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INTRODUCTION

Rider HQ (RHQ) is an on-line website used by British Masters Cycle Racing (BMCR) and many other
organisations for event entry, collection of entry monies in conjunction with Stripe and communication
with entrants. Results can be posted on this website, if the organiser wishes to, but should definitely
be emailed out to entrants, as well as being posted on the BMCR website and on Facebook (see
paragraph 26).

At first, the website can appear complex and difficult to use, but spend some time working through it,
in conjunction with this guide and we hope that it will soon become a lot easier, if not second nature.
The website has a number of ways to arrive at the same page, such as sending emails to entrants
(paragraphs 23 & 37 refer) uploading images to enhance the event’s appearance in the calendar
(paragraphs 21c & 31g) and downloading reports (paragraphs 24, 35 & 40), this is helpful, but can be
confusing to start with. Sections are comprised of sub-sections and sub-sub sections that seem
daunting at first, but persevere and you should be able to navigate your way around the website. And
if all else fails, help is on hand, by emailing Alan Vallance (alan_vallance@btopenworld.com) or Mike
Amery (Mikeamery58@gmail.com). Please outline the issue and provide a phone number for a call
back.

Nat Spurling runs RHQ and if you really get stuck, he is very helpful and can be contacted on
nat@riderhg.com. Some recent changes have been made at our request to make the website more
specific for BMCR and easier to use, both for organisers and members. These include showing the
event's opening date in the event details, rather than the closing date.

The words in bold in this guide denote functions/buttons on the website.

HOW TO LIST A NEW EVENT

1. Open www.riderhg.com and log in using your email address and password. Create an
account, if you’re not already an account holder.
2. Click on Events, then SET UP YOUR EVENT:-

" RiderHQ - New Event x |+

= C ) @ riderhq.com/neweve

SET UP YOUR EVENT

.
RIderHo Whatwe do Clubs Events Calendar Help API Contact Us T

List a new event
Select a category of event

& | < | L]

CYCLING SWIMMING CLASSES

3. Click on the Cycling button


mailto:alan_vallance@btopenworld.com
mailto:Mikeamery58@gmail.com
mailto:nat@riderhq.com
http://www.riderhq.com/

4. Complete information for Event Details, selecting BMCR Cycling Event for Event Type, to
ensure your event appears in the BMCR online race calendar. The questions are self-
explanatory, but some extra guidance may be helpful for:-

a. Start time — use time of first race to start

b. Multi day event - not applicable for single day races, only stage races over two or
more days

c. Repeat Event — not applicable for single day races, only a series

d. Private event - do not tick this box

5. Fees and Entries

™ RiderHQ - New Event x |+

=

C Y & riderhgcom/newevent . = .

FEES AND ENTRIES

Free event
all entry types are free

Fee amount Max entries. Entry type name

eg. 1050 e.g. 10000 All

<+ ADD ANOTHER ENTRY TYPE

ENTRY DETAILS

EVENT DETAILS

GO BACK LIST EVENT

Rider“ Q Home Features Clubs Events Calendar Help API Contact Us
seTupvour Event | ([EEEEIEETEY

—~ | T . = s -

: @ = g ——y

6. Complete the three boxes (Fee amount, Max Entries and Entry type name) for the first
race, usually AB, then use ADD ANOTHER ENTRY TYPE button for each additional race,
e.g. CD, EFGH, and W.

Different fee amounts and maximum number of entrants can be stated for each race. The
standard entry fee in 2021 is a maximum of £15 (£20 for National Championships and
Stallard Series events). This may increase in subsequent years. The maximum number of
entrants for three concurrent races is 30 to 40 in each race, so an overall total of 90 to 120,
although some police authorities restrict the total number to 80. The safety of entrants and all
concerned need to be considered when deciding upon field size, with reference to your

relevant police authority, the nature, length and road width of the circuit and capacity of the
race headquarters.



7. Entry details

. RiderHQ - New Event X  +

< Cc 0

& riderhg.com/newevent

. . o
ENTRY DETAILS
Wﬂlt\ﬂg list

Operate a waiting list if max entries reached

Enable teams

Allow entrants to set up and join teams

EVENT DETAILS

GO BACK | LISTEVENT

.
RIderHo Home Features Clubs Events Calendar Help API Contact Us
SET UP YOUR EVENT ‘ MANAGE YOUR CLUB

o C T, TR DA
E

8. Waiting list — tick this as it's useful to have a reserve list in case original entrants drop out
before the event. The ability to change the title from Waiting list to Reserve list or whatever
suits can be done on later pages, see paragraph 14|

9. Enable teams — not used by BMCR.

10. EVENT DETAILS -

™ RiderHQ - New Event x |+ v

< CcC 0

& riderhg.com/newevent

EVENT DETAILS

Additional information

Paragraph vIB I @ 22 @ ©

‘This information will appear on your event page (you can list additional info for your event, instructions, links efc.)

GO BACK LIST EVENT

.
RIderHo Home Features Clubs Events Calendar Help API Contact Us

tas 2 W W -

11. Additional information — add useful details for the entrants, such as race distances/times,
entrant selection criteria, parking restrictions, signing on process, circuit details/hazards,
circuit type e.g. flat, undulating, hilly), a link to the circuit map, available refreshments, prizes
and so on. Anything you think would be useful for entrants to know in advance and might
“sell” your event to maximise entries.

12. Click LIST EVENT button and this takes you through to the EVENT DASHBOARD, where
more specific information is added. Your Regional Co-ordinator will need to approve your
event before it is published on RHQ, but the following can be added, in the interim.
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13. EVENT DASHBOARD
This can be the most confusing section! There is a search button enabling you to quickly find
an entrant, once the event is set up and riders start entering.

Note the six sections across including EVENT SETUP, BRANDING, EVENT EMAILS and so
on. The ones with down arrows have drop down menus, which are all described in turn

./sfs»hxvftt llog Te oy (9) - T A T derhg, xvx.Tzs’ x (e -
J & sosencn x T o st st © O
/ 3 % @ » T

HELP  API r ALAN VALLANCE v

® Name
SEARCH

EVENT|DASHBOARD

email Customer name (or part)

ACCOUNT

Team

EVENT SETUP Vv BRANDING EVENT EMAILS Vv EVENT REPORTS Vv EVENT ACTIONS Vv TEAMS
VOUCHERS & INVITES
PR Nt approved for entry yet - awaiting confirmation from BMCR regional co ordinator (should be approved within a few days
BOOKING
EvenT:

7
Py

n ENTRY TYPES + ADD ENTRY TYPE

AB CLOSED Event not approved

ACTIONS Vv

OWNLOADS Vv

ADD ENTRY VIEW ENTRANTS ~ CHECKIN

w2 | |

15/11/2021

S AT )

14. EVENT SETUP —

¥ SafeSearch % |  btmaillog: X | @ Inbox(@)-- X | o gmail Nort X | M Inbox(3)- X | o Zwiftchanc X | [ HowtoCh- X |  ridernqNo X )< TEST X Fr,o |
y

