ol

WORLD
ATHLETICS.

GLOBAL CALENDAR PLATFORM GUIDELINES

COMPETITION ORGANISERS
CONTENTS

1. GUIDELINES FOR THE APPLICATION FEE MODULE

e The Application Fee Dashboard
e Paying the Fee

e Consulting the Processed Payments

2. GUIDELINES FOR THE GENERAL OPERATION OF THE PLATFORM

e Accessing the Applications Dashboard

e Submitting Applications

¢ Reviewing Applications




ol

WORLD
ATHLETICS.

GLOBAL CALENDAR PLATFORM GUIDELINES
APPLICATION FEE PAYMENT MODULE
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1. The Application Fee Dashboard

From the Competition Organiser Dashboard please select ‘Application Fee’

Dashboard

New Application
Application Fee
Lege Download
Guidelines

Terms and Conditions

The following options will be available

(_) Fee Payment — Competitions that require payment
() Payments Processed — Compstitions where the fee has been paid and the invoice has been jssued

Fee Payment - lists those competitions for which the payment of the Fee is to be made

Payment Processed - lists those competitions where the fee has been paid and the invoice issued
2. Paying the Fee

From the Application Fee Dashboard select Fee Payment

Select the competitions you would like to process the payment for (and an invoice to be produced) — this can
be done one at a time or multiple competitions at one time.

(@) Fee Payment — Competitions that require payment
() Payments Processed — Compstitions whers the fee has been paid and the invoice has been issued

Submitted from dd/mm/yyyy (5 % until dd/mmiygyy 2 %

Competition Date from dd/mmiyyyy  [5) % until dd/mm/iyyyy (5 %

Please select the competition(s) you would like to make a payment for — multiple can be selected at any one time.

B Competition Name

0  Middlesbrough Open Sports Village Track, Middlesbrough (GER) 15 May 2023




At the bottom of the list of competitions on your dashboard, the total Fee corresponding to the competitions

selected will be visible.

(®) Fee Payment — Competitions that require payment

() Payments Processed — Competitions where the fee has been paid and the invoice has been issued

Submitted from  dd/mm/yyyy  [E) ¥ until dd/immiyyyy  [E) %

Competiticn Date from dd,-"mm,-"gygy X until dd,-'mm,-'ggyg x

SEARCH CLEAR

Please select the competition(s) you would like to make a payment for — multiple can be selected at any one time.

B  Competition Name Venue Date

/] Middlesbrough Open Sports Village Track. Middlesbrough (GBR) 15 May 2023

Total fees: 25 € (EUR)
PROCEED

Please select Proceed and the page below will appear.

(@ Fee Payment — Competitions that require payment

(O Payments Processed — Compstitions where the fee has been paid and the invoice has been issued

Payment Details
Middlesbrough Open - Sports Village Track, Middlesbrough (GBR), 15 May 2023

@ Company O Individual

Company Name: *

Address: *
~
City: * State/Province: *
Country: * Zip/post code: *
[select] -
Vat Number:

If you have any special invoicing requirements such as detail to appear on the invoice, please detail them here:

b

(/) Remember these details for future invoices

Payment Method: * () Bank Transfer () Credit Card (PayPlug)

Total amount due: 25 € (EUR)
PROCEED

Please complete the information on this page and indicate the appropriate payment method. For all methods

you will get a confirmation email.

Bank Transfer: you will get the following notification

Invoice with instructions for bank transfer sent by email

OK
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If you choose credit card: you will get the following notification

Invoice sent by email, press OK to pay online

oK

And you will be directed to Pay Plug to make the payment

25,00 €

Your information

redty 37 payplug
o

3. Payments Processed

All competitions for which the payment method has been indicated will be listed here. For each payment, an
invoice is automatically issued and a copy is available, with the chosen payment method confirmed.

() Fee Payment — Competitions that require payment
@ Payments Processed — Competitions where the fes has been paid and the invoice has been issued
Invoice Number Invoice Date From dd/mm/yyyy  [E) ¥ To dd/immiyyyy [E) %

Payment Received Al ~ | Payment Method Al -

SEARCH CLEAR

EXCEL EXPORT Show 50 * entries

Imvoice Number Invoice Date  Payment Method Total Amount (EUR-€)] Payment Received

00010 GC 2023/03 09 Mar 2023  Credit Card (PayPlug) 25.00 v OPEN PDF

00003 GC 2023/03 01 Mar 2023 Bank Transfer 25.00 *x OPEN PDF PAY ONLINE
Total items: 2 Previous B3 MNext

Once the payment is actually complete (this is automatic for credit card payments), then the Payment
Received column in the Application Fee module will show a green tick.
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4. Main Dashboard View

An overview of the payment situation of all the competitions is also visible in the main dashboard.

