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Race Day Walk-Up Registration Procedures
The control and management of the race database is the most important factor to having successful results.  We recommend that the Race Director pay particular attention to the planning and execution of the registration process.
1. There are two methods for entering race day registrations.

a. Direct entry into Jaguar from the registration form.  

i. This is only used in small races or those races with a limited number of walk up registrations.  These registrations will be entered by the timing technician.

b. Excel worksheet entry using the RACEDAY csv Excel file format provided by T&H timing.  

i. Use of an Excel file is the preferred method of entering Race Day registrations for races with a large number of walk up registrations.  Multiple computers may be used to speed up the process.  

ii. Tortoise & Hare will NOT provide race day registration input personnel and laptops unless other arrangements are made with your Tortoise & Hare assigned lead.  If you are uncomfortable with the process described below, please call your T&H race lead.
2. Direct Entry Procedures

a. The Race Director’s Race Day registration table volunteers must verify the information above from the completed registration forms and write clearly on the top of the form the bib# assigned to each registrant.  Once the form is complete and the bib# assigned, the registration form is passed to the T&H timing technician who will enter the information into the Jaguar Timing Software.  When the registration is entered, a line is drawn across the card to indicate that it has been entered.

3. Excel Worksheet Procedures

a. The Race Director should assign a volunteer to enter race day walk up registrations.  It is best to select a location away from the traffic but close to the walk up registration table so you are not disturbed while entering data.  It is desirable to have a power outlet available to keep the Laptops charged.

b. Each Laptop must use the approved Tortoise & Hare Excel worksheet template saved in a CSV format with the following information entered in columns in this order.  Please do not use any commas in any of the fields.  Save the template to a meaningful name like EventName #1.
i. Bib #

ii. First Name

iii. Last Name

iv. Age

v. Gender

vi. City 
vii. State 
viii. Division (event they are running)  (use code provided by T&H)
T&H will give you the name that must be used for each division so all registrations match the code used in Jaguar…i.e 5K, 10K, 2M (2 mile), 2MS (2 mile stroller), HM (half marathon) and etc.  Your T&H timing lead assigned to your race will let you know what the codes will be when you provide the division information.    In addition, triathlons typically include columns for Teams, Team members, wave #, and wave start times.
c. The Race Director’s Race Day registration table volunteers must verify the information above from the completed registration forms and write clearly on the top of the form the bib# assigned to each registrant.  Once the form is complete and the bib# assigned, the registration form is passed to the data entry volunteers who enter the information into the newly named Race Day csv Excel file. When the registration is entered, a line is drawn across the card to indicate that it has been entered.
d. The Excel worksheet should be saved periodically and the flash drive taken to the timers for upload into the Jaguar Timing System. The Race Director should assign a “runner” to take the flash drive to the race timers.  The entire worksheet is always saved to the same file name on the flash drive regardless of the number of times the flash drive is “run” to the race timers.  For larger races, multiple flash drives may be used but should be numbered or identified as #1, #2, and etc.  
e. Late entry registrations and corrections may be entered directly from the registration form into the timing software.
