
ADMINISTRATIVE ROLES IN EVENTOR 

Club members may have additional roles assigned to them under their club login, relating to club 

memberships and event management. 

Someone with full administrative rights will see the following menu options relating to club set up, 

memberships and club events. Others may have access to one or more of these, depending on the 

role assigned to them by the club administrative officer. 

 

¢ƘŜ ƳŜƴǳ άAbout the Clubέ ǎƘƻǿǎ ǿƘŀǘΩǎ ōŜŜƴ ǎŜǘ ǳǇ ŀƴŘ ǿƘŀǘ ƳŜƳōŜǊǎ ƘŀǾŜ additional access 

levels.  

 

 

 

Can set up and manage events (classes, entry fees, exports, imports, 

etc.) 

Can make entries for a club to events in a special bulk entry mode. 

!ƭǎƻ Ŏŀƴ ƳŀƪŜ ŜƴǘǊƛŜǎ ǘƻ ǊŜƭŀȅǎ ƻƴ ǘƘŜ ŎƭǳōΩǎ ōŜƘŀƭŦΦ It makes sense to 

give event organisers the event manager role as well 

Can do what all Event organisers and Entry managers do, plus 

manage members, club settings and more 



¢ƘŜ ƳŜƴǳ άEdit Club Detailsέ ƛǎ where the club contact information is maintained on Eventor. This 

should be kept up to date by the club administrator. 

 

¢ƘŜ άEvent Participation άƳŜƴǳ ƛǎ a handy tool that tells you what events your club members 

competed in over a particular year and month. Clicking on the blue results button gives you a list of 

how your club members placed in that event. 

 

You can also ŎƭƛŎƪ ƻƴ άŎǊŜŀǘŜ ǊŜǇƻǊǘέ ŀƴŘ generate an excel report for any specified period. 

( Note however that the report currently has Swedish column headings, although you can guess their 

meaning.. in most cases! )  

 
 

 

 



¢ƘŜ ƳŜƴǳ άClub Activitiesέ ŀƭƭƻǿǎ ŀ Ŏƭǳō ǘƻ ƎŀǳƎŜ ƳŜƳōŜǊ ǇŀǊǘƛŎƛǇŀǘƛƻƴ ƛƴ ƴƻƴ-event type club 

activities such as training, clothing orders, camps, questionnaires. LŦ ȅƻǳ ŎƭƛŎƪ ƻƴ ά9Řƛǘ !ŎǘƛǾƛǘƛŜǎέΣ 

ȅƻǳΩƭƭ ǎŜŜ ǘƘŜ ƳŜƴǳ ōŜƭƻǿΦ 

 ¢ƘŜǊŜΩǎ ŀ ƭƛƴƪ ǘƻ ŀ ƎǳƛŘŜ ǘƘŀǘ ǘŜƭƭǎ ȅƻǳ Ƙƻǿ ǘƻ ǎŜǘ ǳǇ Ŏƭǳō ŀŎǘƛǾƛǘƛŜǎ ƛŦ Ŏƭǳōǎ ǿƛǎƘ ǘƻ ǳǎŜ ǘƘƛǎ ŦŀŎƛƭƛǘȅΦ 

 

 

Under the ƳŜƴǳ έ!ŘƳƛƴƛǎǘǊŀǘƛƻƴέΣ ǘƘŜ ǎǳō ƳŜƴǳ άClub Settingsέ ƛǎ where you load the club logo, 

and where you can set up online payment options for entry to your club events if required. 

The API settings are used for interfacing information back to the club website. A link to the guide is 

included. This should be referred to the club IT experts for help in setting up if required. 

 

 

 

 

 

 

 

 

 

 

 

 

 



The default settings for event payments opens up the following window, where you specify contact 

ŘŜǘŀƛƭǎ ǘƻ ǎƘƻǿ ƻƴ ǘƘŜ ŦƻƻǘŜǊ ƻŦ ƛƴǾƻƛŎŜǎκǊŜŎŜƛǇǘǎΣ ŀƴŘ ǿƘŜǊŜ ȅƻǳ Ŏŀƴ ǎŜǘ ǳǇ ǘƘŜ ŎƭǳōΩǎ ōŀƴƪ details 

for EFT payments if required. 

