ASSISTEXPO JUDGES MODULE: JUDGING SCHOOLS - (OAH;
REGISTER OR MODIFY A JUDGING SCHOOL 2#,,
Use these instructions:

e To register a new judging school
e To modify an existing judging school

Judging Schools
Districts will be required to enter their Judging Schools in AssistExpo Judges’ Module at least 45
days prior to the School.

1) This will automatically submit information to the OAAS for insurance coverage — so the previous
OAAS “District Event Registration Form” is no longer required.

2) This also posts the Judging School on the OAAS website so anyone can register online for the
school. New participants will be required to input their contact information into the system so less
input by the District. Current judges can update their contact information when registering.

IMPORTANT UPDATE: An individual Judging School must be set up in AssistExpo for EACH
Category being covered.

If you are holding two half-day schools e.g. Baking and Canning, you must set up one Judging School
for each Category within AssistExpo. If you are holding a full day school e.g. Needlecraft, you will set
up one Judging School.

FYI - The AssistExpo program has been/will be modified to allow participants to register for more than
one Judging School within a district at a time — so they won’t have to log in multiple times to register
for more than one school.

IMPORTANT NOTICE: minimum hours of instruction requirements:

The OAAS Judging program requirements indicate that a judging School must schedule a minimum
number hours of instruction time for each Category to allow time for the Instructor to 1) review the
OAAS Judging Standards, 2) demonstrate proper techniques for judging the Category and 3) allow
for hands-on judging practice for the participants. These timelines have been laid out in Appendix G.
e.g. minimum of 3 hours instructions time for %2 day school and minimum of 5 hours instructions time
for full day school in addition to the non-instruction time e.g. registration, introductions, discussing
judge’s requirements, apprenticeships, etc.

https://ontarioagsocieties.com/wp-content/uploads/2025/03/Appendix-G-Judging-Program-
Categories -amended-February-2025.pdf

The AssistExpo program will be modified so that only 1 Category can be set up for a %2 day
Judging School or 1 Category for a full day Judging school to ensure that the minimum hours
of instruction requirements will be met for a Judging School category.

NOTE: The only exception is Eggs — it can be scheduled with a Judging School but consideration
must be given to ensure that sufficient instruction time is allotted for both Categories. E.g. Include
with Honey.
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WARNING: the system will ‘time out” if not active and information that you
have entered may not be saved. We suggest that you have all the
information collected prior to starting the process.

_ If a required field has not been completed, the field will appear red in colour. The
system will not let you “SAVE” the Judging School until all the required fields are completed.
If a tab appears red, there is a field(s) on the tab that must be completed.

Make sure you “SAVE” the Judging School by clicking on the button in the bottom right of the form
before closing out the screen.

A)REGISTER A JUDGING SCHOOL

Login:
Open the browser and go to https://www.assistexpo.ca/mobile/oaas-judges
DO NOT create Judging Schools in the “Directors Directory” module

1. Quick Start/Overview:
 Inthe menu on the left, select your district and then select the “Configuration” page.

iv District 9 Judging |

Judges

Events Calendar
Entries
Participants

Lists and Reports
l Configuration I

. PRISLI_L AR B dio o

e Select the "Events" tab at the top of the page.
e Click the * icon [add a new event].

Options Membership Required Entry Fees Overnview

@ Configuration: This grid allows to view the list of events, to enter new events, to
First select an event with the cursor, then click on the desired command button at
In this grid, the 'event’ column indicates the number of the event and the * columr

@ Filter the events: Enter something in one or more fields under columns' titles the

] 1 - aging 0O BVE

F T & B B PR
%

Evd Add a new event

e The “Add a new event” page will open
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2. Add a new Event: page
¢ Name field — input the Date, Category, District (e.g. May 5, 2025 — Baking — District 9)
e Subtitle — can input extra information or leave it blank

Add a new event B

Event

o]

Subtitle |

Other information

I Opfions I Data I Entry Fees I Details / Event Header I CAAS BEvent Fom I CAAS Event Fom (Judging Schoaol) I Attachment l

. OAAS Event Form: tab

e Event Type: OAAS District Judging School

e Event Date, Start Time, End Time:

e District Contact Name & Title:

e Building Name:

e Building Civic Address: input address and click on “Locate on map” button to add the map.
FYI program will not proceed to the next step until you click on the “Locate on map”.

e Certificate of Liability Insurance: must select one of the options:
FYI: select “Required” if the facility requires a Certificate.

