
© 2021 Jeremy Cook

Catalogue User Manual

Show Manager

www.showmanager.com.au

help@showmanager.com.au

Jeremy - 0435 446 792
Ruth - 0407 065 365

mailto:


2

www.showmanager.com.au                                                                                                                                                                                                                                                   © 2021 Jeremy Cook

Table of Contents

1. Introduction                                                                                                            3

2. Catalogue Module                                                                                                 4
2.1 Enter Postal Entries ..................................................................................................................... 5

Step 1 - Create Batch ............................................................................................................. 62.1.1

Step 2 - Add Entries ............................................................................................................... 82.1.2
Step 3 - Copy Entries (Optional) .......................................................................................... 102.1.3

Email Batch Receipts ........................................................................................................... 112.1.4

Deposit Listing Report ......................................................................................................... 132.1.5

2.2 Configure Catalogue .................................................................................................................. 14

Event Details ....................................................................................................................... 142.2.1

Class Prizes .......................................................................................................................... 142.2.2
Judges .................................................................................................................................. 162.2.3

2.3 Catalogue Reports ..................................................................................................................... 17

Generate Data ..................................................................................................................... 172.3.1
Catalogue ............................................................................................................................ 182.3.2

Number Cards ...................................................................................................................... 192.3.3
Envelope Number Mappings .................................................................................................................................. 202.3.3.1

Reciept Number Mappings ..................................................................................................................................... 212.3.3.2

Certificates .......................................................................................................................... 212.3.4

Paperwork ............................................................................................................................ 232.3.5
Judges Results Sheets (Running Sheets) ............................................................................................................... 232.3.5.1

Stewards Graphs ...................................................................................................................................................... 242.3.5.2

Class Prize Envelopes .............................................................................................................................................. 262.3.5.3

Envelope Group Numbers ....................................................................................................................................... 272.3.5.4

Breed Score Card ...................................................................................................................................................... 272.3.5.5

Breed Numbers .................................................................................................................... 272.3.6

Exports ................................................................................................................................. 282.3.7



3

www.showmanager.com.au                                                                                                                                                                                                                                                   © 2021 Jeremy Cook

Introduction

1 Introduction

Thank for choosing the Show Manager Catalogue Module, this manual will help you get the

most out of the system.

All reports are generated in .PDF, .DOCX or .XLSX format. Word 2010 or greater is required to

open the office files.

To gain access to the clubs data we need to associate your normal Show Manager User account

with the club who you are going the catalogue for. Only the users that are connected to the club

can view the clubs data, no other user can view the clubs data. Once your account is associated

with the club a new 'Club Area' icon in the top menu will appear, click on this to view the Club

Area where you can also view your current and past shows details including entries and reports.

By using your normal Show Manager user account and not shared club accounts we can quickly

add or remove users from a club as a committee may change. As the individual user account is

also used we are able to log who makes what changes, for example if someone changes the

clubs bank account we can tell you who made the change.

The Club Area utilizes 3 main security roles, 'Club Admin', 'Club Catalogue' and 'Cataloguer'.  If

you ever have any questions please don't hesitate to contact us, help@showmanager.com.au



Catalogue Module
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2 Catalogue Module

Gain access to a shows catalogue by going to the 'Event Details' page. 

· Click on 'Club Area' from the top menu

· Click on 'Events' from the main menu

· Click on the Event Name to view the details page for that event.

At the bottom of the Event Details page you have 3 options;

Postal Entries - This is where you input all of the entries that are not online entries.

Configure Catalogue - Configure all the settings for the catalogue

Catalogue Reports - All of the paper work required for the catalogue.

2.1 Enter Postal Entries

'Postal Entries' is where all the entries that are not online entries are entered into the system.

When adding in the postal entries we have the concept of a 'Batch', you would typically think of

a batch as being the envelope that the entries were received in however a batch is just a

collection of entries that you want to combine together to make it easy to reconcile the number

of entries and also the payment amount. It is recommended that you use the envelope you

received as the batch.