& > C Y & riderhg.com/o/1612/tour-of-breedon/events/46488 ft © » T
.
Rldel' HELP  API ﬁALAN VALLANCE \v
® Name
ACCOUNT EVENT DASHBOARD email | Customer name (or par) SEARCH
ACCOUNT DASHBOARD Team
EVENT SETUP A BRANDING EVENT EMAILS »w EVENT REPORTS v EVENT ACTIONS v TEAMS
VOUCHERS & INVITES MAIN SETTINGS
BOOKING EDIT ENTRY FORM 1 for entry yet - awaiting confirmation from BMCR regional co ordinator (should be approved within a few days)
Evenrs AB
GemEs & oumEvEnT ETTINGS
D + ADD ENTRY TYPE
crone SATTING
SEYTINGS
st approved
ACTIONS Vv DOWNLOADS Vv
ADD ENTRY VIEW ENTRANTS CHECKIN
ats
CD ciosep Event\not approved

2w e  rwao O

a. Click on EVENT SETUP, then MAIN SETTINGS - These settings apply to the overall
event and it is possible to amend some of these for individual races, as stated below.
MAIN SETTINGS opens to give the headings of DETAILS, OPEN/CLOSED etc.

b. DETAILS - repeats information previously entered. Helpful to check this is correct. A
link to your own website can be added.

c. OPEN/CLOSED - includes event status, event start time and date, when entries
close and if entries on the day are allowed. There’s a reminder - The entries open



date is fixed at 8 weeks before for BMCR events. The closing date is normally 21
days before. Tick yes or no for allowing entries on the day.

d. ENTRY TYPES & FEES
|| ¥ sefesesrh "T ¥ bt mail log "T @ Inbox (9) - "T V¥ gmail, No XTM Inbox (3) - X T & Zitt chan "Tﬂ Howto Che % | riderhg, N x| x ENTRVTV x YJ,° e

“ @@ WEa R

€« C ) & riderhg.com/events/test-8/settings/fees

HELP aPI EALAN VALLANCE Vv

ACCOUNT
DETAILS OPEN/CLOS!

ENTRANTS  PRIVACY
ACCOUNT DASHBOAR

AB EDIT DETAILS
Entries ‘Waiting list Entry fee nstalments Groups Teams Fundraising
VOuCHERS & INVITES
D Event not approv ] 20 £15 +service fee o]
BOCKING
co EDIT DETAILS
Event
e s Entries  Waiting list Entry fee nstalments ~ Groups | Teams | Fundraising
CLOED Event not spproved 35 20 £15 +service fee. =
EFGH EDIT DETAILS
Status Entries  Waiting list Entry fee nstalments ~ Groups = Teams = Fundraising
REPORTS CLOSED Event not approved 35 20 £15 +service fee =
ADD ENTRY TYPE
Eventstatus: [0S  EDIT EVENT STATUS

O set overall maximum entries

f set, total Up entries across all entry types and ensure dossn't excesd this numBoe

Assign numbers per entry type

fticked, nu ntry type, starting from the values you spec

e. Set overall maximum entries — If you tick this box, you can set an overall maximum
numbers of entrants, in additional to the individual race limits, see paragraph 16c.

v SafeSearch X | v bt maillogi X \ @ Inbox(9)-- X \ v gmail, Nort X \ M Inbox(3)- X \ ¥ Zwiftchanc % \ How to Che X \ ¥ riderhg No X X ENTRYTY xw
€« C ) & riderhg.com/events/test-8/settings/fees % © a8 T

.

Rldel' HELP  API EALAN VALLANCE v
& :

ACCOUNT l Assign numbers per entry type )
fticked, number entrants per entry type, starting from the values you specy below you can al e

ACCOUNT DASHED

Number "AB" from
VIOUCHERS & INVITES 1
BOCKING
EVENTS Number "CD" from

RIES & TOURNAMENTS 1

Numnber "EFGH" from

1
REPORTS
R Add Service fee on top
- Sho jerHQ charge. If unts B ed t t e ct the
— R
Ban s B
O Display fee ranges
Custow clude entry form price adjustments in the ‘entry fee’ shown, e.g. £20-25. If unticke e
San ats

Waiting list / pre registratior

=

16:01
16/11/2021

R AT D)

f. Assign numbers per entry type —the first number in each race can be assigned
here, so that the Start Sheet is printed accordingly. Don’t use the same number in
different races or judging could be a nightmare! Some organisers prefer to use a
separate spreadsheet as the start sheet, as it gives flexibility to have, for example a
few spare numbers for on the day entries and a clear number differentiation between
different categories. The Start Sheet can be downloaded onto an Excel spreadsheet
(or PDF), so can be amended as you wish in this program, see paragraph 25.



g. Add Service fee on top — ensure this box is ticked (default) or the RHQ service fee
will be deducted from the entry fee.

¥ SafeSearch X | & btmaillogi X | @ Inbox(@)-- X | & gmail Nort X | M Inbox(3)-« X | & Zwiftchanc X | HowtoCh X | f riderhg Ne X >« ENTRVTYF X e o (ool
L
& C Y & riderhg.com/events/test-8/settings/fees # @ » T

Ridel' HELP  API ALAN VALLANCE ~v

ACCOUNT O Display fee ranges

clude entry form price adjustments in the ‘entry fee'snown, 9. £20-25. IF unticked, Just snow the default arice

rWaiting list / pre registratior

Vo T

Hold spaces for (hrs)
BOCKING

2

EVENTS

H - - How waiting list
SERlES &
Group Custom waiting list name
= 6U €an use your own name for the waiting list (€. call it a ‘reserves list] to make it clearer toYour entrants how you intend to use it

Custom waiting list name
RESERVE
om
Show waiting list position
Show peaple their position on the waiting
SAVE CHANGES CANCEL

—

16:19
16/11/2021

. BT )

h. Display fee ranges — not used by BMCR.
i.  Waiting list/pre registration — Hold spaces for (hrs) - the default is 24 hours for a
reserve to take a spare place. Popular events may wish to use a shorter period.

j.  Custom waiting list name — you may wish to change this to Reserve list by ticking
the box and entering RESERVE.

k. Show waiting list position — Tick this box, which is the default.

Once saved, (and it’s best to save after each section) click CONTINUE EDITING
SETTINGS, then ENTRANTS.

. ENTRANTS:-

The ENTRANTS and PRIVACY sections apply to the overall event, rather than
individual races.

ENTRANTS.
€« > C 0 2 % @ ~
. .
Rldel' HELP  API ALANVALLANCE v
ACCOUNT DETAILS ~ OPEN/CLOSE ~ ENTRY TYPES&FEES ~ ENTRANTS  PRIVACY
T O
Allow edit entry

v - Entrants can edit their entry details
BOOKING .

Allow until (days before start)
Event

21
2 & eg if an edit 1: i
s (
ntto t sam the d o
St thy i
REPORTS
~ O Allow multiple entries per user
o e ntrants to enter themselves multiple times
R
Bank b O Allow entrants to delete their entry
~ Allow entrants to delete their entry (without refund). You can un-delete them, but they can't un-delete themseives once deleted
Cusi
: O Issue tickets
Tick this if you want entrants on this list to print tickets and bring them to the event A a rants list

e

1554
20/01/2022



m. Allow edit entry — usually ticked to allow entrants to amend or add information to
their entry.

n. Allow until (days before start) — The default is 21 days, which is sensible, but
experience shows that there will be changes in entrants after this, so best not to
finalise start sheets until closer to the event. The number of days should not be after
the closing date to prevent changes being made, which you could easily miss.
Entrants can always email you with any important changes.