IMPORTANT - if the date or the address changes after setting up this judging school, you must log

back in and update that information in on this page ASAP for to ensure that the judging school is

covered by insurance.

Event

Name | TEST -December 25, 2024 Baking District 9 TEST TEST |
Subtitle | Test only - this is NOT an actual judging school |

Other information

el

——
Opfions | Data | Entry Fees | Details / Event Header | OAAS Event Form | QAAS Event Fom (Judging School) | Attachment l

ni fo OAAS. It is not visible on I|3|=_|*c fion portal
OAAS District Event Registration Form =n|1:1 |= I:Ie :nihel-—-.-: vebsite pleaze also use the 'Details / Event Header tab

Event Type | OAAS District Judging School -

Event Date, Start Time, End Time 20241225 | 0900 | [1200 |

District Contact Name and Title | vince Brennan | | District Judging Cont |
Building Name | Brenwood |

Building Civic Address | 1911 Foxboro Stirlimg Rd, Quinte West, ON I(DI| | Locate on map |
Enter the Building Civic Address” °d1

and click ‘Locate on map'. .,

Or, locate a nearby address then +

click and drag the map and click on o

the exact localion of the building.

GO gle B MapData 200 mbee_ 1 Terms Report a map error
Certificate of Liability Insurance f + |3

Please select whether a 'Cerlificate of Liability _ -n
Reguired

! Not Required [

L = 1
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4. Details/Event Header: tab

The information on this page are just suggestions of the information you may wish to provide — you
can customize it by adding or removing any of the information below.

SUGGESTION: If you are holding 2 half-days schools on the same day, make a note in the
“‘Details/Event Header” tab that if an individual wishes to attend both schools, they must reqister for
both schools.

See example below for other suggestions of what to input in the “Details/Event Header” field -

Opfions § Dala | EniryFees B Details/EventHeader | OAASBveniForm | OAAS Event Form (Judging School)

The Event Header communica e nionmation is visible to them when they register and t ormation is also
additional information to participants.  included in the confirmation email they receive after they complete their registration

B I U S o B Q

TEST - District 9 Baking Judging School - TEST - this is not an actual judging
school. VB

Reminders: Parking is available behind the building.

Provided for you: Coffee or tea will be provided. Please bring your own mug. Lunch
will be available for a cost of $10.

You need to bring: We need people to bring baking for judging classes. If you can

Please enter both, Category and Instructor ‘ 1 | Save | » |

o

OAAS Event Form (Judging School): tab

Category: Select the Category for the school from the dropdown list.

Instructor: OAAS Instructor — Input their name in the “Inst.” field

Apprentice Instructor: If there is an apprentice, input their name in the “App. Inst.” field.

SME (Subject Matter Expert): If there is no OAAS Instructor available for the Category, a District
must have an OAAS Instructor lead/supervise the school and bring in a SME to teach the
Category subject. If there is a SME, please input their name in the “SME” field.

[Choommoens 0] |

= Event | =

= Name | TEST -December 25, 2024 Baking District 9 TEST TEST -
= Subtitle | Test only - this is NOT an actual judging school .

& Other information B

1 I Options I Data I Entry Fees I Detaits/ Event Header I OAAS Event Form I OAAS Event Form (Judging School) _ B

OAAS District Event Registration Form  and not visible on the OAAS website; please also use fhe 'Details | Eve:

Category | | Inst. | Minnie Mouse JI?'IE;F: Daisy Duck SME
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IMPORTANT: Only ONE Category should be selected from this list. If you are
holding 2 (two) half day schools, you must set up a separate Judging School
registration for each school.

Exception: re Eggs — it can be added to a Judging School but consideration must be given to
ensuring that sufficient instruction time is allotted for both Categories.

The second line will be modified to list only the “Eggs” Category.

NOTE: We will be modifying the system and removing the extra Category dropdown fields.

= Event

Name | TEST -December 25, 2024 Baking District 9 TEST TEST -
Subtitle | Test only - this is MOT an actual judging school =

& Other information w

1 I Options I Data I Enfry Fees I Details/ Event Header I OAAS Event Form I OAAS Event Form (Judging Schoal) _ B

OAAS District Event Registration Form  an 3 not visible on the DAAS website: please alzo use fhe 'Details

Category | | Inst. | Minnie Mouse ‘ﬁ‘gt" Daisy Duck SME
Category |Eggs - |In5L Minnie Mouse Jl?'gt] SME | Martha Muffin

6. Attachment: tab
You can add any documents you would like e.g. a copy of the invitation sent to your district judges.

e Click the “Choose a file” button and select the file from your computer or stick drive.

