[bookmark: _Hlk46396021]2020 FairEntry Help Sheet – For Staff
4-H Static Exhibits and Communications Entry

Table of Contents
1. Logging in to FairEntry
2. Registering an Exhibitor 
3. Making Static Entries
4. Making Communication Entries
5. Creating Teams for Team Entry
6. County Promoted Entries 
a.  Section 6 may also be used to go back & edit existing entries, promoted or not. 
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Section 1: Logging into FairEntry

1. Go to https://www.fairentry.com/
· In the upper right corner, click on Staff Sign-in 
2. Once on the Staff Sign-In page, look at 4HOnline Sign-in.
[image: ]
For Organization, select “Iowa 4-H Youth Development” 
For Role, select “County”
Then click the green Sign in with 4HOnline button.

3. On the next screen, type in your county E-mail address in the “Email” box. (Make sure that pop-ups are allowed on your browser)
[image: ]
4. Enter your county’s 4-H Online Manager password.

5. Hit the Login button below


6. Click/Select 2020 Iowa State Fair Exhibits & Communication

[image: ]



Section 2: Registering an Exhibitor
This will need to be completed before an entries can be entered for an exhibitor. 

1. You will see a page that looks like this. Click inside the box that says “Search by Name or Exhibitor #”
[image: ]
Type in the name for the youth you want to enter an exhibit for. Click the “Search” button when you are done. 

2. [image: ]Your search will return a list of potential exhibitors that match your search parameters. Click the “View” button next to the name of the youth you want to make an entry for.

3. [image: ]

4. In most cases, the youth will not have an exhibitor record yet. Click “Register Exhibitor via Invoice” button. This will take you to a new page. 
5. [bookmark: _GoBack]A pop-up will appear titled “New Individual Exhibitor.” Click/select the box around the name of your exhibitor and it will turn blue. Once this is selected, click the green “Continue” button. 
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6. You should now be on a page for questions. If there are any unanswered questions about the exhibitor, please answer them. If all answers are complete, select the green “Continue” button.


7. [image: ]
8. Confirm that all the information listed for the exhibitor is correct.
9. When you are ready, click “Continue to Entries” to add entries for this exhibitor. 



Section 3: Making Static Entries 

1. STOP – have you registered your exhibitor yet?
If your screen looks like this,    please see Section 2 before proceeding!
[image: ]

2. Once you have registered an exhibitor via invoice (section 2), you can make entries. You will want to be under the youth’s exhibitor page. 
a. If you are not already on the exhibitor’s page, search for the youth in the search bar and click the green “View” button to the left of their name. 
3. [image: ]Click on “Create Entry” to get started. 

***Note: Once an exhibitor has at least one entry, the screen will look slightly different, but the process is relatively the same. For an example of what the screen looks like with at least one entry, see Section 3: Communications. 
4. A blue pop-up will appear. Select the Department and Division. For example, if they are bringing cookies, you would click 
Static – for the department
Family & Consumer Sciences – for the division
5. Once these are selected, click the green “Choose” button. 
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6. [image: ]
7. Next, all the available classes in that division will pop up. Select your class and click the green “Continue” button. 

8. A blue pop-up will appear asking you to review your selections. Confirm everything is correct and click “Create Entries.”

9. Click “Review/Complete Outstanding Records” to the right. 
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10. [image: ]
11. Add a brief description of your entry in the box provided. If your 4-H member has a video they would like submitted, copy and paste the URL to the video in the box provided. Click ‘Continue’

12. [image: ] 
Again, click “Review/Complete Outstanding Records”
13.  Answer the questions provided, hit ‘Continue’ when completed. 

14.  Again, click “Review/Complete Outstanding Records” when prompted. 
15. [image: ] 
16. Now you will enter necessary pictures and files. Some of these are new this year, due to it being a Virtual Show. See our resources online at https://www.extension.iastate.edu‌/4h/2020-4-h-show-iowa to see examples for certain pictures (Whole product/plate, cross section/slice, and bottom, personal/publicity photo).
While these files are marked as ‘optional’, the Exhibit Photo and Exhibit Information/Report are Required!!! The exhibit will not be judged without this information. The files are marked optional so you can go back in later to edit the exhibit, not because they’re not required. 

***For the Exhibit Information/Report, also known as the 4-H member’s write up:
You need to submit a .pdf or a .doc file. Do not take a picture of the report, this can be tricky and hard to read. I suggest having 4-H members send you an electronic version of their report, or scan in the copy you have to a computer. 
17.  Once you are done, click the blue ‘Continue’ button at the bottom. 

18.  The next page will ask if you would like to add another entry. If yes - repeat these steps if it’s a static entry, or refer to the Communications and Clothing Event Exhibits help sheets for further instructions.

19.  If you are finished with all entries for that exhibitor, click “Continue to Invoice Review” and then click “Submit” on the next page. A green box should appear in the right-hand corner saying, “invoice submitted and approved.”
***Note: You are able to go back in later and add more entries if needed, so the submit button will not lock you out. See Section 6 for instructions. 
20.  If you wish to enter another exhibitor, select the “Exhibitors” tab in the upper right toolbar and repeat the process.


Section 4: Making Communication Entries 
This section is for Individual Entries, see Section 5 for Team Entries. 

