ﬂ How to Run Your Club’s Exam Session ‘i&

PAARDENSPORT

VLAANDEREN

Step 1 Step 2 Step 3
Click your profile button in the Open “My organisations” and On your club page, find the tabs
upper-right corner of any page. select your club. below the club’s details.
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Step 4 Step 5 Step 6

Click the “Competitions and To see only your exam sessions, Choose “Exam”. The list now
activities” tab. It lists your club’s open the “Events” filter at the top shows your club’s exam sessions
events, exam sessions included. of the tab. only.
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Step 7

Click the name of the exam

How to Run Your Club’s Exam Session

session. Its dateis in the first

column.

Event | Authority | Organiser

Date / Location

160012027
LI BEL HGVBB, Test Ciub

2711212026
I BEL HGVBB, Test Club

2511212026
LN BEL HGVBB, De Hoefslag 3

211212026
I BEL HGVBB, Test Club

211212026
I BEL HGVBB, De Hoefslag 3

Examen, Rozet 2 - 4

Examen, Rozet 1

Examen, Rozet2 - 4

Examen, Rozet 2 - 4

Examen, Rozet 1

121212026 Rozet 2.4
I BEL HGVBB, De Hoefslag 3
1211212026 Brevets

I BEL HGVBB, De Hoefslag 3

11/12/2026
I BEL HGVBB, De Hoefslag 3

05/12/2026
I BEL HGVBB, De Hoefslag 3

011212026
I BEL HGVBB, De Hoefslag 3

20/11/2026
I BEL HGVBB, De Hoefslag 3

26/11/2026
I BEL HGVBB, De Hoefslag 3

Rozet56

Exam

Rozet 2-4 test WD 18109

Western test

Rozet 56 TEST WD 18/09

Discipline

Step 8

The session’s page opens. Click
“Exam participants”.

==
12/12/2026 | 9:00 | 11 BEL, HGVBB, De Hoefslag 3

Rozet 2-4
TEST CLUB
Rozet2-4
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Venue Live Homepage

|| esampaicpans | [ mepons

Information Contacts & Staff Results

Exams

Rozet 2 - Theory, Horsemanship, Riding skills
Rozet 3 - Theory, Horsemanship, Riding skills

Rozet 4 - Paardenkennis, Horsemanship, Dressuur, Springen
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Step 9

The screen lists the session’s

participants. The button to add

oneis above thelist.

Exam session participants

12122026 | 900 | (S5 | R BEL. HGVBB, De Hoelsiag 3
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sibmaada S ol regraion = || oy vaparipason

Kore oelo 1035050

oot QI ©
P ®
Rt 2 D ©
[rs————" °
oot QD ©

PR

c

Anwan Kin (10072136

e Semay 1017746, 0176701) I




A

PAARDENSPORT

VLAANDEREN

Step 10

Click “Add participant”.

Rozet 2-4
TEST CLUB
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Sort by
Submitted at

<

Status of registrations

+ Add participant

Participants (6)

Participant %

-

Korey Nicolas (10969860)
26/12/2015

Jessie Bartell (11022298)
12/12/2002

Rozet 2 [JEEEE]

00 0O

Step 11

Type at least three letters of the
participant’s name. Check the date
of birth, then click the right person.

eeeeeeeeee

Sortby
Submitted at < ‘ Status of registrations < || onlyvaidg

Select or add participant

XQ l @ not found? Add some:

s
(2016) / 10969860 / Belgium

Achieved certificates
950 /11121518 / Belgium —

PTG
Rozet 2 EEEERD ©
Jessie Bartell (11022298)
12122002

Rozet 2 QD ©

Minna Mueller (10614187)
2710812000

Rozet 3 QR ©

©0 00 O

Step 12

Tick the exam or exams the
participant takes, then click
“Save”.

Exams for this participant
Korey Nicolas
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Step 13

The participant is in the list. Each

exam

shows the status

“registered”.

Sortby Unvegistered
Submitted at < || staws of registrations < || only vaiid g

+ Add participant
Participants (6)

Participant Achieved certificates

Korey Nicolas (10969850)

Jessie Bartell (11022298)

Rozet 2 TR

Minna Mueller (10614187)

00 00 0O e

Step 14

Is the person not in the results?
Click “Not found? Add someone
new” beside the search field.

Rozet 2-4
TESTCLUB

Submitted at “ || Only valid participations

Select or add participant

Participant Achieved certificates.

vvvvv

Korey Nicolas (10969860)

Rozet 2 (IR

Jessie Bartell (11022298)

Rozet 2 (IR

Minna Mueller (10614187)

00 00 00

Rozet 3 (IR

™

Step 15

Fillin the person’s details. For a
child, give the parent’s email
address — the certificate is sent
there.

Select or add participant
Find the paricipant by name Q @ewse
Add someone new to database

Al of the detals below are needed before this person can sit an exam. Their certificate is sent to the email
address given here; for a child, use the parent or guar address.

Voorbeeld

Female Q 14/03/2013 :: ’

Address

Belgium
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Step 16

Fillin the address and click “Add
and continue”. Then tick the
exams and save, as in step 12.

Address

Belgium

Step 17

Before the exam day, click “Print

materials” on the participants

screen. One PDF opens with every

sheet the exam needs.

121272026 | 900 | (S5 | RNBEL HGVBS, De Hoetsag 3
Rozet 24 "

Step 18

To follow up a session, open its
page and click “Reports”. It shows
the session’s statistics and reports.

Resuls publined
12/10/2026 | 10:00 | | 1 BEL, HGVBB, De Hoefslag 3

Examen, Rozet5 - 6
TEST CLUB

Rozet5-6

iR 7
@
®

Information ‘ Contacts & Staff Results
Exams

Rozet 5 - Paardenkennis, Horsemanship, Dressuur, Springen
Rozet 6 dressuur - Theory, Horsemanship, Riding skills

Rozet 6 jumping - Theory, Horsemanship, Riding skills
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Step 19 Step 20 Step 21

“Statistics” counts per exam: the Click the arrow at the end of an Once the exam has ended, your
entries, who took part or withdrew, exam's row to see the results of club must evaluate the examiner.
and who passed or failed. The last each part of that exam. Open the “Evaluatie organisator”
row is the whole session. tab and click “Fill the report”.

Statstics and reports - ¢ ~ I OO
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Step 22

Score each question from 1to 5
and add remarks if you wish. Then
click “Submit response”.




