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	Important Reminders
· If you or a family member is a Crawford County 4-H member and are exhibiting livestock through 4-H, use the 4-H Family Entry to login with your family 4-H Online account.
· Livestock entries are due on FairEntry by 4:30 PM on July 1, 2019
· Recommended browsers: Google Chrome or Mozilla Firefox. Older versions of Internet Explorer may cause unexpected results. 
· Register all entries for each exhibitor in the family before proceeding to the payment section. 
· Be sure to click the “Submit” button when you have completed your entries. Entries are not final until they have been submitted. 
· Check your email inbox for a confirmation email with a list of your entries and any related fees. 
· You will receive a second email when you entries have been approved by your fair. 


	
1. You may access your Fair or Show from their direct link or go to http://www.fairentry.com and click “Find Your Fair”.
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2. Filter by your state, click Search, and then click on the correct fair. This should be “2019 Crawford County Fair.”
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	3. If you do not have a 4HOnline account, but have registered for a Fair with FairEntry before, enter your login information.
4. If you do not have a 4HOnline account and have not registered with FairEntry before, select to Create a New Account. Follow the instructions to create your account.
· Click on “Not in 4-H and need to create a FairEntry account”
· Use an email that you check to create your account.
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5. Click “Begin Registration”
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	Exhibitor Information

Click “Individual”
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1. New Individual Exhibitor
Enter the exhibitor information into the required fields. Some forms may require different information depending on the Fair or Show.








	[image: ]

	2. Contact Info
Complete all required contact info, click the green “Continue” button. 
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	3. Address
Complete all required address info, click the green “Continue” button
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	4. Questions
Complete all questions to help us to prepare for a great county fair. Some questions are required fields. 
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5. Review Exhibitor Registration
If all information looks correct, click the green “Continue to Entries” button. 



	[image: ]

	Creating Entries
Each exhibitor can have multiple entries. One entry must be made for each item, animal, class, etc. For example, if an exhibitor is bringing 2 photographs, two entries into the photography class must be created. If an exhibitor is showing one horse in 5 events, five class entries must be created. Once all entries have been created for the first exhibitor, you have the choice of creating another exhibitor in this exhibitor group (and entries) or proceeding to check-out (submitting the entries, whether or not fees are charged).


	1. Click Add an Entry beside the correct exhibitor (if more than one has been created).
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	2. Click Select beside the first department you wish to enter. Any departments that are not available for entry will be noted as “Not Available” with a short explanation.
3. After you select a department, you will see a list of divisions to select from, and then a list of available classes. Also notice that there are blue “Change” links in case you mistakenly select an incorrect department, division, or class.
4. After you have selected the class, click the green Choose button.
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	5. A list of classes under each division will be shown. Click the green “Select” button for the class you wish to participate in. 
6. If the department, division, and class is all correct, click the green “Continue” button. 
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	7. Selecting Chapter
Select your correct FFA Chapter associated with this entry. Click the green “Continue” button.
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	8. Animals
Click the “Add Animal” button. 
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	9.  Adding an Animal
Choose the green “Enter a New Animal Record”
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	10. Adding a New Animal
Choose which animal type from the drop down menu you are registering. 
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	11.  Adding a New Animal 
Complete all information about your animal. Click the green “Create and Add Animal” button. This information should come from the pink copy of your Livestock Verification form that was submitted to the Extension Office, either at weigh in or was submitted by May 15. If you did not identify the animal prior to May 15th, you may not enter the animal for exhibition. 
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	12. Entry Animals
If all livestock information looks correct, click the green “Continue” button. 
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	13. What do you want to do next?
If you still have additional entries for your first exhibitor, click the “Add another Entry” button for the exhibitor listed. Use the steps above to continue your entry process. If you are ready to add entries for your next (FFA) family member, click “Register another Exhibitor”.
If you have added all entries for your entire family, click the green “Continue to Payment” button. 
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	14. Review Payment
An invoice for all entries will be shown. 
Click the “Detail” button across from “Invoice” for a full description of costs. 
Click the green “Continue” button.
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	15. Payment Method
All payments must be made to the Crawford County Extension Office. All payments must be received by 4:30 PM on July 1, 2019.
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	16. Confirm & Agree
After you submit: Records will be locked to editing awaiting manager approval. 
Agree to Terms: Read all terms and click the button “I agree to the above statement”.
Submit: Click the green “Submit” button.
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	17. An email confirmation of your submission has been sent to your registered email. Please check your email to ensure you have received this. If you do not receive an email with a list of everything you have registered for, you have not fully submitted the entries. 
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	18. Once you have submitted your entries you will not be able to add any additional entries for any family member, until the current entries have been approved by a manager. 
Once entries have been approved by a manager, you will receive an email satin entries were approved. If an entry has been received incorrectly, you will receive an email letting you know something needs fixed.
	

	19. All livestock entries will be “approved” online, however will stay in a PENDING folder until payment is received in the office. All payments must be received at the office by 4:30 PM on July 1, 2019.
	
	









	20. Once entries have been approved by a manager, the number of entries and exhibitors registered will be shown on your dashboard on FairEntry.
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