1. STOP – have you registered your exhibitor yet?
If your screen looks like this,    please see Section 2 before proceeding!
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1. Once you have registered an exhibitor via invoice (section 2), you can make entries. You will want to be under the youth’s exhibitor page. 
a. If you are not already on the exhibitor’s page, search for the youth in the search bar and click the green “View” button to the left of their name. 
2. Click “Add an Entry” to get started. 
[image: ]

3. [image: ]Click “Select” under the Communications Department. 
*** Note – It may appear as though you might not be able to enter, but as a county manager you can override the restriction options.
4. Click “Select” for the Division your 4-H member is entering in. 
[image: ]
5. Click “Select” for the appropriate class. 
[image: ]***Notes – In Communications, the Division will be the same as the Class. So, if your division is Educational Presentation, your class will also be Educational Presentation. 
6. Confirm that you have the correct Department, Division and Class. Then hit the green “Continue” button. 
[image: ]
7. You will then be brought to the entry page you created, and it will have several fields that you need to fill in. 
[image: ]
Enter the title of the exhibit in the entry description. [image: ]
Answer the entry questions and enter the 4-H member’s club information. 

8. Upload the necessary files for the exhibit. 
While the files are marked optional, they are required in order for the exhibit to be judged. 
***Note – The report form needs to be in a .pdf or .doc file, it cannot be a picture. I recommend having 4-H members send you an electronic version of their report, or scan in the copy you have to a computer.
9. The video of the 4-H member’s exhibit will need to be posted to YouTube and you will need to enter the link under Entry Details at the bottom of your screen. 
[image: ]Simply click the green “Edit” button and copy/paste the URL link in the Video URL box. 
***Important – Tell your 4-H members to mark their video as Unlisted! This way only the judge can access it through the link in FairEntry, and it isn’t posted to the public. 
[image: ]

10.  Once you have completed all the above, your Communication entry is complete. Since you are logged into FairEntry as a County manager, all entries you make are ‘Live’ as soon as you create them. There is no submission step. 

11.  To add another entry, click the “Exhibitors” tab at the top of the screen and repeat the process.


Section 5: Creating Teams for Team Entry

1. Before creating a team entry, all exhibitors need to be registered. 
a. If you are unsure of this, search for the youth you’re trying to enter in the search box, then click “View” by their name. 
[image: ]
If the exhibitor’s page looks like the above, you will need to register them before beginning this section. See Section 2 for instructions. All exhibitors need to be registered before proceeding. 
2. If you are not already, click the “Exhibitors” tab at the top of the page.
3. Next, click on the “Team” button on the right. 
[image: ]
4. This will take you to a new page called “Adding a New Exhibitor.” You will need to enter a Team Name for the team entry. Please name the group something unique that is distinguishable to your entry. 
a. For example – Joe & Jane Polk Co. 

5. [image: ]On this screen, you will see a section titled, “Team Members.” Click the “Edit” button to add members to this team. 



6. [image: ]
Type the First and Last Name of the first member into the appropriate boxes and click the “Search” button. Then click “Add Member” button for the member.  Add additional members by clicking the “Search Again” link and repeating the process.  Once all members are added to the team click the “OK” button . If the group is large, please only add the first four youth, MAX! 

7. [image: ]You are now finished creating a new Team. Click the “Add an Entry” under the Entries for the Team. Follow instructions for Static/Comm Entry 



Section 6: County Promoted Entries
This section may also be used to edit existing entries, promoted or not.
See also FairEntry Help Sheet “Promote Entries from County Fair to State Fair at 
https://fairentry.zendesk.com/hc/en-us

Even though you are promoting entries to the State Fair from your County FairEntry system, you still need to go back into every exhibit and answer State Fair specific questions and upload files.
1. If you are not already, click on the ‘Exhibitors’ tab at the top of your screen. Type in the name of the youth you are searching for and click the green ‘Search’ button.  
[image: ]
2. [image: ]
Click the green ‘View’ button next to the name of the exhibitor you wish to edit an entry for. 


3. [image: ]
This will bring you to the exhibitor’s page. Click ‘View’ on the entry you wish to edit.
[image: ]
4. [image: ]
Next, you will enter an Entry Description and answer the Entry Questions. To do this, click the green ‘Edit’ button and type in your responses. 
5. Upload the necessary files for the exhibit. 

While these files are marked as ‘optional’, the Exhibit Photo and Exhibit Information/Report are Required!!! The exhibit will not be judged without this information. The files are marked optional so you can go back in later to edit the exhibit, not because they’re not required. 

***For the Exhibit Information/Report, also known as the 4-H member’s write up:
You need to submit a .pdf or a .doc file. Do not take a picture of the report, this can be tricky and hard to read. I suggest having 4-H members send you an electronic version of their report, or scan in the copy you have to a computer. 
6. If the 4-H member has a video they would like submitted with their entry, or it is a videoed Communications exhibit, you will enter it here. The video of the 4-H member’s exhibit will need to be posted to YouTube and you will need to enter the link under Entry Details at the bottom of your screen.
[image: ]Simply click the green “Edit” button and copy/paste the URL link in the Video URL box. 
***Important – Tell your 4-H members to mark their video as Unlisted! This way only the judge can access it through the link in FairEntry, and it isn’t posted to the public.
[image: ]
7. Once you have completed all the above, your entry is complete. Since you are logged into FairEntry as a County manager, all entries you make are ‘Live’ as soon as you create them. There is no submission step. 
8. To add another entry, click the “Exhibitors” tab at the top of the screen and repeat the process

Again, you need to complete this process for every entry you promote or that you create and come back to later. It is especially important this year that all information is on FairEntry since we are completely virtual. If information is missing, the exhibit may not be judged. 

If you have any questions about this process or need assistance, please contact Hannah McCoy at 4hexhibits@gmail.com or Mitch Hoyer at mhoyer@iastate.edu or 515-294-1531. Leave a message and we will get back to you as soon as possible. 
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