Paid — invoice has been paid

Competition Type  All = Envirenment All « Country All
New Application
A Date From 09/03/2023  |[) % Date Until dd/mmiyusy [5% () OnlyUpgrades to E Category
Users Management Applicaticn State  All | Submitted From dd/mmiyyyy  [5) % Submitted Until dd/immiyyy [ X
Logo Download Payment Status Paid ~ FeeChargedTo All .
Terms and Conditions g4ty Competition Date + Order Ascending .

Signed in s

katechannonzextern. | SEARCH | CLEAR  REFUNDPAYMENT |~ EXPORT

Show 50 ' entries

Select all
) test Competition Gino - Ljungby Méngkamp Stadic Primo Nebiolo, Torine {ITA) 10 Moy 2023 Paid
Champioratips Track anc Fekd Ouidoor charged ta MF
July Race Walk event Kabul, Kabul (AFG) 01.Jul 2023 Paid
invitational/Open Race Waking Outdaor ted on 16 Jan 2023 charged to Organiser
Total ftems: 2 Previous [l Next

Payment in Process — payment method has been indicated and invoice issued, but the payment has not yet

been confirmed (this is the case for payments by bank transfer)

Competition Type | Al + Environment Al ~| Country Al -

New Application
Date From| 00/03/2023

[=) % Date Until dd/mm/yyyy [} % () OnlyUpgrades to E Category

Application Fee

Users Management Application State | All ~ Submitted From dd/mm/yyyy  [5) ¥ Submitted Until dd/mm/yyyy | [5) %
Logo Download Poyment Status | Payment in process | Fee Charged To All -

Terms and Conditions  ggrt by Competition Date + | Order Ascending -

Signed in as:

katechannon@extern. | SEARCH | | CLEAR | | EXPORT

Show 50  entries

nvistionsiiOpen (ceR) uidoor

Combined Events Challenge Birmingham University Athletics Track, Birmingham 10 Mar 2023
Combinzd Events

- Registered
Submitted on 01 Mar 2023

Payment in process
charged to Organiser

Watford Open Graded Meeting
vtstionsiOpen

Woedside Stadium, Watford (CBR) 0S Apr 2023
Track and Fieid Qutdoor

- Registered
Submitted on 17 Feb 2023

Payment in process
charged to MF

{ Bill Whistlecroft Spring Open Yeovil Athletic Arena, Yeovil (GBR) 08-10 Apr 2023

- Registered
Submitted on 15 Feb 2023

Payment in process
charged to MF

Iviatiaral/Open Track snd Fisd Outdocr
Liverpool Throws & Jumps Wavertree Athletics Centre, Liverpool (GBR) 15 Apr 2023
Inviational/Open Track and Fiekd Outdoor

- Registered
Submittsd on 22 Feb 2023

Payment in process
charged to MF

Total items: 4

Previous [N Next

To be Paid — Fee payment option needs to be completed so that the invoice can be issued.

Competition Type | All ~ | Environment Al ~ Country Al .

New Application

Application Fee DateFrom 09/03/2023 %) % Date Until dd/mmiyyyy  [5) % () OnlyUpgrades to E Category

Users Management Application State| All ~ Submitted From dc/mm/yyyy  [5) % Submitted Until de/mmiyyyy  [5 %

Logo Download Payment Status To be paid « FeeCharged To| All -
Terms and Conditions 5ot by Competition Date | Order | Ascending N

Signed in as:

kstechamnon@extem. | SEARCH | | CLEAR | | EXPORT

Show 50 v entries

(O Select all

O Manchester Indoor Open meeting Sporteity Indoor Track, Manchester (GBR) 42 Mar 2023 - Rogistored Tobe paid
IndtatonaliCpan Track and Fikd Indoor Submitied on 26 Dec 2022 chargod to Organicar

O BFTTA Indoor series 3 Lee Valley Athletics Centre, London (GBR) 42 Mar 2023, - Registered Tobe paid
IndtationaliCpen Track and Fid Indoar Submitted on 06 Jan 2023 charged to Organiser

(O Testcompetition - role BOK Csarnok, Budapest (HUN) 09 Apr 2023 Tobe paid
Championships Track and Fekd Outdoor Submitted on 23 Feb 2023 charged to MF

O Watford Open Graded Meeting Woodside Stadium, Watford (GBR) 19 Apr 2023 - Registered Tobe paid
IntstorsliCpen Teack and Fidd Outdoor Submitted on 17 Feb 2023 charged to Orgarisar

O Kabul HT Kabul arena, Kabul (AFG) 01May 2023 Tobe paid
Indtationsl/Cpen Track and Fekd Outdoor Submitted on 04 Jan 2023 charged to Organiser

O TEST Aussie Test Hayward Field, Eugene, OR (USA) 06 May 2023 Tobe paid
IntstorsliCpsn Track s Fisd Outdoer Submitted on 17 Feb 2023 eharged o M
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World Athletics Global Calendar
Online platform access guidelines for Competition Organisers

1. First access to the Portal and registration with a Member Federation
Once logged in with your World Athletics account, your first access to the Portal will require you
to identify yourself as an organiser with the Member Federation(s) to which you intend to submit
applications for competitions organised in their country. In order to be granted access to the
dashboard and application functionalities, you will need to complete a form by indicating:

¢ last name and first name

nationality

email

mobile phone number

Member Federation which should validate the registration (it should be the one within

whose territory you will organise the competition)

e A description of the competition(s) you organise

S ek GLOBAL CALENDAR

Dezar Campetttion Crganiser, befare being able to subeit spplications for compettiors to be considerad far the Workd Rankings and e granted aocess to the dashbaard and
appeation funchianalities, yau need to be authased by the mlosant hesting Member Frederation. In arder to idertfy goorself as 2 competitian seganiser, plesse anter the below
infarmaticn.