0. Allow move entry — not usually ticked, to prevent moves to other events without the
organiser’s knowledge.

p. Allow multiple entries per user — not ticked — one rider — one ride

g. Allow entrants to delete their entry — usually ticked to allow withdrawals with no
refund. This can only be done before the period selected in the Allow until (days
before start) question, usually 21 days.

ENTRANTS.

€ > C 0

& riderhq.com/eve;

ACCOUNT O Allow entrants to delete their entry
Allow entrants to delete their entry (without refund). You can un-delete them, but tney can't un-delete themselves once deleted
O Issue tickets

Voueress & i Tick this f you want entrants on this list to print tickets and bring them tothe event. An 15 will 350 be generated, which you will see on the entrants list and you can
S o

BOOKING

Event O Show entrant numbers

O Generate entrant bibs

low entrants to download a bib for printing with their bib numier, anead of the start d

REPORTS O Generate entrant certificates

entrants to download a certificate with their time after you upload results

Bank DEROSIS SAVE CHANGES CANCEL
i

oD, T T — - B 40 v 4B g — o AP
e 9T a0

r. BMCR would not usually tick any of the remaining boxes — Issue tickets, Show
entrant numbers, Generate entrant bibs and Generate entrant certificates.



s. PRIVACY -

¥ SafeSearch % |  btmaillog X | @ Inbox(@)-- X | o gmailNort X | M Inbox(3)- X | o Zwiftchanc x | [l HowtoCh: X | f riderhq Ne X > PRNACY X I+! [-] o] 5 e
’

€« C (Y @ riderhg.com/events/test-8/settings/hide % ® a» T
. -
Rldel‘ HELP APl ALANVALLANCE v
ACCOUNT DETAILS ENTRYTYPES &FEES ~ ENTRANTS  PRIVACY
ACCOUNT DASHBOAR
O Private event
Da not show this event in the calendar, news or event sections and avoid publicising it
VOUCHERS & INVITES
BOOKING Publish organiser's email
Show yo ddress on the event page
EVENT
SERES & T

O Publish organiser's name

Show entrylist

Send 'spaces

ailable' Tweets

of RiderHQ and our partners

Allow entrants to subscribe to event notification:

SAVE CHANGES CANCEL

t. Private event — prevents the event being publicised and would not usually be ticked.

u. Publish organiser’s email — tick to allow this to enable entrants or potential entrants
to contact the organiser with any questions or to seek clarification.

v. Publish organiser’s name - tick to allow this to enable entrants or potential entrants
to know who the organiser is.

w. Show entry list — tick this, which is the default. Entrants like to see who else is riding.

X. Send ‘spaces available’ Tweets — usually ticked, as per default. Everyone following
RiderHQ on Twitter will receive updates. Members need to follow RiderHQ on Twitter
to receive these tweets.

y. Allow entrants to subscribe to event notifications — usually ticked, which is the
default.
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z. After saving, click RETURN TO EVENT, which takes you to the EVENT
DASHBOARD, then CLICK EDIT ENTRY FORM - this is the form that entrants
complete and is not normally altered/ but can be, if the organiser wishes to obtain
additional information to the standard, e.g. to make a selection for a National

¥/ SafeSearch X | o btmaillogl X | @ Inbox(@)-- X | & gmai,Nor X | M Jbox(@)- X | f Zwiftchane x | [ HowtoChe X | o riderhg N X < TEST xu—g“ﬂ'
y

€ > C (d @ riderhq.com/o/1612/tour-of-breedon/events/46488 * @ a » T
ALAN VALLANCE v
® Name
ACCOUNT EVENT DASHBOARD, O email  |Customer name (or part) SEARCH
ACCOUNT DASHEOARD O Team
EMAILS EVENT SETUP A BRANDING EVENT EMAILS EVENT REPORTS v EVENT ACTIONS v/ TEAMS
VoucHers & s MAIN SETTINGS,
BOOKING EDIT ENTRY FORM¥T for entry yet - awaiting confirmation from BMCR regional co ordinator (should be approved within a few days)
Events AB
se TOURNAMENTS SETTINGS
D + ADD ENTRY TYPE
Crowes SETTINGS

ACTIONSV  DOWNLOADS VvV

ADDENTRY  VIEWENTRANTS ~ CHECKIN

vent not approved

B B EF@| N R

™" RiderHQ - Form Editor

<« c O

& riderhg.com/ba

(S48 PREVIEW Eiehlelljagylel)

Question Input Type
Club/Team Text 8B
[ sharea X mandatory ]
Address 1 Text -
[ sharea X mandatory ]
Address 2 Text -
[ shared ]
Town/City Text PR
[ sharcd ¥ mandatory J
Postcode ;r‘exttb v Z 8@
Must be a UK Postcode

[ aared T mandatory ]
Telephone ;.rle.:t‘k:eateea\'\cr\er\ur‘\ker A
[ anared T mandatory ]
Gender Radio buttons -
[ snared L mandatory ]

Male

= )

aa. Entry form amendment is straight forward and your amendments can be previewed to
check how entrants will see the form.
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v SafeSearch X | v btmaillogi X | @ Inbox(9)-- X \ v gmail, Nort X \ M Inbox(3)- X \ ¥ Zwiftchanc % \ How to Che X \ ¥ riderhg Ne X < TEST X r,e e e
L
& > C (Y @ riderhgcom/o/1612/tour-of-breedon/events/46488 % @ a8 T
N -
Rldel' HELP APl ALANVALLANCE v
® Name
ACCOUNT EVENT DASHBOARD email | Customer name (or part) SEARCH
ACCOUNT DASHEOAR Team
EVENTSETUP Al BRANDING  EVENTEMAILS\,  EVENTREPORTS\, EVENTACTIONSw  TEAMS
VOUCHERS & INVITES MAIN SETTINGS
BOOKING EDIT ENTRY FORM { for entry yet - awaiting confirmation from BMCR regional co ordinator (should be approved within a few days|
EVENT e
Vs 7 stapproved
E S
REPORTS ACTIONS v DOWNLOADS v
Custo
ADDENTRY  VIEW ENTRANTS
ReveNuE
B siTs
Custo

S T )

bb. AB, CD, EFGH, W Settings — you need to complete the following section of ENTRY
TYPES & FEES for each race with specific details under the sub-headings of: -

Details, Fees & Limits, Instalments, Teams, Groups and Fundraising, as shown
below. Each are now referred to in order.

v/ SafeSearch X | v bt maillogi X \ @ Inbox(9)-- % \ v gmail, Nort X \ M Inbox(3)- X \ ¥ Zwiftchanc % \ [ HowtoCh- X |  ridethg Nc X > DETALS X r-i,a\ | ]
L
< C ()} @ riderhq.com/entrylists/87999/settings/details % @ » T

HELP API

.' ALAN VALLANCE \

ACCOUNT - P - S —— - -
DETAILS ~ OPEN/CLOSE ~ ENTRYTYPES&FEES  ENTRANTS  PRIVACY
. - VIEW A
Entries ‘Waiting list Entry fee nstalments Groups Teams Fundraising
VOUuCHERS & INVITES
! 35 20 £15 +service fez e
BOOKING
Even
* Entry type name
SERES & T
AB
- FUNDRAISING Subtitle
REPORTS
TO i aditi
Status

2 meflgt _— T, |

15. DETAILS -

a. Entry type name — enter age categories, e.g. AB

b. Subtitle —is there a specific title for one of the races?

c. Status — usually Open when listing a new event. When there’s a full field, the Status
will change automatically to Closed or Waiting list only. The buttons can be used to
manually alter the Status of the specific race, if, for example, you wish to re-open it
after it had automatically Closed, in which case the Closing date will also need
amending. Vouchers only is not currently used by BMCR.

