Portal — Test Secretary Guide

Logging In:
(If you are already signed in, and in the Portal, please skip to the next section.)

In the top banner of the navhda.org website, you will see the text “Sign up/Login” nextto a
portraiticon. Select thaticon to open a drop-down box and enter your NAVHDA member
number and password.

If you have never signed into the website before, then select the word “here” within the text
“First time logging in? Sign in here.” and register your login. If you are experiencing issues at
this point, please email: portalsupport@navhda.org

Please note, if your membership is not currently active, you will not be given access to the
portal.

Once you are successfully logged in, you will notice that your member number is now listed
next to the portraiticon on the website banner.

Next, open the main drop-down menu and select “Member Portal” and you should
automatically be redirected to the portalin a new tab.

If this is your first time accessing the portal, you may be prompted to add the primary
chapter you belong to before proceeding to your profile.

Requesting a Test:

On the left panel of the portal screen, you will see a list of options. The extra option you are
looking for as test secretary is “Request Tests”.

e [fyou do not see this option: Email portalsupport@navhda.org stating which chapter
you are test secretary for and that you cannot see the “Request Tests” button.

e Ifyou doyou see this option, but selecting it leads to an error page: Email
portalsupport@navhda.org stating that you can see your “Request Tests” button but
that it is not working.

Once you are on the Request Tests screen you should see that most of your information
has already been filled automatically. Some boxes may be blank, so do make sure that all
your information and the information for your alternative secretary (if applicable) are filled
in correctly.

Please note that Purina requires that we provide them with two phone numbers to contact
you in case there is an issue with the delivery. Make sure the two phone numbers you
provide are different.
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Requesting a Test (cont.):

As you go down, fill in the Testing Location and Test Schedule boxes.

You then have the option as to whether you want to display the test immediately (once
approved) or on a later date. If set for a later date, members will not be able to register

online for this test until that date.

You also have the option to select the status you want the test to show once displayed.

When designating test types, select the test type on the left column according to each test
day. You will see your selections on the right column. Make sure you select the applicable
test types for each test day. Then, according to date, select single/double/triple test
depending on if you will have multiple judging teams on that date.

The following are examples of how these selections would appear:

e Example A: You have a three-day test that is NA on Friday, UT on Saturday, and GDT
plus UT on Sunday. Saturday has two judging teams.
o Friday: Single Test — NA
o Saturday: Double Test - UT
o Sunday: Single Test - GDT, UT

e Example B: You have two tests on the same day, Saturday. One test (Judging team 1)
is dedicated to NA and the other test (Judging team 2) is dedicated to UT.
o Saturday: Double Test— NA, UT

Once finished, select “Submit For Approval” in the lower-right corner of the screen.
An email will be sent to NAVHDA'’s test director for approval. Once approved, an email will
be sent to you.

Requesting Judges:

Now that your test has been approved, your next step is to request judges.

Go to the “Upcoming Tests” tab and locate your test. On the right-hand side you will see
three vertical dots. Select that to open a small menu and then select “Request Judges”.
You will be presented with a series of dropdown boxes. Select your judges according to
date and then select “Submit”. The request will be submitted to the test director for
approval.

Tip: If you are unsure what judges are available for a specific weekend, open the three-dots
menu and select “Unassigned Judges” to view a list of potential options for your test.
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The following sections talk about the other options presented in the three-dots menu.

Manage Running Order:

After selecting this option, a new tab will open showing a list of your tests’ registrants under
the header “Wait List:”. You will see that each person has a toggle for “Test Fee Paid:”. Itis
the responsibility of the chapter to collect payment from the registrant. The portalis not
capable of accepting payments on behalf of the chapter.

After toggling that a registrant has paid, a button will appear, and you can add the registrant
to the running order. You will be asked to specify their run-date and then select submit.

You should now see the registrant’s name appear in the “Running Orders:” list according to
the date you assigned them to.

Note: The running order list(s) currently does not appear correctly in dark mode, so if you
are using dark mode, you will have to disable it to view certain text.

The portal will restrict your selections according to test type to ensure that you do not go
past the test capacity. (Please refer to the “Test Capacity Chart” for guidance.)

You now have the option to adjust the running order within each list by dragging and
dropping registrants up and down. Once you are satisfied with your selections, make sure
to select the “Finalize Running Orders” toggle (so that it shows green) and then “Save
Running Order Changes” to save your progress.

View Registrants

After members have applied for your test through the portal, you will see their submissions
listed on this page. Select “View Submission” to review the information they provided.

If you need to edit the information, a button titled “Edit Submission” is located within the
bottom right portion of the screen. Your ability to edit the submission is limited but does
allow you to make relevant changes.

Note: There is an option to “Delete Submission” on the View Registrants page incase you
need to completely redo or simply remove an existing submission.

Tip: You can register entrants yourself, which is helpful for including members who only
submitted a paper copy to you. To do this, select “Register a Dog” on the “Manage
Running Order” screen for the applicable test.

Towards the top of the “View Submission” page, there is a button titled “View as PDF”.
Selecting this will open a PDF that inserts the entry information onto a classic test entry
form. Feel free to print these forms and include them with your judge packet.
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Export Tri-fold

This page should be accessed after all entrants are registered for your test and you have
assigned the running order(s).

Here you will see a list of dates and test types according to the information you entered for
your test. When picking one of the selections, you will be presented with a PDF for a tri-fold
brochure that is specific for that test day/type.

Selecting “Download as ZIP” will allow you to download all the listed variations at once
instead of one at a time.

This brochure file was set up for your convenience so that you may print them for your
event.

Export Judge Packet

This page should be accessed after judges/apprentice judges have been approved and
running orders have been designated.

For each day of your test, you will see a list of the following forms already filled out and
presented as PDFs:

e Judge Test Report

e TestInformation Form

e Apprentice Judge 1 (if applicable)
e Apprentice Judge 2 (if applicable)

Plus, these Excel files for the test overall:

e Running Orders Spreadsheet
e Labels (to place on test cards, please proofread these prior to printing)
Tip: Print on Avery 5263 2” x 4” (or equivalent) label sheets.

Select each file individually or download all of them by selecting “Download as ZIP”.
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