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Administrative Guide for  

KCI/ RODEO ENTRY 

KCI / Rodeo Entry (ONLINE AND   CALL   CENTER)   

KCI / Rodeo Central Entry FOR BUDDY GROUP/PRIORITY RODEO DRAWS 

Now with Entered Contestant Contact Individual and Group email services for emailing draws, and 
special Event notices  
ALL SERVICES ARE: Cloud based – reachable anywhere, anytime via web or mobile interfaces, High availability – to ensure the best availability 
for customers Load Balanced – for increased performance, 99.95% Uptime – High uptime for system reliability  

ADMINISTRATIVE SETUP FOR RODEO ENTRY ONLINE/CALL CENTER PAGES 2 – 9 
************************************************** 

ENTRY OPERATOR INSTRUCTIONS ----PAGES 10- 20 
************************************************** 

ADMINISTRATIVE GUIDE FOR KCI RODEO CENTRAL ENTRY FOR BUDDY GROUP/PRIORITY RODEO DRAWS ----- PAGES  21- 24 
************************************************** 

EXPORT RODEO FROM CENTRAL ENTRY TO SHOW MANAGER PAGES ---- 25-26 
************************************************ 

RODEO SYNC – ------PAGES 27-29 
 

A VERY NICE FROM ONE OF OUR RODEO CLIENTS IN NEW ZEALAND 

These are the kinds of responses we get from our clients, and are enjoyed! Check out their website 

10/27/2016 

The New Zealand Rodeo Cowboys Association recently made the move to using KCI Association 
Manager with Online Entry and Arena Manager to maintain membership data and run rodeos.  
With the amazing support and flexibility of Jerry and Ed the transition in National Office has been 
seamless.  The membership has embraced and love on-line entry, and for the first time in the nearly 
20 years that I have been involved in running rodeo offices we had no errors with our rodeo entries. 
Dianna Bradshaw 

NZRCA - Secretary 

PO Box 5075 

Whangarei 0140 

Phone: (09) 435 0601 

www.rodeonz.co.nz 

secretary@rodeonz.co.nz 

 
  

 

http://www.rodeonz.co.nz/
mailto:secretary@rodeonz.co.nz
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Events Set-up  

Setup your events, fees, available Perfs, and other general selections for the rodeo here.  

 

NOTE the tabs in the upper left of the screen- This where you will control if the rodeo will be a single 

contestant entry or a multiple contestant buddy group rodeo. 
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FEES 

All Fees other than Event entry fees are entered here, Other fees section can be set up so they are either 

user editable, or not. Stall and RV items are always editable allowing the user to select a number, for 

other fees, if you want each contestant to be charged a “fee” insert a default quantity, and make set to 

NO on the User Editable section. Set the Max Quantity to 999   
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The Layout tab allows control of the way the events will be presented to the users (either the ONLINE 

ENTRY SCREEN for contestants, or the Call Center operators) 

 

The display events horizontally will result in the screen view below 

 

The display events vertically will result in the screen view below 

 

The vertical option presents better on a smart phone device, and is recommended for a single 

contestant entry rodeo (non-buddy group) NOTE: ALL BUDDY GROUP RODEOS WILL PRESENT 

HORIZONTALLY  
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ONLINE ENTRY OR CALL CENTER SET-UP/DETAIL SCREEN for Rodeo Non-Buddy or Buddy Group Entries 

 

Contestant Detail Setup Checked Items will be visible on the entry screen, both Contestant screen, and 

the Admin Entry screen used in the Call Center scenario.  
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Contestant - ONLINE ENTRY FORM for Buddy Group Rodeo Entry 
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Contestant - ONLINE ENTRY FORM for NON-Buddy Group Rodeo Entry 

 

Link to actual online form 

  

http://entry.kcirodeo.net/entry/std/Entryform.aspx?Association=UPRA&Show=Cla201611
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The Headers section allows for customizing your entry screen for the actual rodeo, select each section to 

edit. 

 

If you need to ask for special information from your contestants or have your call center operators 

gather custom information, use the “Custom” fields for this use. 

 

Use the Performances to enter the Perfs, and Slack options, and how many preference requests can be 

made by the entering contestant. 
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Use the Billing tab to control how the entry process is handled afer the entries have been made by the 

contestant. Most Amateur Rodeo Associations have the contestant pay at the rodeo, although we are 

seeing some movement to requiring the contestant pay at the time of entry with a credit card, and 

others allowing the contestants the option of paying at time of entry or at the rodeo. 