EVENT GROUP NOTE: When the events are put into an 'Event Group' the batch will be for all

events in that group. When you add the entries to the batch in this case the system will list all

of the events in the group so you can quick add in all the entries for all shows at once. If you

select 'Postal Entries' from any event in the event group you will always see all the batches

from all the events, this means you can select the postal entries option from any event and

you will end up with the same list.
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The batch list will show all the existing entries in the system, the 'Entry Count' field is the number

of entries you have told the system you are going to enter, the 'Actual Entry Count' is the number

of entries that is actually in the system, if these numbers are different you have missed an entry.

The 'Paid Amount' is the amount that the exhibitor has paid and the 'Calculated Payment

Amount' is the amount that the system has calculated based on the entries put into the system, if

there is a difference these will appear on any 'Refund/Owe' fields on the reports.

Click on the 'Add New Batch of Entries' button to insert a new batch.

2.1.1 Step 1 - Create Batch

A Batch will group together the entries that you input, it is recommended that you when you

receive an envelope with postal entries that you enter that all the entries received in the

envelope as a batch. When adding a batch it is also recommended to use the cheque name as

the batch name using a Last Name comma First Initial convention, e.g. Cook, J. If the exhibitor

has included a SSAE you can also use the name that is on the SSAE as the batch name. Using this

convention will help with the sorting of the reports.

Tip: Enter the email address to be able to email the exhibitor a receipt of entry.

Other details that can be added to the batch is the Payment Type, Amount, Comments and

Number of entries, this will then be used to work out if the exhibitor has paid the correct

amount. Count the number of entry forms you have before you start to input the entries and put

this number into the 'Number of Entries' field, this is a safe guard to ensure that you have

entered all the entries for the batch. When the exhibitor pays an incorrect amount the amount

owed and also the comment in the batch will appear on the warning reports, summary reports

and also the envelopes. The 'Deposit Type' field is used to separate out the deposits on the

deposit listing report and the bank code is entered to keep a reference to the bank who issued

the cheque, this is handy when disputing a bounced cheque.

Adding a receipt number is optional, if one is not entered then the system will assign the batch a

receipt number. Only add a receipt number if one was already assigned to the envelope,

typically this may happen when the show secretary receipts the entries and has already assigned

a receipt number.
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TIP: If the exhibitor has paid the wrong amount add the reason to the comments, this

will then appear on the reports to make it easy to know why on the day of the show.

Once the batch has been saved you will then be taken to the 'Batch Details' page where you can

now put in all the entries for the batch. The top of the page will show all the information that

was put in the prior screen, if this needs to be adjusted click on the 'Edit' button. As you add

entries the difference amount will keep changing, ideally this should become $0.00 when all the

entries are in the system.
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When adding in the entries each event will have the event name and date at the top, then it will

first show the entries and then the Event Extras. Click on the edit button in the event extras

section to add in any extras that the exhibitor has purchased, for example if a catalogue was

purchased click on the edit button and then adjust the units to 1.  To add a new entry click on

the 'Add Entry' button.

2.1.2 Step 2 - Add Entries

From the Batch Details page click on the 'Add Entry' button to add in entries for this batch.

When adding in a new entry we need to select the Dog and Class, the Entry Cost field will be

automatically set based on the class selected. Any discounts can also be added when required,

this might be Members Discounts or Subsequent Entry Discounts. To add a new entry start to

type the dogs registration number and a list of numbers will appear in the list, click on the

correct number.

   

When you click on the registration number the details of the dog will appear to the right of the

entry details, check these details to ensure they are correct to the entry form. If the dogs details

have changed click on the 'Edit' button in the dog details section to update the dog.
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If the Dog's registration number does not appear in the list click on the 'Add New Dog' button.

When you add the new dog the registration number will be copied to the next page and you

then need to enter in the rest of the dogs details. It's recommended that you use the ANKC

pedigree look up to ensure you have the correct details for the dog and the registration number

provided. When you save the new dog you will be taken back to the 'Add New Entry' page and

the new dog will be selected.

Once the entry is complete either 'Save & Exit' or 'Save and Add New' to add in more entries for

this batch.

2.1.3 Step 3 - Copy Entries (Optional)

When the event is in an 'Event Group' all events in the group will be listed in the batch. Normally

the entries for each event in the event group will be the same, in this case you can copy the

entries from the first event into the other events. 