12



DETAILS

€ > c

o]

& riderhg.com/entr ® % @ X

E ALAN VALLANCE ~s

ACCOUNT FUNDRAISING Subtitle
ACCOUNT DASHBOARD

i ditio n
Voucrens & mwies
BOOKING
Evenis
Stmis & "
o O Hidden
Suwvers Hide this entry type from the entry Options (¢.g. temporarity)
REPORTS .

Start time

Cusio

10:e0 ®
Revel
Bank verosi =

S T D)

d. Hidden — not ticked, as it’s unlikely you would not want the race details to be hidden
from the RHQ online calendar.

e. Start time — specific start time with each race, usually starting two/three minutes
apart.

16. FEES & LIMITS:-

- -+ - - - - - -
) ¥/ SafeSearch x | v bt maillogi X \ @ Inbox(3)- - X \ ¥ gmail, Nor % | M Inbox(3)- x \ ¥ Zwiftchane X \ Fd HowtoCh- x |  riderhg Ne x > FEES&LIM x m o T |

& riderhg.com/entrylists/87999/settings/fees  ©® B M :
9 Y g

HELP API ﬁ ALAN VALLANCE ™

EDIT SETTINGS
EVENT DASHBOARD

DETAILS ~ OPEN/CLOSE  ENTRYTYPES&FEES ~ ENTRANTS  PRIVACY
AB IEW A
status Entries  Waiting list Entry fee nstalments ~ Groups = Teams | Fundraising
35 20 £15 +service fee o]
* Entry fee
15.00
CGROUPS Fee tiers

FUNDRAISING

T B8 B U AETITE

a. Entry fee — the fee for each race, which can be different. £15 is the current
maximum fee (2022), except National Championships and Stallard events or when
race expenses necessitate more.

b. Fee tiers — gives the ability to charge different fees over a period or as entries
increase. BMCR do not use this function.

c. Max entries — maximum number of entries per race. This depends on individual
circumstances, as previously stated, paragraph 6. Also, refer to Manage waiting list
manually below for more guidance on setting this number.

13



d. Women are often included with E+ category races. BMCR wish to encourage more
women to race and as such, a separate Entry Type Name (or their own race) with its
own maximum number of entrants should be set up. Any shortage of female entries
can be filled from the Waiting list of E+ categories. This should be mentioned in the
Event Details, see paragraph 10 above.

¥ SafeSearch X | & btmaillogi X | @ Inbox(8)-- X | & gmailNor X | M Inbox(3)- X | o Zwiftchan: X | [ HowtoCh: X |  riderhq Nc X » FEES &Ll xm‘:@'ﬁ
< G () @ riderhgcom/entrylists/8799 fr @ a » T

gs/fees

Ridel‘ HELP  API ALAN VALLANCE v

Waiting list
ACCOUNT 20

A

BOCKING
RIES & TOURNAMENT: O Allow pre-registration for entrants

Minimum entries per order

1
REPORTS

Free entries

SAVE CHANGES [RSINGETE .
W Ty Wi N

o @ oy

15/11/2021

e. Waiting list — enter the number of reserves, usually 5 to 10, as it’s useful to have a
reserve list as original entrants may have to drop out for a variety of reasons, before
the event. You might decide to have a higher number of E+ reserves than other
categories, just in case women do not fill all the places allocated for them.

f. Manage waiting list manually — tick this if you wish to manage the selection of
reserves, instead of first come, first served. Useful if you wish to select the overall
entrants, perhaps for a National Championship or popular event. e.g. — for a field of
30; set the Max Entrants at say 15 = 50% (first come, first served) and Waiting List
at 25, allowing you to select the final 15 and have 10 reserves. Mention these
selection criteria in the Event Details (see paragraph 10) and include additional
guestions on the entry form (paragraph 14z — Edit Entry Form) so that you know
enough about the entrants to make a selection, e.g. Are you a BMCR race
organiser?

g. Allow pre-registration for entrants - not usually ticked, but could be helpful if you
wish to gauge interest in an event before it officially opens.

h. Free entries — not currently used by BMCR

14



17. Instalments:-

¥ SafeSearch X | & btmaillog: X | @ Inbox(@)-- X | & gmail Nort X | M Inbox(3)-« X | & Zwiftchanc X | HowtoCh X | f riderhg No X >« INSTALME' X r-i,é e |

< C (Y @ riderhg.com/entrylists/87999/settings/instalments % @ » T

y

Ridel’ HELP  API EALAN VALLANCE ~v

EDIT SETTINGS
EVENT DASHBOARD

CCOUNT
A
DETAILS ENTRY TYPES & FEES ENTRANTS PRIVACY
AB VIEW ALL

Vo

Status Entries Waiting list Entry fee nstalments Groups Teams Fundraising
BOOKING 2 £ 9

35 20 £15 +service fee. [ox]

O Allow pay-by-instalments
entrants o pay the entry fee

GROUPS SAVE CHANGES CANCEL

FUNDRAISING

a. Allow pay by instalments — not used by BMCR.

18. TEAMS:-

¥ Safe Search X | ¥ btmaillog X \ @ Inbox(3) - X

v gmail,Nor: X | M Inbox(3)- X \ ¥ Zwiftchanc X | [ HowtoCh X |  riderhg Ne X >« TEAMS x

<« C ()Y @ riderhg.com/entrylists/87999/settings/teams % @ a » T

HELP APl E ALAN VALLANCE ™

EDIT SETTINGS

EVENT DASHBOARD
ACCOUNT

DETAILS

ENTRANTS PRIVACY

AB VIEW ALL

Vo &

OKING Status Entries Waiting list Entry fee nstalments Croups Teams Fundraising

nt not approved 35 20 £15 +service fee o]

O Enable teams
Offe nts 1to

CROUPS

FUNDRAISING

a. Enable teams - not currently used by BMCR.
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19. GROUPS:-

@ Inbox(8)-- X | o gmailNor X | M Inbox(@)- X | o Zwiftchane x | [ HowtoChe X | o riderhg Ne X > GROUPS

V¥ SafeSearch X | ¥ btmaillog X

* o B Man®

& C 0t & riderhg.com/entrylists/87999/settings/groups

Ridel‘ HELP  API EALAN VALLANCE Vv

EDIT SETTINGS
TEST EVENT DASHBOARD

ACCOUNT

DETAILS ~ OPEN/t ENTRY TYPES &FEES ~ ENTRANTS  PRIVACY
AB VIEW ALL
Vouc
_ s Entries  Waiting list Entry fee nstalments | Groups ~ Teams | Fundraising
BOCKING
t 35 20 £15 +service fee o]
LIMITS O Discount for members
Restrict ry e of a Ri
Restrict to members
REPORTS to men of a Ride:
FUNDRAISING
Group
British Masters Cycle Racin v
Member on
Start day v

a. Discount for members — not used by BMCR.
b. Restrict to members — the website automatically restricts entrants to BMCR

members, who are members on the day of the event. This can also be set to the date

of entry.
c. Until days before start — set to zero.