I Opfions I Deata I Entry Fees I Details / Event Header I OAAS BEvent Form I OAAS Event Form (Judging School) I Attachment I

pload a PDF docum

ou Can u ent that can be downloaded by people when the
OAAS Event Altachment register with add ormation -:-::.'.I'.' : J I '

Current file:

| @ Choose afile... |

IMPORTANT: If a required field has not been completed, the field will appear red. The system will
not let you “SAVE” the Judging School until all the required fields are completed.

Google

----- MapData 200 mL— ——_1 Terma Reporta map emor

Certificate of Liability Insurance

Enter an event number. Ty
Required s

% Mot Reguired L]

FYI - If a tab appears red, there is a field(s) on the tab that will appear red and must be completed.
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Other information
Options | Data | EnttyFees | Detais/EventHeader | OAAS EventFom || OAAS EventFomn (udging Schoo)
OAAS District Event Registration FOIm  and not vieibie on the OAAS e B Bl (e e Thotite 11 teader ta

Catannn: [ RakinA Sl 1nas Minnia Mniica App' I Naicv Nk | caac

Make sure you “SAVE” the Judging School by clicking on the button in the bottom right of the form
before closing out the screen.

Once you click "SAVE" an "OAAS Event Form" will be sent to you by email and a copy to the OAAS
office.

7. Entry Fees: tab
Important: Leave the “Regular Entry” field blank under the “Entry Fees” tab.

Information on cost to attend school should be included in the “Details/Event Header” page.

Other information

I Options I Data I Entr‘,rFBESI Details / Event Header I OAAS Event Form I OAAS Event Form (Judging School) I Attachment I

Entry Fees (per entry)

Eegula r entry $ﬂ

B)MODIFY A JUDGING SCHOOL

There are a couple of options to modify a judging school.

1. Configuration page: (Optionl)
¢ In the menu on the left, select your district and then select the “Configuration” page.

| « District 9 Judging |
Judges
Events Calendar
Entries
Participanis
Lists and Reports
[ mi s an oo 1

e Select the "Events" tab at the top of the page.
¢ Double-click an existing school to edit the details.
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@ Configuration: This grid allows to view the list of events, to enter new events, to modify them, and to delete them. [
First select an event with the cursor, then click on the desired command button at the top of the grid.
In this grid, the 'event’ column indicates the number of the event and the " column indicates the number of in this event.

D Filter the events: Enter something in one or more fields under columns’ titles then hit ENTER to filter the events 0
list.

District 9 Judging : only one event

14 <4 Pagemoﬂ [ b-l Events 1-10of 1

Enfries Maximum Internet
[ ]| [An v
1 TEST -December 25, 2024 Baking District 9 TEST TEST e
Test only - thiz is NOT an sctual judging school

The “Modify an event” page will open.

e Select the tab you need to modify and make the changes
e Click “SAVE” at the bottom right of the screen to save the changes.

IMPORTANT: To exit without saving your changes — click the X icon [Close -without saving] in the top
right corner of the page.

Clese - without saving

Name | TEST -December 25, 2024 Baking District 9 TEST TEST
Subtitle | Test only - this is NOT an aciual judging school |

Other information

Opions | Dala | Enry Fees | Details/ Event Header | O.MSEuerlFuTnJ OMAS Event Form (Judging School) | Altachment I

o : . The information below will be sent fo OAAS. | is not visible on the regisiration portal
0AAS District Event Registration Form and not visible on the OAAS website; please also use the 'Details / Event Header' tab

Event Type OAAS District Judging School -

Event Date, Start Time, End Time | 2024-12-25 | [09:00 | [12:00

District Contact Name and Title Vince Brennan | | District Judging Con |
Building Name Brenwood

Building Civic Address 1911 Foxboro Stiriing Rd, Quinte West, ONK0I| | Locateonmap |
Enter the Buiiding Civic Address’ °__p

and click Locate on map" 3

Or, locate a nearby address then +

click and drag the map and click on o

the exact location of the building.

