Tierney
. = e Breed (from Dropdown Menu)
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10. Finish entering the dog’s information:

e Dog’'s Name
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2/26/2087 15 mo
Ppo0ss2s PP 9/1/201 = 11 mo

. ) o automatically put the dogs age in the UT/UPT or NA

columns depending on the TestType that was selected
earlier. The program also automatically calculates the
dog’s age in months and years for the Judge’s Score-
cards. If a dog has “aged out” of NA, the field will
appear RED. If this is the case, confirm the correct
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date and test have been entered. The field will be red,
if the dog is close to the 16 months deadline so just
manually verify the date is correct before continuing.
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can deposit the checks into the RMC NAVHDA bank
account.

B © rd Wi aB

Currently, Owner and Handler NAVHDA number is not required information on the Judges Scorecards. (This may change in
upcoming years with the 2018 updated International rule regarding membership status. If that changes, we will get an updated
database with that information) Make sure the NAVDHA numbers are on the Test Entry that the handlers submit and get mailed to
the NAVHDA office after the test!
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**|f a test does not have the same 3 judges for the whole 3 day weekend, the Current box will need to be switched in between
days. For example, if Craig McLaughlin is judging Friday and Brian Thoman is judging Saturday and Sunday, you would check the
Current box for Craig’s entry then print his scorecards with the rest of the judging team for Friday. Prior to printing Saturday and
Sunday, you would go back into the Judges Form, uncheck Craig as a Current judge and select Brian’s entry. Then print the score-
cards for the Saturday and Sunday judging team.
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5. Reenter the TestID number for the Friday test.
Select OK

6. Select Print and print the number of copies de-
sired. Provide enough copies for:

e Each Judge and Apprentice Judge

e Each Handler

e  Field Marshall, Water Marshall, Bird Steward and
Test Secretary

e  7-10 extra copies for other volunteers and people
coming to watch each test day

7. After Printing, click Close Print Preview.

8. Next select Brochure Front Fri rpt and enter the
same Friday TestID code. Follow the same procedures
to print the Front of the Friday Test Brochures on the
other side of the paper.

9. Fold the brochures to hand out prior to the test.

For Saturday and Sunday brochures:

1. Select Brochure Back rpt. Enter the TestID number
click OK. You will be asked to Enter the TestID a
second time (because it is a two day test) Click OK.
The weekend report will pull up. Verify accuracy and
Print.

2. Follow the same steps outlined above to print the
Brochure Front.

3. Follow the same guidelines as above to print an
appropriate number of brochures. Fold brochures prior
to the start of the test.
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rint NA Cards:

Click on the NA Card rpt.

Enter the Test Date

Verify Cards look accurate. They will print in the
following order:

Senior Judge

Other 2 Test Judges

Apprentice Judges

. Click Print Preview followed by Print

When Print queue opens, verify Printer Properties.
Under Paper Size, create a custom paper size for
Judges Cards (8.5 by 9.5)

Place cards in printer so that they print on the
correct side.

After printing all cards, print a copy without a
judge selected as a backup incase anything
happens and someone needs replacement cards.

Follow the same outlined process to print UPT and
UT cards for the test weekend.
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To export information for Handler Letters:
1. Click on External Data tab.
2. Select Excel.

3. Click the box to open the file after export.
4. Click OK

5. After export, close the dialog box.

6. Add two columns. One defined Status (Complete or
Incomplete. The other named Information Needed.
Key what information is still needed from the handler
ie. Dog’s whelp date, NAVHDA Handler number etc.
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Rocky Mountain NAVHDA Director of Testing
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7. Open the correct RMC Test Letter.
8. Select Yes so the corresponding Excel File will
open for the Mail merge.

9. Click on the Mailing tab.

10. Select Edit Recipient list.

11. Chose the handlers you are preparing the letter
for.

12. Select OK.

13. At this point, you can finish and merge all files and
print in one file. Or you can click on the print preview
to print each letter individually by clicking the over
arrow to move between recipients.

14. Email handlers their letter.
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Open Volunteer assignments Fill in Excel File

Update all cells.

Fill in Green Columns for NA Days.

Fill in Blue Columns for UT Days.

Fill in Orange Columns for Banner and Tent Set up
(day 1) and tear down (day 3). Leave up for the
whole weekend.

Save file

Open the Test Day Checklist File desired. (You will
need to print a Supply Trailer and a Day (1,2 or 3)

for each test day.

Follow Mail Merge Processes to select the correct
rows on the excel file to print.

Email copy of volunteer assignments with last
minute instructions.

Print off copies of volunteer assignments for
Test Secretary

Field Marshall

Water Marshall

Bird Steward

2 extras