20. FUNDRAISING:-

@ Inbox(®)-- X | & gmailNor X | M Inbox(3)- X | f Zwiftchane X | [ HowtoChe X | o riderhg Ne X < FUNDRAI

* @B Mo R ®

¥ SafeSearch X | ¥ bemaillog X

& C Y @ riderhg.com/entrylists/87999/settings/fundraising

Ridel‘ HELP  API ﬁALAN VALLANCE v

cuni oEn Ve

TEST EVENT DASHBOARD

DETAILS ~ OPEN/t ENTRY TYPES &FEES ~ ENTRANTS  PRIVACY
EIS AB 1IEW ALL
Vo . - . .
Status Entries ting list Entry fee nstalments | Groups ~ Teams | Fundraising
OKING vent not approved 35 20 £15 +service fee o]
Eve
. DETAILS ) the charity they »m those
LIMITS
MENTS
- g
GROUPS Charity name Charity ID Event ID Target amount
FUNDRAISING ARDJUSTS ARITY
ill automatically JustGiving fundraising pa hem when

entrant to select their own charity

a. FUNDRAISING — BMCR events do not tend to be used for charity fundraising
purposes.
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b. Next complete the ENTRY TYPES & FEES section for the other races by returning to
the EVENT DASHBOARD > EVENT SETUP > category SETTINGS

AV Test X |+

€ > C & riderhg.com, @ A @

Ridel‘ ALAN VALLANCE v

Name
email  |Customer name (or part) SEARCH

D Team

ACCOUNT EVENT DASHBOARD

s EVENTSETUP A BRANDING  EVENT EMAILS EVENTREPORTS v  EVENTACTIONS v TEAMS
1es MAIN SETTINGS

I EDIT ENTRY FORM +ADD ENTRY TYPE

ENTS SETTINGS
Grours E e
SETTINGS
s ACTIONS v DOWNLOADS v
- GH
SETTINGS
S ADD ENTRY VIEW ENTRANTS CHECKIN
Cr— eis] o--:
SHARLD RERORIS ACTIONS v DOWNLOADS v

ADDENTRY  VIEWENTRANTS  CHECKIN

EVENT DASHBOARD (continues)

21. BRANDING:-
T ¥ bt mail lag xT@ Inbox (3) - xT ' gmail, Nor xv Mi Inbox (3) x\‘ ¥ Zwift chan xTﬂ How to Ch xT ¥ riderhq N xv > TEST x m e} - o
® a» T

E ALAN VALLANCE
VIEW EVENT

® Name
EVENT O email Customer name (or part) SEARCH

O Team

¥ Safe Search

riderhg.com/0/1612/tour-of-breedon/events/46488

ACCOUNT

Vou

BOOKING

EVENTSETUPW  BRANDING EVENTEMAILSY  EVENTREPORTSV  EVENTACTIONSW  TEAMS

Nt approved for entry yet - awaiting confirmation from BMCR regional co ordinator (should be approved within a few days

SR ENTRY TYPES + ADD ENTRY TYPE

AB CLOSED Event not approved

ACTIONS Vv

ADDENTRY  VIEWENTRANTS  CHECKIN

17



a. Click on COLOURS AND IMAGES

¥ SafeSearch X | & btmaillog: X | @ Inbox(@)-- X | o gmail Nort X | M Inbox(3)- X | o Zwiftchanc X | [ HowtoGh: X | o riderhq Nc X )< BRANDING X r—,e (Sl e

&« C (Y @& riderhg.com/events/test-8/settings/appearance ft @ a8 T

»

Ridel' HELP  API ALAN VALLANCE v

BRANDING
TEST EVENT DASHBOARD

ACCOUNT
i APPEARANCE
VOUCHERS & INVITES

BOOKING

EDIT TRANSLATIONS

LINKS FOR YOUR WEBSITE

Event page link: | hitps /lwww riderhq comlevents/plett kiaeg/itest-8 | Link
Enter link: [https://www riderhq comleventsipletikiaeg/enter | Link
S View =ntries link: [htips /v iderhg ki 00(] LinK

fediit entry link: [ https://www.riderhg.com/mydetails | Link

er button:
hid < ENTED =

PO LT %)
P @ a0 g

b. Event branding:-

1.
2.
3.
4.

CHOOSE LOGO

CHOOSE BACKGROUND IMAGE
CHOOSE SPONSOR LOGOS
CHOOSE EVENT PHOTOS

All these buttons can be used to enhance the appearance of your event in the
calendar and thus attract more entrants. In the screenshot below, LOGO relates to

the white bike, BACKGROUND IMAGE to the cyclist and SPONSOR LOGOS and
EVENT PHOTOS appear below, although not in this screenshot.

¥ SafeSearch X | f btmaillog X | @ Inbox(9)-- X | & gmailNor X | M Inbox(@)- X |  Zwiftchane X | [ HowtoChi X |  riderhq,Nc x @ RiderHQ- X [+ o;Eﬁ&l&’
< C () @ riderhg.com/events/p/etikiaeg/branding?template=event * @ [ I -

EVENT BRANDING RiderHo HELP API

‘CHOOSE LOGO
CHOOSE BACKGROUND IMAGE
CHOOSE SPONSOR LOGOS
CHOOSE EVENT PHOTOS

@ Hide Banners

@ Dark Mode
= %

#242021 ]

Background

Highlight VIEW RESULTS | VIEWENTRIES RSN

#FF0000

Location

Anywhere AB1 1AB

200 |

15/11/2021

- R )
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) ¥ SafeSearch X | ¥ btmaillog: X | @ Inbox(9)-- X |  gmail Nort X | M Inbox(3)- X | o Zwiftchan: X | [l HowtoCh: X | o ridethq,Nc x @l RiderHQ xw

€« C {} & riderhq.com/events/p/etlkiaeg/branding?template=event % © a s T

Choose event logo

use image 1600 x 1554 299 x 299

use image use image

Use selected images Upload Images

A 3
.‘ a |Iv [ 2 Pl

2216
15/11/2021

Images button to add them as a logo. It's the same process for the background
image, sponsors logo or event photos, as appropriate. Images also appear on emails
generated by the website. If you wish to delete a photo, click in the top right corner
and a rubbish bin symbol should appear.

d. Text, Background and Highlight can all be used to change the colour of the wording
in the calendar and when clicking through into the event details. By way of an
extreme example, see the next screenshot. We have used green for Text, grey for
Background and blue for Highlight. We have also used a photo of cyclists from a
previous event for the Background Image. BMCR are happy with the default
colours, but if you trying to make your event stand out, have a play!