GO gle B MapData 200mb—e__1 Terms Reporta map emor

Certificate of Liability Insurance Mot Required -
Please enter both, Category and Instructor n“

2. Events Calendar page: (Option 2)
In the menu on the left, select your district and then select the “Events Calendar” page.

w District 9 Judging

Judaes

|| Events Calendar ||

Participants
Lists and Reports
Configuration
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This will open the “Event Calendar’ page and you can select any of the Judging Schools that you
have entered. Clicking on the school will open the “Modify an event” screen — shown above.

Modify the event as listed under Option 1.

Use this page o view your Events in a calendar view

"E‘dmmﬂ- -

[ View, Print, Save to File

[100% Normal = | [ Heivetica = | [teter-Porat - | [a P | [@ Smvetome
December o st
e
2024 Manth
Mon Tue Wed Thu Fri sat Sun

23 24 25 26 27 28 29

C)WHERE TO FIND ADDITIONAL INSTRUCTIONS RELATED TO
JUDGING SCHOOLS AND PARTICIPANTS

a) Manually add participants to a judging school
See the “AssistExpo JUDGES MODULE: JUDGING SCHOOLS - REGISTER, MODIFY, VIEW,
FINALIZE JUDGING SCHOOL PARTICIPANTS” document on the website
https://ontarioagsocieties.com/district-judging-info/ for full instructions - section A) Manually
Register Participants in a Judging School..
e This screen allows you to manually register individuals in a district judging school.

b) Remove participants from the judging school registration list
See the “AssistExpo JUDGES MODULE: JUDGING SCHOOLS - REGISTER, MODIFY, VIEW,
FINALIZE JUDGING SCHOOL PARTICIPANTS” document on the website
https://ontarioagsocieties.com/district-judging-info/ for full instructions — section B) Remove
participants from the judging school registration list.
e This screen allows you to manually register individuals in a district judging school.
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c) View Judqging Schools reqgistrations

See the “AssistExpo JUDGES MODULE: JUDGING SCHOOLS - REGISTER, MODIFY, VIEW,
FINALIZE JUDGING SCHOOL PARTICIPANTS” document on the website -
https://ontarioagsocieties.com/district-judging-info/ for full instructions - section C) View Current
Judging School Registrations

e This allows you to see who is registered for upcoming judging schools.

d) View & Create a List/Report/Mailing Labels of Participants Registered for a

specific Judging School

See the “AssistExpo JUDGES MODULE: JUDGING SCHOOLS - REGISTER, MODIFY, VIEW,
FINALIZE JUDGING SCHOOL PARTICIPANTS” document on the website
https://ontarioagsocieties.com/district-judging-info/ ~ for full instructions - section D) Viewing &
Creating a List/Report/Mailing Labels of Participants Registered for a specific Judging
School

e This allows you to create a list, report or mailing labels for a specific judging school.

e) Create/View a list of all participants in past and current Judging Schools

f)

See the “AssistExpo JUDGES MODULE: JUDGING SCHOOLS - REGISTER, MODIFY, VIEW,

FINALIZE JUDGING SCHOOL PARTICIPANTS” document on the website -

https://ontarioagsocieties.com/district-judging-info/  for full instructions - section E) Create a list

of participants that have attended past and current judging schools held in the district

e Allows you to create a list of any participants in previous judging schools that are/were listed in
AssistExpo. It does not indicate which schools they attended.

Finalize successful participants once a Judging School has completed

See the “AssistExpo JUDGES MODULE: JUDGING SCHOOLS - REGISTER, MODIFY, VIEW,

FINALIZE JUDGING SCHOOL PARTICIPANTS” document on the website -

https://ontarioagsocieties.com/district-judging-info/ for full instructions - section F) Finalize

judging school’s successful participants once the school has completed

e Once a Judging school has completed, the District Judging Contact must go into the system
within 7 days and bring up the list of participants and mark each individual’s status. (present;
verified /completed)

e Once you have finalized this list, please email the OAAS office at caas@oaasfairs.com to
notify them that you have completed this task.

e NOTE: Please ensure that the Instructor, Apprentice Instructor and Subject Matter Expert have
been included in the list of participants.

¢ Once that has been done, the OAAS office will take that list and update each participant’'s
record in Assist Expo. The “Judges’ Lists” on the OAAS website will automatically update with
any changes.
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