 

 

 

 

 

 

 

 

 

 

 

 



¦ƴŘŜǊ ǘƘŜ άClub membersέΣ άOverviewέ ƳŜƴǳΣ ȅƻǳΩƭƭ ƎŜǘ ŀ ƭƛǎǘ ƻŦ ŀƭƭ ȅƻǳǊ Ŏƭǳō ƳŜƳōŜǊǎ. 

 

/ƭƛŎƪƛƴƎ ƻƴ ǘƘŜ ΨŜŘƛǘέ ōǳǘǘƻƴ ƴŜȄǘ ǘƻ ǎƻƳŜƻƴŜΩǎ ƴŀƳŜ ǇǊƻǾƛŘŜǎ ǘƘŜƛǊ ƳŜƳōŜǊǎƘƛǇ ƛƴŦƻǊƳŀǘƛƻƴ, 

including personal data and contact details. 

 

 If they need assistance updating their information, you can amend it here. Note that this will also 

update their details at the state level for OQ. 

You can ŀƭǎƻ ǳǎŜ ǘƘŜ ά9Řƛǘ ǎŜƭŜŎǘŜŘ ƳŜƳōŜǊǎέ ōǳǘǘƻƴ ŀǘ ǘƘŜ ǘƻǇ ǘƻ ōǊƛƴƎ ǳǇ ǎƻƳŜ ōŀǎƛŎ ƛƴŦƻǊƳŀǘƛƻƴ 

on each member of, say a family.  

 

 



This window is handy if you need to email someone a new username and password 

 

5ƻƴΩǘ ǳǎŜ ǘƘŜ άcreate new membersέ ōǳǘǘƻƴΣ ŀǘ the top of the overview table as registration is done 

through the state body. 

¢ƘŜ άŜȄǇƻǊǘ ǘƻ ŜȄŎŜƭΩ button will create a list of your members on excel, which you can then use for 

reporting purposes. 

 

¢ƘŜ ƳŜƴǳ άRolesέ ǳƴŘŜǊ άClub membersέ ƭƛǎǘ ǿƘŀǘ administrative access levels your club members 

have. By ticking the relevant box next to their name and saving the change, the member will have 

that access level the next time they log in. 

 



¢ƘŜ άMembership Typesέ ƳŜƴǳ ƛǎ ŘŜŀƭǘ ǿƛǘƘ ōȅ ǘƘŜ hv ƳŜƳōŜǊǎƘƛǇ ƻŦŦƛŎŜǊΣ ǎƻ ǘƘŜǊŜ ǎƘƻǳƭŘƴΩǘ ōŜ 

any need to access this. 

 

¢ƘŜ ά±ƛǊǘǳŀƭ [ƻƎƛƴέ menu allows you to log in as any of your members for trouble shooting and 

support issuesΦ LŦ ƛǘΩǎ ŀ ƳŜƳōŜǊǎƘƛǇ ǇǊƻōƭŜƳΣ ǘƘƛǎ ǎƘƻǳƭŘ ōŜ ǊŜŦŜǊǊŜŘ ǘƻ ǘƘŜ hv ƳŜƳōŜǊǎƘƛǇ ƻŦŦƛŎŜǊ. 

 

¢ƘŜ ƴŜȄǘ ǎŜǘ ƻŦ ƳŜƴǳǎ ǊŜƭŀǘŜǎ ǘƻ ά9ǾŜƴǘǎέ 

The menu έClub Eventsέ ƭƛǎǘs just that.. Events your club has set up on Eventor for a specified year. 

 

You can click on any one event to see the detail of how it was set up, the results,etc. 



 

 

 

¢ƘŜ /ƭǳō 9ǾŜƴǘΩǎ ǇŀƎŜ ŀƭǎƻ Ƙŀǎ ŀ άGuide to Manage eventsέ that you can download and use to help 

set up new events. 

 

This should be referred to as a separate exercise ōŜŦƻǊŜ άadding a new eventέ ǿƘƛŎƘ ƛǎ ǘƘŜ ƴŜȄǘ 

menu option. A more precise guide to setting up local club events will hopefully also be available in 

the future. 

Click on any heading in the main 

box to see the detail of each 

section. 

ά9ǾŜƴǘ LƴŦƻǊƳŀǘƛƻƴ άǿƛƭƭ bring up 

a window with the results and 

other information. 