1 Inbox - coalvillew! X contactsgoogle.c: X | [@] Inbox (16) -alan+ X | [l Sunday Christma: X | () Safe Search X | © riderHQ Norton© X " RiderHQ - Appear X
| U

& C )} @& riderhg.com/events/p/kiyfsjsi/t nplate=event * @

Text
#22D022 ]

Background

#BET272 |

Highlight

VIEWRESULTS | VEWENTREES [RENE

SAVE

17:04
15/12/2021
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22. Other functions on the dashboard:-

- - - - - - - - >
) ¥ SafeSearch % |  btmaillogl X | @ Inbox(@)-- X | o gmail Nort X | M Inbox(3)- X | o Zwiftchanc X | [ HowtoCh- X |  ridernq Nc X )< TEST x ri—" (-] e

& > C Y @ riderhg.com/o/1612/tour-of-breedon/events/46488 u © a» T

HELP API E ALAN VALLANCE

® Name
EVENT DASHBOARD emai Customer name (or part)

VOUCHERS & INVITES Team

ACCOUNT

Accou

BOOKING EVENTSETUPN  BRANDING EVENTEMAILSY  EVENTREPORTSN  EVENTACTIONS™  TEAMS

Not approved for entry yet ,4waiting confirmation from BMCR regional co ordinator (should be approved within a few days)

n ENTRY TYPES +ADD ENTRY TYPE

AB cLoseD Evef not approved
ACTIONSY  DOWNLOADS v
ADD ENTRY

VIEW ENTRANTS CHECKIN

S BT )

23. EVENT EMAILS - Emails and text messages (6p charge for each text) can easily be sent to
all or selected entrants for the distribution of start sheets, event details, any late alterations,
results and the like. These can also be pre-populated with information extracted from the
RHQ website (e.g. first and last names, event name...) and automated emails can be

compiled and sent when appropriate (e.g. to confirm a successful entry). Also see paragraph
36.

AV Test Event X |+

- — L -
€ > C { @ riderhg.com 7349 ® w @ X~

Rider EALAN VALLANCE

® Name

ACCOUNT EVENT DASHBOARD email  |Customer name (or part)

ACCOUNT DASHEOARD Team

EVENTSETUPN,  BRANDING  EVENTEMAILS N/ __g EVENT REPORTS A EVENTACTIONS v TEAMS

Voucrers & invies REVENUE
BOOKING Not approved for entry yet - awaiting SCHEDULED PAYMENTS  hould be approved within a few days)
Event CANCELLED/REFUNDED ENTRIES

Series & 100 MOVED ENTRIES
G ENTRANT RESULTS +ADD ENTRY TYPE
S T

ALL REPORTD
Survevs A CLOSED Event not approve

REPORTS CREATE NEW REPORT ACTIONS N DOWNLOADS v
Cusio
ALL CUSTOM REPORTS

LLCUSTOMREPORTS o EnTRy \\VIEW ENTRANTS  CHECK IN
Reve
Ban s 0
Cust
s ont

B SED Event not approved
hitps://www.iderhq.com/events/av-test-event/signonsheet

2 8 8 [FT

Sl AT )

24. EVENT REPORTS - numerous reports, even your own custom ones, can be run a
transferred into an Excel spreadsheet. Under this section, you'll find the important Start
Sheet (or as we know it to be - a signing on sheet)
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Print blank rows

v
Add blank rows if you might want to accept entries on the day and need somewhere for them to fill in their details
Disclaimer
A
Enter your disclaimer text

CHANGE

PDF DOWNLOAD CSV

Date: Sat, 5 Fch 2022 Event: test

Competitar's Declaration: | agree to take part in this race entirely at my own risk. | confirm that | have familiarised myself with the course and taken due note of any potential
hazards ta my safety and in starting the race | am confirming that the course is fit for the purpase. | understand that when riding on the highway the function of marshals is anly to
indicate the direction: they have no pawer to contral traffic and | alone must determine whether any move | make is safe. | agree that no liability whatsoever shall be attached to the
Organiser, Race Officials, Marshals, First Aid Attendants, helpers or to the League of Veteran Racing Cyclists Ltd or its Directors in respect of any injury, loss or damage suffered by
me or by reason of taking part in the event however caused and whether by negligence or otherwise. | CONFIRM AND ACKNOWLEDGE THAT | HAVE READ AND UNDERSTOOD THIS
STATEMENT BEFORE SIGNING.

No | Entry type | First mames | Last name | Signature

a. For new organisers, the default column headings that appear on the start sheet are
(as above):- No. (humber), Entry type (race category), First names, Last name and
Signature. Previous organisers will have the columns they used before as the
default. We recommend your signing on sheets have headings of:- No., Entry type,
First and Last Names, Age on day of event and BMCR licence number with a blank
column for the rider’s signature. This should leave sufficient space for the rider’s
signature, but check. We recommend that this is the ONLY information on the
signing on sheet, producing the columns shown in paragraph 25a.

b. For privacy reasons, the rider’s emergency contact name and their contact number
have NOT been included. However, in the case of a serious accident, the organiser
and/or emergency services may need this information and so the organiser should
print their own copy of the signing on sheet including this, ticking the four blue boxes
as shown below:-

Start sheet BMCR TEST AV x Inbox (3) - alan vallance@btinte: X || +

& C ¥ & riderhg.com

START SHEET

BMCR TEST AV

RETURN TO EVEN

[~ COLUMNS

Ociub/Team Oaddress1
O postcode OTelephens

Oage 8 Age on day of event se number
01 agree to the above declar... OEmergency contact

O address1
name British

OTown O Postcod

O pate of birth O Gender

BEmerg
name
(British Masters C

y contact

ontact 2 telepho O oo you have any medical [
con

12l medical informat. O additional medical
asters C informat...

ONotes
British Masters

O ransponder ID OAmount paid
British Masters C

O print British Masters Cycle Racin...
membership number

PO = T 1)
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Start sheet AV Test Event x |+

€« C {d @& riderhg.com/ev
BLANI

Heading

Signature

ADD BLANK COLUMN

Numbering

® Hide numbers

Use bib numkbers

O Use membership numbers

Print blank rows

Add blank rows if you mignt want to accept entries on the day and need somewhere for them to fill in their details
Disclaimer

%~
Enter your disclaimer text

2w nfgm

25. How the riders’ Numbering is allocated can be determined on this page, (also see paragraph
14f), the inclusion of blank rows for entries on the day and your own Disclaimer, although this
isn’'t needed.

Start sheet BMCR TEST AV x Inbox (3) - alan_vallance@btinte: X

& C (Y & riderhq.com/events/bn

Print blank rows

Add blank rows if you might want to accept entries on the day and need somewhere for them tofill in their details

Disclaimer

CHANGE

: BMCR TEST AV

No| Entrytvpe |  Firstnames | Lastmame |

Generated: 28 Jan 15:34 7\

| BMCR license number | Signature

a. Note the seven columns aboye. The start sheet can be transferred to a PDF or Excel
spreadsheet with these buttons. If you are familiar with using Excel, this can be
useful in allocating numbers, manipulating the data and adjusting the width of
columns, if needed. This cannot be done using a PDF print out, but RHQ produces
an acceptable document.

b. As stated above, we recommend that the organiser prints out a set of Start Sheets for
him/herself that includes the emergency contact information of riders. It is also
recommended that Start Sheets are not printed until just before the event, as there
tends to be many changes in entrants in the run up to it.
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26. EVENT ACTIONS - bulk changes can be made to entrant’s details using a spreadsheet.
Under this section, you can also download the race results under Edit Results, but as stated
in the Introduction, BMCR do not usually post results on RHQ, instead these should be
posted on the BMCR Facebook page, emailed to entrants and sent for posting on the BMCR
website (send to Robert Fowler at edenshaw@hotmail.co.uk) If organisers wish to post on
RHQ as well, then please do so. A spreadsheet in the correct format is needed.

If you wish to delete your event, you can do so under this section.