Once you have added all the entries into the first event click on the 'Copy Entries' link at the

bottom of the entries.
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You will then be given a choice on which shows you want to copy the entries to, normally you

will leave it selected as all events.

This will then copy all of the entries from the first event to all the other events.

HINT: Check the rest of the entries to make sure they have the same dog and class in

all events.

TIP: When all the entries have been copied you can still edit the entries where the

class or dog is different on different days.

2.1.4 Email Batch Receipts

You are able to email a receipt of entry to the exhibitors that have sent an entry via the post. The

Email Batch Receipts process will take any batch that has an email address and email the

exhibitor a receipt of entry. This process can be run many times and will only email the new

batch entries that have been added since the last send.

To send the receipts click on the 'Email Batch Receipts' button from the bottom of the Batch List

page.
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2.1.5 Deposit Listing Report

The Deposit Listing Report can help you with the banking of the monies received in the post.

The report can be run many times and will group new payments together into a new section. The

report will also separate and total the type of payments that have been made. You can take this

report with you to the bank when depositing the funds.
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2.2 Configure Catalogue

The Configure Catalogue page contains 3 tabs at the top of the page.

· Event Details

· Class Prizes

· Judges

2.2.1 Event Details

The 'Event Details' tab will contain some options used when creating the catalogue.

· Show Colour - When the club has more than 1 event you have the option to set the event

colour, this colour will then add a colour strip to the exhibitor numbers cards to match the

colour of the show. When entering postal entries the page will adjust to the shows colour to

make it easier to know which event you are working on.

· Sort Class By - You have the ability to select how the dogs in the class are sorted. The options

are Dog Registration Number, Entered Order (Random), Owner Registration Number, Owner

Name or Date of Birth.

· Normal Class Display Format - This is the format of how the dogs are displayed in the

catalogue. This option will be defaulted based on your state but can be changed if required.

· Challenge Certificate Format - ANKC is the standard current format of the Challenge

Certificate/BOB, the previous version used is also there under 'Original'.

· Override Max Number of Placings (Special Classes) - For the Sweepstakes and Property

classes the system will put 5 places by default, you can override this setting to reduce the

number of places. For example if you only have placings to 3rd change this setting to 3.

2.2.2 Class Prizes

The Class Prizes are used in the Group Special sections and also the General Specials section on

the catalogue. The system will automatically create a record for each class type and all that is

required is that a prize is selected. The prizes are separated into 2 sections, General Special

Prizes and Group Prizes.
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To set the class prize click on the 'Edit' button to the right of the class name. Select a prizes from

the list of prizes and click on the 'Update' button to save your changes.
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2.2.3 Judges

The system will already have all of the Judges and their groups, all you need to do is edit the

Judge to make an adjustments. You can edit the Judge by clicking on the 'Edit' button in the last

column.

· Judge Name - Type the judge’s names as it should appear in the catalogue.

· Group - This is the breed group that this judge is judging.

· Group Description - The description of the group as it should appear in the catalogue,

normally this field does not need to be modified.

· Group Specials - If this judge is judging the Group Specials for the selected breed group.

· General Specials - If this judge is judging General Specials. 

· Ring Description - The ring number that this judge will be judging in, this will appear in the

catalogue.

· Sequence Order - The Sequence Order will determine the order of the groups. If Group 4 was

after Group 2 check that the sequence order indicates this.

Click on the 'Update' button at the bottom when you have finished configuring the judge.
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2.3 Catalogue Reports

The Catalogue Reports is where the data is generated for the catalogue and also where the

catalogue and additional paper work is created. 

2.3.1 Generate Data

The first row in the reports menu is where assign the exhibitor number and generate the report

data required for the catalogue.

· Assign Exhibit Numbers - This step is normally only every run once when you are ready to

start work on the catalogue. This will sort all of the entries and assign an exhibit number to

each dog using the sort rules set in the Catalogue Settings. Once the numbers have been

assigned you do not need to run this step again. If this step has been run and you need to add

in another entry you have 2 choices, you can add in the entry and give it a number on the end

or you can run this step again and it will reassign all the numbers. This decision will normally

depend how far through the process you are, for example if you have printed exhibitor

numbers and posted them you will want to give the new entry a number on the end, however

if you have not printed numbers you would normally run this step again.

