
Upload Entries for National Events  

The purpose of this document is to summarise the steps involved in uploading the Entries Spreadsheet 

for a club/ Branch that is not using the online entries system but instead is still doing things the old way. 

The steps involved in uploading a spreadsheet entry form are listed in the following subsections. 

Step 1: Select Entry Form 
The first steps assumes that you have a copy of a filled out entry form spreadsheet file for a particular 

club and that it stored on the hard drive on your computer (e.g. it may have been emailed to you by the 

DC of that club and you have downloaded it from the email to your Downloads folder on your PC).  

To start step 1, you should goto ipc.itsplainsailing.com where you should see something like the 

following: 

 

The screen above is divided into two parts, the first part (on the top section of the page) are Events 

where parents can enter directly with the Irish Pony Club, the second part is an area for Branch/ 

Committee Members Only. It is this second section that you can use to upload your Branch Entry Form. 

To upload the Spreadsheet Branch Entry form for a particular National Event, you should select the link 

Submit/ Upload Branch Entry Form beside the National Event in question (see example above 

http://www.itsplainsailing.com/club/ipc


highlighted with red arrow). When you click on this link it will bring you to Step 1 of the Entry Form 

upload wizard shown below. 

 

When you see this screen you should select the “Choose File” button (shown above with red arrow), 

which will pop up a file chooser dialogue box where you should go to the relevant directory on your 

computer and select the Entry Form spreadsheet file that you have already filled out with your clubs 

data, that you are going to enter (see example screenshot below). 



 

In this example we have an entry form file from the Araglen Pony Club for the Tetrathlon (shown above 

with red arrow), so we select this file and then click the “Open” button on the bottom right of the 

window. 

This will bring us back to the Step 1 page with the file selected now displayed in the “Choose File” box 

(see below). 

 

Once you have selected the file, we also need to select the name of the Club being entered from the 

drop down list (in this case we select Araglen Pony Club as shown below). 



 

Finally for this step in the process you must enter the PIN Number for this competition. Each 

competition can have a different security PIN which is set by HQ. To upload an Entry Form for a 

particular club you should previously have received the PIN Number from HQ. If you do not have one 

then you should contact them directly. 

 

Then when you have selected the file, your club name for the entry and the security PIN, you then click 

the Next button located on the bottom right hand side of the screen which brings you to step2. 

Step 2: Upload & Validate 
When you click next from step 1 you will be brought to step 2 automatically where the Entry Form 

spreadsheet file is uploaded to the ItsPlainSailing server and its contents are extracted and validated to 

make sure that all the correct information is provided. While this process is taking place you will see the 

screen shown below. 



 

 

This step may take 10 or more seconds depending on the size of the file being uploaded and the number 

of entries in the file. Assuming the entries and information in the file are correct then when this step is 

finished you will be brought directly to step 3. 

Step 3: Review Entries 
At this point in the process you will be presented with a list of the entries that have been extracted from 

the entry form spreadsheet file, see example screenshot below. 



 

VERY IMPORTANT: 

It is critical at this point that you review the displayed list of entries to make sure that what is displayed 

matches what was in the original spreadsheet. If you are missing an entry from the list then you should 

not proceed but instead go back and check the spreadsheet you are loading to see why the entry is 

missing. 

When you have verified that the entries are listed correctly then you can click the Next button to go to 

the last step. 

Step 4: Confirm & Submit 
At this point you should see a screen something similar to the one shown below. 



 

 

Assuming all is in order then you should click on the Submit button in the bottom right hand corner to 

actually load the entries into the ItsPlainSailing database. 

When you click on the Submit button the entries will be loaded up into the Online Entries system and 

saved and you should see a screen as shown below. 

  

When these entries are submitted an email is automatically sent to your club contact email and club 

secretary email address. If this confirmation email is not received then please contact 

support@eskersoft.com and let us know. 

Errors in the Entry Form Spreadsheet 
As part of step 2, it is possible that the spreadsheet being loaded has errors in it (e.g. missing mandatory 

fields of information). In such cases the system should detect this and not let you proceed beyond step 

2. At step 2 you will be shown a list of the errors that were encountered when trying to load the entries 

mailto:support@eskersoft.com


(see screenshot below).  In this case you should go back to the Entry Form Spreadsheet file, correct the 

errors in the original file, and then repeat the process back at Step 1 to load the corrected file again. In 

such a case you will see a screen something like the one shown below. 

 

 

If you have any questions or problems then please email support@eskersoft.com 

mailto:support@eskersoft.com