27. TEAMS — a team of riders can be created, but is not currently used by BMCR.

28. Additional actions and shortcuts

l ¥/ SafeSearch % |  btmaillogl X | @ Inbox(9)-- X | o gmail Nort X | M Inbox(3)- X | o Zwiftchanc X | [ HowtoCh: X |  riderq,Nc X >« TEST x

& > C Y @ riderhg.com/o/1612/tour-of-breedon/events/46488 u © » T

E ALAN VALLANCE v
® Name

ACCOUNT EVENT DASHBOARD emai r name (or part)

Rider HELP API

Team

EVENTSETUPV  BRANDING  EVENTEMAILSV  EVENTREPORTSV  EVENTACTIONSV  TEAMS

BOOKING n ENTRY TYPES + ADD ENTRY TYPE

£
AB cLoseD Entries closed
ACTIONS A
MOV N
ADD ENTRY HECKIN
. SETTINGS
REPORTS
UPLAAD ENTRANTS
R coPY ENTRY TYPE
z DELETE|ENTRY TYPE
CD |cLosep Entries closed
- ENIT RESULTS
~ ACTIONS DOWNLOADS v/
ADDENTRY  VIEWENTRANTS  CHECKIN

=

3 e T ... T s |
" H O] <Pl 17/3-511021

a. For each ENTRY TYPE, there’s two drop down lists under ACTIONS and
DOWNLOADS. Each item is self-explanatory.

¥/ SafeSearch % | o btmaillogl X | @ Inbox(9)-- X | o gmail Nort X | M Inbox(3)- X | o Zwiftchanc X | [ HowtoCh: X |  riderqNc X >« TEST x F—,o oo et |
v

& > C Y @& riderhg.com/o/1612/tour-of-breedon/events/46488 %t © » T
.
Rldel' HELP  API EALANVALLANCE v
® Name
EVENT DASHBOARD emai ustomer name (or part) SEARCH
ACCOUNT
Team
EVENTSETUPNV  BRANDING EVENTEMAILSV  EVENTREPORTS™  EVENTACTIONS™  TEAMS
BOOKING n T TEIES + ADD ENTRY TYPE
E
AB cLoseD Entries closed
ACTIONS W DOWNLOADS W/
ADDENTRY  VIEWENTRANTS ~ CHECKIN
REPORTS
CD cLoseD Entries closed
ACTIONS v DOWNLOADS v
ADDENTRY  VIEWENTRANTS  CHECKIN

—_— - [ [ T T EETTTTTEEESESESS—"— 7_ .- —
:_: H O] W < P 17‘-151:’;021
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b. ADD ENTRY allows you to add a new entrant manually and VIEW ENTRANTS
brings up a list of all entrants.

29. ACCOUNT
We will now move onto the headings that run down the left hand side of the page, under the
ACCOUNT heading:-

¥ SafeSgarch X | ¥ btmaillogl X | @ Ibox(9)-- X | & gmai,Nor X | M Inbox(3)- X |  Zwiftchane % | [ HowtoChe X | o riderhq N X X Dashboarc X r-q,o ool |

& riderhg.com/o/1612/tour-of-breedon/dashboard % @ » T

»

HELP  API EALAN VALLANCE v

ACCOUNT Tour of Breedon

® Name
ACCOUNT DASHBOARD SEARCH ORDERS : Customer name (or part) SEARCH
emai
VOUCHERS & INVITES
ACCOUNTSETUP~  BRANDING ~ VOUCHERS v ACCOUNT REPORTS v ACCOUNT EMAILS \
BOCKING

0.00 0 0.00 0.00

Revenue today Entries Memberships Purchases

DEC21  TEST

7 AUG 22 Tour of Breedon inc National Championships.

30. ACCOUNT DASHBOARD - there are six heading running across the page, which we will
now deal with in turn:-

31. ACCOUNT SETUP - there are a number of items under this heading in a drop down list, as
shown below:-

- - - -~ - - - - 2
¥ SafeSearch % | & btmaillogi X | @ Ibox(®)-- X | & gmailNor X | M Inbox(3)- X |  Zwiftchane x | [ HowtoChe X | o riderhq,No X Dashboard X r-i,o | )
y

< C {} @ riderhqg.com/o/1612/tour-of-breedon/dashboard % @ » T

Rider HELP  API E ALAN VALLANCE v

ACCOUNT DASHBOARD SEARCH ¢ RS

Customer name (or part)

emai
ACCOUNT
. ACCOUNT SETUP A BRANDING  VOUCHERS™N  PROMOTIONS\/  ACCOUNTREPORTS\  ACCOUNT EMAILS W/
ACCOUNT DASHBOAR
MAIN SETTINGS

\:f'-. CHERS & INVITES PAYMENTS 0 0.00 0.00

BOOCKING TEAM 2y Entries Memberships Purchases
Events INTEGRATIONS
TRACKERS

Grour £\ EFUND POLICY
EVENT REFUND POLIC CREATE GROUPS CREATE

IMAGE

NACER i

MAN,
TRANS
1inc National Championships.

DELETE ACCOUNT

sepcers

) - R ——e RN
7_: H ] @ e AN 17‘-;51‘-‘:‘1011
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v SafeSearch X | V btmaillogi X \ @ Inbox(9)- X \  gmail,Nort X | M Inbox(3)- X \ o Zwiftchane X \ F HowtoCh: X \ ¥ ridethg N X X Editaccour X e o oo T |
y -l

€« C ) & riderhg.com/o/1612/tour-of-breedon/editsettings

HELP  API ALAN VALLANCE

Tour of Breedon T HLatee

ACCOUNT
ACCOUNT DASHEOARD
MAIN SETTINGS ~ PAYMENTS ~ TEAM  INTECRATIONS — TRACKERS
V/OUCHERS & INVITES ACCOU AlLS
BOCKING
EVENTS
SERIES & TOURNAMENTS
Name
GRoue:
Tour of Breedon
Shap
SURVEYS
Description
REPORTS

Business address

T 8 = 'm0 \ B U .

a. MAIN SETTINGS - details are pulled through from earlier information. Again check

this to ensure it's correct.
b. PAYMENTS - entry fees are now paid to the organiser from RHQ, via a Stripe
Account. You will need to set up such an account, if you do not already have one.
c. SET UP PAYMENT PROCESSING - Follow the instructions to set up the Stripe

account.

VIEW EVENT

(&) Name

EVENT DASHBOARD O email Customer name (or part)
O Team
EVENT SETUP v BRANDING EVENT EMAILS W VENT REPORTS W EVENT ACTIONS v TEAMS

Not approved for entry yet - awaiting confirmation froNg BMCR regional co ordinator (should be approved within a few days)

SET UP PAYMENT PROCESSING

n ENTRY TYPES +ADD ENTRY TYPE

AB cLosED Event not approved

ACTIONS v DOWNLOADS »

ADD ENTRY VIEW ENTRANTS CHECKIN

CD cLosen Event not approved

ACTIONS~ DOWNLOADS

ADDENTRY  VIEWENTRANTS  CHECKIN

0.00%
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PAYMENT PROCESSING SETUP

You will now be redirected to Stripe to set up payment processing
NB On the 'Tell us about your business' (see screenshot) make sure to select 'Individual / sole trader' unless you have company registration documents
Tell us about your

@ o business

RiderHQ partners with
Stripe for secure
payments.

E D

il to view larger image)

CONTINUE

@ RiderHo

Tast mode

RiderHQ partners with Stripe
for secure payments.