 

 

To see “real time “preview” of the entry page that your contestants will see click the preview tab 

 

When you are ready to make the entry form public and available use, go to the details for the rodeo, 

and make it active. 
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If you elect to require payment at time of the entry, your online users will be presented with a 

“review/preview screen, and when they click the “Proceed to Pay Now” the next screen will be the 

actual CC payment form 

  
When the payment has been approved, the contestant will receive a new screen with the confirmation 

number and the option to print the screen, and email the entry information to the email on record for 

the entering contestant. 

 

This screen will appear to print                                and this the email that the contestant will receive 
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RODEO CENTRAL ENTRY OPERATOR INSTRUCTIONS 

LOG IN TO THE ASSOCIATION SITE, ENTER ASSOC ID, YOUR USER NAME, AND YOUR PASSWORD. The 

system logs what user (operator) makes the actual entry, and many organizations pay the operators based on 

entries made by that operator. 

 

Select the Online Entry tab, and then the Show List tab 

 

Select the Rodeo you are going to take entries for. 
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Proceed to select the Admin Entry tab 

 

This view will bring up the basic form for you to make entries for the selected rodeo. On the left side is 

the “real time” count of entries made by Event, and Performance requested. NOTE: on a Priority Draw 

Rodeo, the left side list will show preference requested for 1st and 2nd Preferences, by Event, and 

Performances  
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To proceed with entry for calling contestant, either enter last name, or member number, to be able to 

select the contestant. 

 

When selected the member information for the contestant will populate. 
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Continue down screen and CHECK the box for events the contestant is entering. 

 

It is OK on a non-priority draw rodeo, for contestants to request different performances for events. 

That option will not be available for PRIORITY DRAW RODEOS, OR BUDDY GROUP PRIORITY DRAW 

RODEOS 

 

See next page for team roping entry detail 
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Proceed to bottom, click the calculate fees, and then SAVE 

 

 

 

 

Confirmation Number will appear at top of the entry screen – give this to the contestant,  
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if there is an email in system for the contestant, click the receipt button on left, then view receipt, and 

then SEND if there is an email in system, if not, you can type one in. Some administrators will require 

you to “print” the entry so there is a hard copy available.  

 

 

 

BUDDY GROUP/PRIORITY DRAW RODEO 
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When you are on this screen, do a member look up either by name or member number 

 

IF NO MEMBER FOUND, GO DOWN TO THE FIRST NAME/LASTNAME AND ENTER THE NAME, IF IT IS AN 

“OPEN” RODEO. 

 IF A CLOSED RODEO, MEMBERSHIP REQUIRED, DO NOT TAKE/CONTINUE WITH THE ENTRY 
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WHEN YOU ENTER THE NAME BELOW, THE CONTESTANT WILL BE LISTED AS THE ENTERING 

CONTESTANT, IF THE CONTESTANT COMES UP IN THE MEMBER SEARCH , SELECT THE CONTESTANT, 

AND THEY WILL SHOW UP BELOW AS THE ENTERING MEMBER/CONTESTANT 

 

THEN RUN THE “BUDDY” SEARCH, SELECT THE APPROPRIATE CONTESTANT IF MORE THAN ONE IN THE 

LIST, SHOULD ONLY BE ONE IF DOING THE LOOKUP BY MEMBER NUMBER, MAY BE SEVERAL IF DOING 

LOOKUP BY NAME. WHEN SELECTED THE CONTESTANT WILL GET ADDED TO THE BUDDY GROUP. 
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WHEN ADDED TO THE BUDDY GROUP THAT CONTESTANT WILL GET THEIR OWN LINE BELOW FOR 

MAKING ENTRIES, BEFORE MAKING THE ENTRIES, SELECT THE 1ST AND 2ND PREFERENCE REQUEST FOR 

THE BUDDY GROUP ENTRY 

 

THEN PROCEED TO SELECT THE EVENTS FOR EACH CONTESTANT ON THE LINE FOR THAT CONTESTANT, 

FOR TEAM ROPING OR OTHER TEAM ENTRIES (RIBBON ROPING, ETC) ONLY MAKE ONE ENTRY FOR THE 

EVENT, IT DOES NOT MATTER WHAT LINE YOU MAKE IT ON. IF THE RODEO IS A “ENTER TWICE” 

