General Plant Registration Instructions

As you may know, we are now using a different method of registration. Instead of using the two-part entry labels, we are using computer registration, with as much pre-registration as possible. This will make it easier on both of us. If you have pre-registered all of your exhibit tags – combination entry and plant identification – will be waiting for you. For us, we will not have to handle hundreds of little entry tags during registration, and then spend several hours making up judging folders after registration. This is truly a win-win situation for us both. But, remember, the more pre-registration we get, and the sooner we get it, the better for all of us. 

I would also like to ask these things of you; read all instructions, let me know if you have questions or problems, and bring a hard-copy of your entries with you just in case.

Instructions for Word document e-mail entry Form ... (similar instructions apply to the Excel spreadsheet version)

General precautions: It will not be necessary for you to press “Enter” at any time during data entry. If you feel that you have too much information for the space provided, do not worry—the cell will expand to accept all data. Therefore, it is not necessary to put on entry onto two lines. Here is a major warning about Microsoft Word. Word is set to automatically capitalize the first word in a table cell (at least in Word 2003). This makes it difficult to enter a lower case species name. To disable this “feature,” go to Format on tool bar, select Auto Format, click Options, select Auto Correct tab, uncheck Capitalize first letter of table cells. Click OK and OK.

Exhibit
Enter the exhibit for the entry according to list provided.

Exhibitor
Enter the appropriate code for the owner of this entry. This Exhibitor ID is created by appending a letter to your exhibit number for each person or organization entering. For example, correct ID’s for those with exhibit 20 would be 20A, 20B, 20C, etc. This individual would use this ID even if they enter something into another exhibit (i.e. overflow, collectibles, etc.)

Entry Name*
This would be the name of a plant or would show the type of entry (i.e. exhibit, photograph, art, etc.). If entry is a plant with an award and/or a clonal list it here with name (e.g. Paph rothschildianum ‘Red Glory’ FCC/AOS)

Parent One*
If entry is a hybrid plant, show first parent if you know the parentage. If entry is a species, enter “species,” otherwise leave blank.

Parent Two*
If entry is a hybrid plant show second parent if you know the parentage, otherwise leave blank.

Class
Enter the class for the entry according to show schedule provided (latest MAOC schedule). Valid classes are 1 through 120. If you wish to display an item, but not enter it for judging, enter 0 (zero). Remember there is a three entry limit in all classes except 111 or 112.

Class 2
If you wish to “Double Enter” this plant, enter second class here. Valid entries are 113 or 114.

Tag
If you know that your exhibit will contain two or more of the same grex or species, give each a unique Tag letter (A, B, C, etc).

AOS
If you wish that this entry not be considered for a possible AOS award, change the “Yes” to “No.” The two major reason for a plant not to be considered for an award would be that the plant has already been screened, or that the exhibitor does not want to pay the fee for an award.


*List as much information in these three fields as you have. For example, if you know the parents, but do not know the Grex, list the proper Genus for name and list both parents. If you know the Grex, but do not know the parents, list all you do know. But only list parents if you know both of them.

The desired methods for transmitting this information to us are as follows, listed in order of preference:

· Enter information into included Excel spreadsheet or Word document, save with a name that will give me an idea of who it is from, and attach to e-mail sent to the Plant Registration Coordinator identified on our show webpages. Enter the names and IDs of the exhibitors in a separate spreadsheet or document and also attach to the email ... or ... in the body of the e-mail, list the names and IDs of the exhibitors if few in number.

· Enter information into any text-editing program with each entry being on one line and in the same sequence as listed above. Attach file to e-mail and include exhibitors and IDs in the body of the email.

· Enter all information into the body of an e-mail.

· Copy files onto memory stick or CD and mail if there is time for it to get here before you do.  Make sure the memory stick or CD is labelled externally, prominently and legibly, with your name (if an individual exhibitor), with your company's name (if a commercial exhibitor) or with your society's name (if an orchid society). 

· Copy files onto memory stick or CD and bring to show.  Labelling as stated above.

· Bring a list of entries to show, and we will enter.

General information: If you are not sure if you will be bringing a plant, list it anyway – it is much easier to remove a plant than to enter one once you are at show. You will be able to make additional entries, or change something pre-entered once you arrive. Don’t forget to enter your display.

We will be able to receive e-mails the week prior to the show and until at least noon on Friday. So, even if you cannot send sooner, you can still send your pre-registration just before you leave the door and your tags will be waiting for you.
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