B You're currently in test mode. Skip this form

Get started with Stripe

IFyou're completing this Form on behalf of a
business, it must be completed by the business
owner or someone with significant management
responsibility of that business.,

4 Return to RiderHQ

Email Have a Stripe account? You can
use the same email
testabc@mailinator.com|

The bulk of the entry fees are now paid over to the organiser by Stripe within three to five
days of riders entering on RHQ

d. The next headings of TEAM, INTEGRATIONS and TRACKERS are easy to follow.
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[ & sscraneronsiesemn x 7 enreindpoig x T T e iy = R =\ )

&« C {} & riderhg.com/o/1612/tour-of-breedon/editrefundpelicy % © a» T

HELP API m ALAN VALLANCE

Tour of Breedon e S

ACCOUNT

Accou
e EVENT REFUND POLICY
BOOKING This refund policy applies to all your events

O Allow refund requests
Entrants m e

Automatic refunds

® No automatic refunds

SAVE CANCEL

ST TR )

e. EVENT REFUND POLICY - the default position is to NOT allow refunds. You may
however wish to consider individual refunds on their own merits by ticking the Allow
refund requests box, although this may encourage entrants to ask!

f. BMCR policy is that no refunds are given to discourage withdrawals and DNSs
through, for example, poor planning. This also protects the organiser’s position when
refusing a refund. However, organisers may give refunds at their discretion. E.g. a)
before the closing date if a reserve fills the place, and b) after the closing date for
compassionate reasons e.g. serious injury, illness or bereavement.

- 1
B8 it Howin St S B >c Tmages x ° o E@%
| -
<« C ) & riderhg.com/o/1612/tour-of-breedon/images % © [ I~

HELP APl Q ALAN VALLANCE v

Tour of Breedon RETURN TO DAsnggf:g

ACCOUNT

ACCOUNT DASHBOARD

SIS MAGES

BOOKING

EvenT:

16:05
17/11/2021

B ™ T B

g. IMAGE MANAGER - another way to upload, view or delete images
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32.
33.
34.
35.
36.

37.

I .

€ 2> C d @& riderhg.com/usergroups/1612/transponders w © B8 a » T
HELP  API EALANVALLANCE\/
TRANSPONDERS
Tour of Breedon RETURN TO DASHBOARD
TRANSPONDERS
VoUCHERS & TS Upload a transponder file and edit 1Ds here

BOOKING
ADD TRANSPONDER UPLOAD TRANSPONDERS
EVeN

No transponders

REPORTS

= i L - . 609 | |
E H @ m7| L 17311;?;%11

h. TRANSPONDERS - used to upload details of rider’s transponders.
i. DELETE ACCOUNT — NOT to be used unless you want to delete your whole RHQ
account!

BRANDING - another way into the branding function, see section above, paragraph 21.
VOUCHERS - not currently used by BMCR
PROMOTIONS - the ability to offer discounts, bulk entries, cross entries and marketing
elsewhere is not currently used by BMCR.
ACCOUNT REPORTS - this provides the ability to run varies reports. The REVENUE and
BANK (Stripe) PAYMENTS reports are very useful and can be done under this section.
ACCOUNT EMAILS - another way to send emails to entrants, also see paragraph 23.

EMAILS

¥ ricfeb NorionSafeSearch X | > Emails x o . T o =l )
v

C (Y & riderhg.com/usergroups/1612/emails % @ a8 T

Riﬂel’ HELP  API ALAN VALLANCE v

Tour of Breedon RETURN TO DASHE::IRISD

AC
Ea EMAILS UNSUBSCRIBES CREATE EMAIL
Vi S B INVIT
BOCKING
e Susect Queueo Recipients Seno sarus Merce emrors DeLveries Opens Bounces Unsusscrisers
_ s Wednesday I i :
‘our of Breedon on 15-AUG-2021 e 87 308 ACTIONS v
Tour of Breedion on 15-AUG-2021 sunday 87 491 ACTIONS Vv
15 Aug 21
Tour of Bre n1s 87 36 ACTIONS v
RIS Tour of Breedon on 15-AUG- %0 s84 ACTIONS v

16:30
17/11/2021

~ " al A

Details of emails sent via the website are held in this section. It's helpful to see how many
were delivered and opened. Emails can also be composed here.
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38. VOUCHERS & INVITES - these are not currently used by BMCR

39. BOOKING -

<« C (Y & riderhg.com/o/1612/tour-of-breedon/events * @ a» T

HELP API ALAN VALLANCE

- Tour of Breedon RETURN TO DASHEE%EIE‘J[S)
ACCOUNT

Accou

All event types v

S - Event name (or part) SEARCH
DExclude TBD events
VOUCHERS & INVITES

BOOKING

EVENTS UPLOAD EVENTS VIEW EVENTS ‘CREATE EVENT
EVENTS

EARLIER LATER DETAIL VIEW

WED1DEC TEST CLOSED 0 /105

SUN 7 AUG Tour of Breedon inc National Championships for C & D categories  |CLOSED 0 /120

EARLIER LATER

16:44
17/11/2021

ST BT )

a. EVENTS - details of your events can be seen here. DETAIL VIEW provides more
information, including the ability to delete events if you need to or to start the input all
over again!

b. SERIES & TOURNAMENTS - A series allows you to group events together, so
people can find and enter them from one page.

c. GROUPS, SHOP & SURVEYS — are not used by BMCR.

40. REPORTS -

J ¢ roeranomnsaresamn %7 napors x T P T o ol

< C {} @ riderhg.com/usergroups/1612/analytics % @ o » T

HELP API E ALAN VALLANCE

'CUSTOMER DATA
Tour of Breedon RETURN TO DASHBOARD

CUSTOMER DATA REPORTS

Ve s & TE
CUSTOM OFIL|
BOOKING USTOMER PROFILE
Demographics [Tour of Breedon inc Nationa... (7-AUG-2022) ¥ | View |
Events

[Tour of Breedon inc Nationa... (7-AUG-2022) v | View |
[Tour of Breedon inc Nationa... (-AUG-2022) v | View |

[ View |

[ View |

[ View |

[ View |

Pending baskets [ View |

CUSTOMER VALUE

Basket value [ Tour of Breedon inc Nationa... (T-AUG-2022) v | View |
Repeat entrants [ view |
Repeat entrants detail [ view |

<o @)

16
17/11/2021

The many reports that can be run from the website are all gathered here in one section.
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41. HELP!

¥ riderhq, Norton Safe Search X | > Dashboard Tour of Breedon X @l RiderHQ - Articles x N4 o
y 2
C {} & riderhg.com/help % © a s T

g []')
Guides and info to help you use RiderHQ

e ~  QFilter

Sunday Rides

l J
(

" [ )
Share entrant information with ride Group memberships: default to ‘join

e loadare S— someone else’ :
’;; H I m ke ) 17/11:/125021 r

A help button is available on the front page containing some useful articles on how to set up
various aspects.

42. CONCLUSION

We hope that this step by step guide is of assistance in enabling you to navigate your way
through RHQ and setting up an event. Alan Vallance and Mike Amery are available to assist,
together with Nat Spurling, if you get stuck. Good luck with setting up your event and the event
itself and a big thank you from BMCR and all its members for doing this.

If you find any errors in this guide, please do let us know. None of us are perfect!

Kind Regards
Alan § Mike

alan_vallance@btopenworld.com

mikeamery58@gmail.com
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