FORMAT FOR SOME EVENTS, YOU WILL SEE THE EVENT LISTED TWICE, YOUR ENTRY ADMINSTRATOR 

WILL ADVISE YOU ON THE RULES AND PROCESS FOR THOSE RODEOS 

 

GO TO BOTTOM OF THE PAGE AND CLICK THE CALCULATE TOTAL FEES, AND THEN THE SAVE BUTTON 
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YOU WILL GET A MESSAGE BOX THAT THE ENTRY HAS BEEN UPDATED 

 

CLOSE THE BOX AND THE ENTRY CONFIRMATION NUMBER FOR THE CONTESTANT WILL BE AT THE TOP 

OF THE PAGE 

 

 

 

 

 

 

 

 

 

IF YOU HAVE AN EMAIL ADDRESS IN FOR THE ENTERING CONTESTANT AND IT IS YOUR ASSOCIATIONS 

PROCEDURE TO EMAIL A CONFIRMATION THEN GO TO THE LEFT SIDE OF THE SCREEN AND CLICK THE 
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RECEIPT /CLICK FOR RECEIPT BUTTON, PREVIEW OF RECEIPT WILL APPEAR, THE EMAIL IT IS GOING TO 

BE SENT TO, WILL BE IN THE “TO” BOX IN THE UPPER RIGHT, CLICK THE SEND BUTTON, AND YOU WILL 

GET A “SEND SUCCESS” MESSAGE IF THE EMAIL COULD BE SENT. 

 

GO BACK TO TOP AND SELECT ADMIN ENTRY, AND YOU WILL BE READY TO MAKE THE NEXT ENTRY. IF 

A CONTESTANT CALLS BACK IN TO MAKE A CHANGE TO AN EXISTING ENTRY, GO TO THE 

CONFIRMATIONS SCREEN, BY LOOKING UP THE CONFIRMATION NUMBER, OR BY THE LAST NAME 

ALPHA SORT TO FIND THE ENTERING CONTESTANT. MOST ASSOCIATIONS OR ENTRY 

ADMINISTRATORS, REQUIRE THAT CHANGES ARE MADE BY THE ORIGINAL ENTERING MEMBER. 

YOU NEED TO BE AWARE OF THE RULES THAT APPLY TO CHANGE REQUESTS 

 

SELECTING THE CONFIRMATION NUMBER WILL BRING UP THE ORIGINAL ENTRY, AND YOU CAN MAKE 

ANY CHANGES REQUIRED, AND THEN SAVE AGAIN, AND RE-EMAIL THE ENTRY WITH CHANGES 
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ADMINISTRATIVE GUIDE FOR KCI RODEO CENTRAL ENTRY FOR BUDDY 

GROUP/PRIORITY RODEO DRAWS 

1ST – CONTACT THE STOCK CONTRACTOR, COMMITTEE, OR OTHER INDIVIDUAL 

THAT WILL MAKE THE DECISION ON SIZE OF PERFORMANCES, AND SLACKS IF 

CAPPED. THESE NUMBERS WILL BE USED TO SETUP THE RODEO FOR USE. THE 

CONTACT WILL NEED TO HAVE TOTAL NUMBERS OF ENTRIES, AND THE LIST 

SHOWING WHAT THE 1ST, AND 2ND PREFERENCE REQUESTS ARE BY EVENT. 

THESE LISTS ARE AVAILABLE FROM THE ADMIN ENTRY SCREEN  

 

 

ONCE THE RODEO/SHOW PARAMETERS HAVE BEEN SET MOVE THE ONLINE ENTRY TO THE CENTRAL 

ENTRY  

Events Count

Event
Entry 

Count

Bareback 9

Saddle Bronc 16

Bull Riding 27

Ranch Bronc Riding 10

Barrels 71

Ladies Breakaway 43

Tie Down Roping 80

Steer Wrestling 51

Team Roping 66

Pref #1 Count Event Preference Pref #2 Count Event Preference

1 9 Bareback Saturday Perf 7:30 PM 2 8 Bareback Saturday Perf 7:30 PM

1 35 Barrels Saturday Perf 7:30 PM 2 1 Bareback Saturday Slack 8am

1 20 Barrels Friday Slack 7:30 2 24 Barrels Friday Slack 7:30

1 16 Barrels Saturday Slack 8am 2 22 Barrels Saturday Slack 8am

1 27 Bull Riding Saturday Perf 7:30 PM 2 18 Barrels Saturday Perf 7:30 PM

1 27 Ladies Breakaway Saturday Slack 8am 2 7 Barrels Out

1 12 Ladies Breakaway Saturday Perf 7:30 PM 2 26 Bull Riding Saturday Perf 7:30 PM