· Catalogue Warnings - While the system will stop most mistakes from occurring this report

will still show you anything which may need to be reviewed. Some examples of the warnings

are when the dog is entered into a property or sweepstakes but they have not entered a

normal class. These warnings are based on our experience on items which may need attention.

If you come across a situation that you think may need a warning please just let us know and

we can add it in.

· Generate Report Data - Running this step will take all of the entries and get them ready to

create the catalogue and other reports. This step will only ever need to be run once and then

all reports will be able to be run. You will only ever need to run this step again if you modify

some of the catalogue settings. For example if you need to change the name of a Judge you

would make the change and then run this step again, in this example you will not need to run

the 'Assign Exhibit Numbers' again as we are only changing the name of the judge.
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2.3.2 Catalogue

When the 'Generate Report Data' step has been run you are now ready to create the catalogue

and all it's associated data.

Click on each of the buttons to generate the appropriate document, when the documents are

generated they will appear in the 'Event Files' section at the bottom of the page. Click on the

name of the document to download and view the document.

Click on the 'Catalogue' button to generate the catalogue.

Click on the document name to view that document, here is an example of the catalogue that

was generated.

HINT: Each part of the Catalogue document has a style, this enables you to easily

change sections of the catalogue by modifying the style of the document and not each

individual part. For example you can change the font for all the breed names by

modifying a single style. For more information on how to modify the style of the

document please contact us and we will assist you. help@showmanager.com.au 

mailto:help@showmanager.com.au
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Other Options from this section are:

· Stewards Catalogue - This option will create a catalogue for each group and the catalogue is

the same as the normal catalogue however the breeds will not cross over a page, this makes it

easier for the steward to see all dogs on the single page.

· Group Catalogue - This option will create a normal catalogue for each group, the format will

be the same as the normal catalogue.

2.3.3 Number Cards

Click on the 'Number Cards' button to generate the exhibitor number cards. When you select

this option you will have a few choices:

· Show Manager Page - This will create a sheet of numbers with the Show Manager colour

logo.

· Show Manager Page Black - This will create a sheet of numbers with the black Show Manager

logo.

· Custom Logo Page - Selecting this type of number card will give you the option to upload

your own image to be used on the number cards. This image can be a sponsor or club logo.

· Custom Dual Logo Page - Same as the Custom Logo page however you can select an image

to appear at the top of the numbers and also at the bottom.

When select one of the custom logo options you will also need to select an image that you want

to upload, the ideal size of this image is 2.7cm x 6.9cm.

Once you have made your selection for the type of number card click on the 'Generate Exhibit

Numbers' button. In the event files section you will now be able to download the exhibitor

numbers and print them on an A4 page, we recommend that you use paper with a thickness of

at least 160GSM.

TIP: Allow the exhibitors to download and print their own number cards. Go to the

'Breed Numbers' section for more information.
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The number cards will create 8 numbers on the sheet, at the bottom of the number card you will

also see some small numbers, the number on the left is the receipt number and the number on

the right is the envelope number. These numbers are handy to use when putting numbers in

envelopes.

TIP: When printing the 'Merged' version with the exhibitor details on the back select

duplex printing and duplex on the short side of the document and not the long side.

2.3.3.1 Envelope Number Mappings

From the Event Reports you can print the exhibitor envelopes, typically for this report it will be

the Pickup on the Day Envelope. The Envelope Number Mappings report will tell you which

numbers are to go into the corresponding envelope. 

The Envelope Number Mappings report contains the following columns in order:

· Envelope Number - This number will also be on the exhibitors envelope

· Exhibitor Number - The exhibitor numbers that need to go in the envelope

· Breed 

· Dog Registration Number
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2.3.3.2 Reciept Number Mappings

This is similar to the envelope number mappings however it uses the receipt number from the

batch when it was entered. This report is to be used for shows that have SSAE and you are

putting the numbers back into the exhibitor’s envelope and using the return post envelopes.

The main difference between this report and the envelope number mapping is that it will use

the receipt number when the batch was entered into the system. All postal entries will also start

with a P.

