
 

 

 

How to enter 2023  
 

STEP 1 : GO TO WEBSITE  

Go to www.eventer.org.za  

 

STEP 2 : REGISTER 

If you already have a profile, go to STEP 5 If you are a new user click on “Register” 

http://www.eventer.org.za/


 

 

 

STEP 3 : PRIVATE OR SCHOOL ENTRY  

If you are a school/teacher/representative, click “An Organisation”  

 

If you are a private entry, click “An Individual” 

 

 

 

 

 

 



 

 

 

STEP 4 : COMPLETE INFORMATION FORM  

Fill in the relevant detail about yourself or organisation.  

Please note the email used to create the account will be the email where communications will be 

sent.  

 

Please note the Mnemonic is the Abbreviation used for your school on the program.  



 

 

 

 

If your information is correct, please click “Submit.”  

 

 

A pop-up box will appear. 

 

 

Please receive your temporary password on the email used to create the account.  

 

 

 

 

 

 

 



 

 

 

 

STEP 5 : LOGIN  

Use the email and temporary password to login in if this is the first time you are logging into the 

account.  

Reset password for future use.  

 

Log in you existing account using your email address and password. 

 

 

 

 

 

 

 

 

 

 

 



 

 

 

STEP 5 : ADD PARTICIPANTS  

Go to the “students” tab 

 

Add student information.  

(Please note that the name should be spelled correctly as this will be used for the print of 

Certificates) No re-reprints will be done if spelling is incorrect on the system.  

 

 

 



 

 

 

 

 

 

Please ensure that the “active” button is clicked to show active.  

 

 

Please click the “special needs” button and list the needs for the candidate if applicable.  

 



 

 

 

 

Click “add”  

 

 

 

Students will be listed on the left side of screen.  

 

Please add all participants.  



 

 

 

 

Students can be deleted or 

 

 

If a student is inactive (not participating in the event) they can be marked inactive on the student 

page.  

 

 



 

 

 

 

 

On the left side you can choose to only view active students  

 

STEP 6 : ENTER FOR EVENT 

 

Go to “dashboard”  



 

 

 

 

Click “enter” to the relevant event.  

 

 

Click on “add” button to start adding entries.  

 

 

 

 

 



 

 

 

 

 

Click on relevant section of event (vocal section will be used for this document)  

 

Click on the relevant pre-set sections.  

 

 

 

 



 

 

 

 

 

 



 

 

 

 

 

Type in the item (song) name  

 

 

 

 

 

 

 

 



 

 

Set the time (duration) of entry. 

 

Click on the relevant student.  

 

 

 

 

 



 

 

 

 

Click “add”  

 

Screen will now move to Attachment section.  

 

 

 

 

 

 



 

 

 

STEP 7 : ATTACHMENTS  

 

Click on either MUSIC, DOCUMENT, or IMAGE to select an attachment.  

 

Click “select file” 

 

 

 



 

 

 

 

Select the relevant file.  

(Please note that attachments should be in the correct format for the system to accept the 

attachment) 

Click “upload”  

 

Wait for the success message. 

 

 

 

 

 

 

 

Please ensure that you upload all the relevant documentation as per section requirements. 

 

 

 

 



 

 

 

 

STEP 8 : VIEW ENTRIES  

Click on the “list” button to view entries. 

 

 

 

 

 

 

 



 

 

 

STEP 9 : EDIT OR DELETE  

To delete the entry, click on the “delete” (trash) button.  

 

 

To edit entry, click on the “edit” (pencil) button.  

 

You can edit entry as needed (add remove student, change attachments, change age groups etc.)  

Click “save” to save changes. 

 

 



 

 

 

 

STEP 10 : REPORTS  

The following reports can be received on the system (to view or to download)  

1. Invoice  

2. Entries per eisteddfod section  

3. Entries per participant  

 

STEP 11 : PAYMENTS  

Please make a payment with the correct reference via eft (payments with wrong references will not 

be accepted)  

 

 

Please note a pay gate (online payment) might be added to the system for 2023.  



 

 

 

 

STEP 12 : FINAL EDITS 

Please ensure that final edits are done before the deadlines listed in our syllabus. No changes will be 

permitted after these dates.  

 

A video of this process is also available on the eisteddfod website : 

www.gardenrouteeisteddfod.co.za  

 

THANK YOU! 

 

  

 

 

 

  

 

 

http://www.gardenrouteeisteddfod.co.za/