1 4 Ladies Breakaway Friday Slack 7:30 2 1 Bull Riding Saturday Slack 8am

1 10 Ranch Bronc Riding Saturday Perf 7:30 PM 2 14 Ladies Breakaway Saturday Perf 7:30 PM

1 16 Saddle Bronc Saturday Perf 7:30 PM 2 13 Ladies Breakaway Friday Slack 7:30

1 23 Steer Wrestling Saturday Slack 8am 2 11 Ladies Breakaway Saturday Slack 8am

1 18 Steer Wrestling Saturday Perf 7:30 PM 2 5 Ladies Breakaway Out

1 10 Steer Wrestling Friday Slack 7:30 2 10 Ranch Bronc Riding Saturday Perf 7:30 PM

1 35 Team Roping Saturday Slack 8am 2 15 Saddle Bronc Saturday Perf 7:30 PM

1 16 Team Roping Friday Slack 7:30 2 1 Saddle Bronc Saturday Slack 8am

1 15 Team Roping Saturday Perf 7:30 PM 2 16 Steer Wrestling Saturday Slack 8am

1 49 Tie Down Roping Saturday Slack 8am 2 16 Steer Wrestling Saturday Perf 7:30 PM

1 19 Tie Down Roping Friday Slack 7:30 2 12 Steer Wrestling Out

1 12 Tie Down Roping Saturday Perf 7:30 PM 2 7 Steer Wrestling Friday Slack 7:30

2 25 Team Roping Saturday Perf 7:30 PM

2 20 Team Roping Saturday Slack 8am

2 13 Team Roping Friday Slack 7:30

2 8 Team Roping Out

2 30 Tie Down Roping Saturday Perf 7:30 PM

2 21 Tie Down Roping Friday Slack 7:30

2 15 Tie Down Roping Saturday Slack 8am

2 14 Tie Down Roping Out

Preference CountPreference Count
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SELECT THE SHOW, THEN EACH EVENT AND SET CAPS FOR THE PERFORMANCES, AND SLACK IF 

REQUIRED – EACH EVENT CAN BE DIFFERENT VALUES 

 

FOR INSTANCE, THE BARREL RACE COULD BE SETUP TO ALLOW 10 RUNS IN THE SATURDAY 

PERFORMANCE, AND THE TEAM ROPING COULD BE SET TO ONLY ALLOW 8 IN THE PERFORMANCE. 

ALSO, SET THE DRAW ORDER PER YOUR ASSOCIATION RULES. RANDOM WOULD DO A RANDOM 

DRAW AFTER GETTING PLACED IN AN EVENT BASED ON PRIORITY DRAW, STRAIGHT WOULD GIVE 

DRAW POSITIONS IN THE PERFORMANCE (THE BEST PREFERENCE DRAW WOULD BE 1ST OUT IN THE 

PERFORMANCE), AND REVERSE WOULD PUT THE BEST PRIORITY DRAW OUT LAST IN THE 

PERFORMANCE. 

SELECT THE DRAW CONFIG TAB, SET THE RODEO GROUPS 
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THERE ARE A NUMBER OF OPTIONS ON THE METHODS THAT CAN BE USED TO PERFORM THE 

PRIORITY DRAW, AND ARE STACKABLE – YOU COULD SET TO MAKE “MEMBERS” THE FIRST 

PREFERENCE, AND THEN NON-MEMBERS. THE PROGRAM WOULD THEN GROUP ALL “MEMBERS” DO A 

RANDOM PRIORITY DRAW ON THAT GROUP, AND THEN CONTINUE DOWN AND DO A RANDOM 

PRIORITY DRAW ON THE NON-MEMBERS, IN THIS INSTANCE ALL “MEMBERS” WOULD RECEIVE A 

HIGHER PRIORITY DRAW NUMBER THAN NON-MEMBERS, AND THEREFORE, HAVE A BETTER CHANCE 

OF GETTING THEIR 1ST PREFERENCE, OR 2ND PREFERENCE, DEPENDING ON HOW MANY OTHER 

“MEMBERS” DREW BETTER THAN THE MEMBER IN QUESTION, BUT IN ANY EVENT, WOULD BE BETTER 

POSITIONED THAN ANY NON-MEMBER. 
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AND THE RIGHT SIDE OF THE SCREEN WILL FILL WITH ENTRIES 