2.3.4 Certificates

These options enable you to pre-print your Challenge and Best of Breed certificates as well as

the Class in Group Certificates. Once the documents are generated you can then print the details

onto the appropriate certificate. The file will also be generated in Group and Breed order so

there is no need to sort the documents after you have printed them.

Click on 'Challenge Certificates' to generate the Challenge and Best of Breed documents. The

types of certificates currently supported are ANKC, this is the standard current format, the

previous format used a few years ago is also there under 'Original'. Once you have made a

selection click on the 'Generate Report' button.

The system will now create a file for Best of Breed and also a separate file for Challenge, if there

is neuter it will also create another set for the neuter. The documents will only contain those

breeds that have entries and also have eligible dogs for BOB and Challenge. For example if

there is only 1 dog in the breed it will create a BOB record but not a challenge one.
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The PDF document will contain 1 page per certificate and all the details for the event will be

printed. 

TIP: To test the printing, print only 1 page on normal A4 paper and note the side and

direction of the printing so that you can put the certificates in the correct way.

HINT: You can also use the Show Manager Client software to print onto certificates on

the day of the event. When you print on the day the Dogs Details will also be

included. The Show Manager Client software is free to use.
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2.3.5 Paperwork

2.3.5.1 Judges Results Sheets (Running Sheets)

Click the 'Judges Results Sheets' button to generate the document. This document will be an

excel (.xlsx) document that can open in Microsoft Excel 2007 or newer. Each breed will be in it's

own worksheet.

To print this document click on 'File' from the menu and then select 'Print'. All of the print

settings will already be defaulted to the correct setting for this document. To print all pages in

the print settings ensure that 'Print Entire Workbook' has been selected and then click on the

'Print' button. 
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Hint: When you select 'Print Entire Workbook' you computer may take a little while to

prepare the document for print.

2.3.5.2 Stewards Graphs

The stewards graph format will be generated based on your states requirements. Some

examples are:

Queensland
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Victoria

New South Wales
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2.3.5.3 Class Prize Envelopes

If you show has a need to put the prizes in envelopes (Cash, Gift Cards) then the Class Prize

Envelopes will create you an envelope for each class for each group. So if your show has 7

Classes it will create 49 envelopes that you can print and you don't have to write out. 

The Class Prize Envelopes also takes it one step further and creates and also creates Worker

Envelopes, in this case it will create an envelope for each group for the Judges and Writes and

Stewards.

Hint: All of the envelopes are DL size by default.
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2.3.5.4 Envelope Group Numbers

If you state needs to supply the first and last exhibit number in the group and also the number

of dogs in the group then you can easily create this document to put in with your receipts. The

document will create 3 to a page so that they will easily fit into a DL sized envelope.

Tip: The size of the each section is the same as the receipts. Once you have printed the

receipts you can print these numbers on the back to save paper.

2.3.5.5 Breed Score Card

When you are printing onto certificates on the day of the event you can use the Breed Score

Card as a means to get the Dogs Exhibit Number and also points back to the office. With 6

breeds to the page you can cut them up to be small enough for the writer to also use. This

documents will also print the breeds in Group and Breed order for you already sorted.

2.3.6 Breed Numbers

Preview Breed Numbers - This step will generate the Breed Numbers file which you can then

download and distribute.

Publish Breed Numbers - When you publish the Breed Numbers this will add a link to the event

page so that exhibitors can download the file. When the exhibitors are emailed a reminder

about the show it will also contain a link to the file. The file will also automatically be sent to

DogzOnline to appear on their event diary.

Enable Exhibitor Number Download - Selecting this feature will give the exhibitor the option
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to download and print their own numbers. When this is enabled the event reminder email will

give them a link and instructions on how to download the file. The exhibitor will also be able to

download the number from the events page form 'My Events'.

2.3.7 Exports

Download Export for 'On the Day' App - The Show Manager Client App can be used to print

onto challenges on the day of the event. The app has been designed to run offline without the

need for the internet and therefore requires this data file. Contact us for more information about

how to print onto challenges on the day of the event.

Export Catalogue Data To Excel - Creates an export of all the catalogue data into a excel

spreadsheet, this data can then be use if the club has a requirement to access the catalogue as

data.
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