Signad in i
| Flbar st 2 gm.
Lt Name *
First Mame *
Matienality *  [select]
Email * raffacdlaisse 2 Ggmallcom
Modile * [ - R ERNE ELE LN
Mamiber Federation that wil validste registration *

[ankeet]

Please provide a description of the competiticns you onganizs *

E
Crce wou haee submittted your registration, the Member Fedemtion will notify youw of the approval and yaw wil then be ablz to log Inta the full platform functiznalities.

SUBMIT RECISTRATION

B 2022 World Mletics - All Rights Resarved.

Once submitted the registration, the Member Federation concerned will have to approve you as
an organiser. Once approved, you will be notified by email and you will be able to login again
with your World Athletics Account and be directed to the applications dashboard.

2. Applications dashboard
2.1 General Operation

i. Submitting New Applications (to note that applications for National
Championships can only be submitted and edited by the Member Federation)
ii.  Edit competitions which you have submitted through your World Athletics account




2.2 Submitting a New Application

R8.cs GLOBAL CALENDAR

Dashboard New Application

Guidelines World Athlotics has & vory extensivo database of compatitions (some 15,000 in any given year) so it is very likely that, whan submitting & new application for a compatition, a pravious edition of that

Signed in as:
comporg1@testcom

Do you want to proceed searching competition in our database? @ Yes ) No

022, applications are limited to outdoor track and field). Once identified the host city, click on Proceed and indicate the
efore clicking Search.

Please use the filters in order to narrow down the search {we remind you that, fo
approximate date in which the compatition has usually taken place in recent ye:

Comptition Type ~ Track and Field
Environment Qutdoor

Country [salect]

@ 2022 World Athletics - All Rights Reserved

i. For acompetition which has already been staged in the past, search for the
competition — World Athletics has a very extensive database of competitions
(some 15,000 in any given year) so it is very likely that, when submitting a new
application for a competition, a previous edition of that competition is already in
our records. In order to assist with the process and to avoid creating duplicates in
the database, a series of filters will guide you and narrow down the search in order
to identify a past edition of the competition:

a. Competition type / environment (outdoor, indoor, race walking, etc) — use
drop-down list
b. Country in which the competition is held (can be different from the
nationality of the organiser) — use drop down list

City — use the dynamic search function

Date — use the calendar function indicating the approximate date of when

the competition would have been normally staged in the past

e. Click on the Search button and a list of competitions compatible with the

filters will be presented

oo

¥5ifcs GLOBAL CALENDAR

Orbeerd New Application

Gudelioes

Signed inas
mporglisti

¢ DNE [

f. If the competition is on the list, then select it and click on proceed. This
will open the New Application page with all the required fields to be
completed. To note that some will have been autocompleted as per the
search filters applied earlier but can still be modified

Monaco Cedex L] v O
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g. When the form has been completed (to note that fields with * are

mandatory), click on Submit Application

ii. If the competition is not on the list, then you will need to submit an application

for a competition held for the first time

a. A completely new Application Form will have to be completed with no

connection to any existing competition in our database.

yem0 . GLOBAL CALENDAR

Ouibond New Application

Gudelmes.

Flozus complens (3] amerct  mcqured] o the dollowing ek (thoos marked meth * 2 mandatcn

St o Competrion Type (0 *
compong et com

ADO EVENTS
Meanuroment Comphiance Form (e here 1o dmmivad) UPLOAD

Comment

Vi

SUBMIT APPUCATION  RACK, TO DASHEOARD

b. Fields with * are mandatory
c. Click on Submit Application
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2.3 Reviewing applications previously submitted
i.  Edit the application
a. Amend some of the information (e.g. date, venue, events, etc.) as required
b. Upload documents (e.g. measurement or facility certificates, etc.) if
necessary
c. Submit the changes for approval (by the Member Federation)
ii. Cancel the application for that competition
a. Ifthe application has not yet been approved by the Member Federation or
World Athletics, the whole application will be cancelled
b. If the application has been approved and the competition is in the Global
Calendar, then the cancellation must be requested by email to
calendar@worldathletics.org

For questions and enquiries, contact World Rankings Competitions Management Team
calendar@worldathletics.org
globalcalendar.worldathletics.org
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