 

BOTH ENTRIES AND AUDIT LIST EXPORT OUT TO EXCEL, WE RECOMMEND THAT THE AUDIT SHEET 

EITHER BE PUBLISHED WITH THE RODEO DRAWS, OR POSTED AT THE RODEO, SO YOUR CONTESTANTS 

CAN SEE THE PROCESS THAT GOT THEM PLACED WHERE THEY ARE. 
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Now we are ready to move to the Show Manager to publish the draws, Click the “Send to Show 

Manager” button, Select the Show/Rodeo, Enter the Show/Rodeo name in the New Show Name Text 

box (does not have to be the same as used in the OLE or Central Entry), and the Create New Show 

button. 

 

 

Then go to the Show Manager tab, select “Shows & Events”, Select the Rodeo/Show. Check the 

“Publish Draws”, and then the Save button, your Rodeo is now published with the draws on your 

public facing web portal. 

 

 

 

Your Rodeo is now published with the draws on your public facing web portal. 
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 You also ready to send an email to all contestants entered in the rodeo giving them the events, 

performances and draw numbers for the selected rodeo 
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The email your contestants will receive will look something like this: 

Hi Grace 

Here are your Draws for the 1st go (Friday). 

Rodeo/Show: IDAHO JUNIOR HIGH DIVISION FINALS RODEO 2015  

EVENTS 

Barrel Racing - Draw: 21  

Pole Bending - Draw: 65  

Girls Goat Tying - Draw: 20  

Girls Breakaway - Draw: 33 Perf: 2nd Section Draw: 7  

Please look at your draw to make sure you are entered in your respective events.  If you 

find an error, please contact me ASAP.   This will also be on our web page.   

Your Association contact info here 

 

 

RODEO SYNC   

This application is used to Download/Upload ALL SHOWS, from Online Entry, Rodeo CE to get out to 

your remote rodeo/show secretaries. You may also upload shows rodeo that were built and run in 

Arena Manager, and need to be uploaded to the web services.  You will need to contact your 

ASSOCIATION ADMINSTRATOR to get appropriate settings and passwords for your use. If you are a 

secretary doing shows/rodeos for multiple associations, each Association will have unique settings 

for your use. 

Set Your Assoc, service connection, and select your country  

  
Enter the Assoc Key – Show Download Key, and Download Password, select the Arena  

Management database file – typically will be in the C:\Users\ARENA\ ***.mdb 
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This screen shows the Show Download tab display. The Show Download Key and Password is in the 

Show Manager screen on the web services site. 

  
  

  

After it has completed open your Arena Manager program you will see the newly downloaded 

Show/Rodeo. With events/performances/draw positions, payments made if enabled on the server 

and everything you need to manage your Show/Rodeo.  

  
  

After your Show/ Rodeo is complete (with payouts and points applied, if applicable) you will upload 

your results to your Association/Producer web services site using the Rodeo Sync application.  

Select the database you are using in Arena Manager, then select the Show/Rodeo that you want to 

upload. Enter the Association Key for the Association, then the Producer Key and Producer Password 

assigned to you, the service connection address supplied by either your Association Management 

staff, or KCI  
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After the upload it will be available to publish to the web, using the Show Manager, and all of your 

points/earnings and member reports will be updated with fresh data.  

 

For any further help, or to get questions answered, contact your Association Administrator,  

or KCI support at 509-826-3668 or email KCI Support 

 

NOTES / SETTINGS FOR MY ASSOCIATION: 

 

___________________________________________________________________________________ 

 

 

___________________________________________________________________________________ 

 

___________________________________________________________________________________ 

 

___________________________________________________________________________________ 

 

 

___________________________________________________________________________________ 

 

 

https://www.kcranchweb.com/KCIAdmin/Association/
https://www.kcranchweb.com/KCIAdmin/Association/
mailto:kendr@televar.com

