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How to upload your event to 
Webscorer 

 
This guide has been designed to assist you in the process for downloading your event entry 
from the CRNZ Club Membership & Paddler Portal and uploading to Webscorer.   
 
To get started you must have a user profile with club administrator access and your club set 
up on the Padder Portal must have been completed.  
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There is further informaFon how to manage each of the following features and funcFons in 
the Administrator User Guides.  
 
 
If unsure, if you have any quesFons or if you require assistance, please contact us at 
membership@crnz.org  
 
  

mailto:membership@crnz.org
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CRNZ Paddler Portal & Webscorer 

 
The Paddler Portal Event Management is a great way to process entries, manage discounts 
and collect informaFon about your parFcipants, for example emergency contact informaFon 
or event tee shirt size. You can even add products as part of the event journey, for example 
payment for an event tee shirt. For further informaFon about how to set up an event in the 
CRNZ Paddler Portal – Click Here.  
 
Webscorer is an easy-to-use, yet sophisFcated Fming app that is perfect to use for accurate 
Fming and results of your Paddling Event. Pre-registered paddlers from the Paddler Portal 
can be uploaded to create a start list, run the race and results can be published immediately 
following the race. 
 
Notes before you start: 
- Set up your club and stripe account before you can create and administer any events via 

the Paddler Portal. Please contact aaron@crnz.org  
- Set up an event in the Paddler Portal with a Fcket so parFcipants can enter.  
- You must have access to a Webscorer account. 

o You can set up a club account. AlternaFvely in some cases the CRNZ account can 
be used. Please contact danika@crnz.org to discuss. 

- Consider what informaFon (Fields) you need to set up the event, ie Name, age, gender, 
distance, craY. 

 
To deliver your event on the day you’ll need: 

- Phone, Tablet or Laptop with Webscorer App installed (waterproof cover 
recommended in case of rain) 
 

- Pen, Finish/lap sheets and stopwatch for manual finish line recording  
We always recommend having a manual recording person as well as Webscorer as a 
backup, and to compare lists to ensure accurate results. 
 

- Three people for recording the finish 
1. One person operaFng Webscorer 
2. One person calling the boat numbers as they cross the finish line 
3. One person wriFng the boat numbers (and finish Fme if possible) down as 

the cross the finish line. 
 
  

https://www.canoeracing.org.nz/wp-content/uploads/2024/03/Club-Administrator-EVENT-MANAGEMENT-Guide.pdf
mailto:aaron@crnz.org
mailto:danika@crnz.org
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Set up Event in the Paddler Portal 

 
You must have set up an event and received entries via the Paddler 
Portal. For further informaFon about how to set up an event in the 
CRNZ Paddler Portal – Click Here.  

 
 

Download Event Entries in the Paddler Portal 

 
1) Click manage events icon 

 
2) Export A^endees as a CSV file 

 
 
 
 

Filter the CSV file ready for upload  

 
Once the event entries have been downloaded from the Paddler Portal you will need to filter 
the informaFon downloaded from the Paddler Portal to only show specific informaFon 
relaFng to the race. The column headings must match those of webscorer for the race event 
to be set up correctly.  
 
The main informaFon to be uploaded are the following headings: 

- First Name  
- Last Name 
- Gender 
- Distance (This is the 

race distance the 
person has entered)  

- Category (This is the 
race division the 
person has entered) 
 

You can allocate race numbers here (add another heading) or later in the race set up 
process. 

https://www.canoeracing.org.nz/wp-content/uploads/2024/03/Club-Administrator-EVENT-MANAGEMENT-Guide.pdf
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Upload CSV file to Webscorer.com (On computer) 

 
To post start lists to Webscorer.com, you'll need to first sign in to 
Webscorer.com with your email address / password. 

 
 

 
1. Click on the “Race organizers” secFon 

and choose the “My start lists” opFon, 
and then click on Post start list from 
file menu bu^on 

 
2. When your start list file is ready, first 

click on the Browse... bu^on to locate 
the file on your computer 

 
3. Once located, click Upload to transfer 

the contents of the file from your 
computer to the web page 

 
4. ThereaYer, fill in the required field on the page and finally click on the Post start 

list menu bu^on 
 

 
For further support regarding uploading start lists refer to this link at webscorer 

Webscorer.com 
 
 
 
 
 
 
 
 
 
 
 
 
  

https://www.webscorer.com/resources/tutorialsl-txt
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Race Day Set Up on Webscorer app 

 
1. Login to the Webscorer app on the device you will be using 

to record the race.  
  

2. SelecFng or Adding the Race.  
To select your race, see Time a Race on app Home Page   
a. Tap “Race with start list”   
b. Tap “Download start list from Webscorer.com”  
c. Tap “My posted start lists”   
d. Tap the name of this event  

 
 
 
 
 
 
 

Race Set Up on Webscorer app 

 
Complete Setup process  
You may move back and forth between these steps without losing your work.  
  
Complete the following steps to determine different opFons for running your race. You may 
move back and forth between these steps without losing your work. 
 
a) Race Set up - Select Start type  

a. Mass start - All racers start together at the same Cme. 
The racers can be racing different distances and/or 
different categories.  

b. Wave start - Racers start in "waves", which can be 
comprised of a distance, category or a custom group. 

If Wave start, select wave start opOon (Manual or Interval) 
In a manual wave start, the Starter/Timer decides when to start 
each wave. 
In an interval wave start, the starFng Fmes for each wave are pre-determined. 
  
b) Lap Set Up  

Turn MulFple Distances on, if offering mulFple distances in your event 
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c) Distance Set Up  
Your race distances may already be set up if set up in online 
entry process.  
You can also add them manually: 
 - Tap Edit 
 - Add distances by clicking the “+” bu^on  

 
d) Racer Set Up  

Turn on Name, Bib number (Numeric), Category and Gender 
 

e) Hardware Set up 
Not required unless using external Fmers/chips, proceed to OpFons 
 

f) Results OpOons 
Results ordered by Fastest Time 
Turn on Category Results, Overall by Distance, Overall by 
Gender 

 
g) Category Setup 

These are the paddler divisions within your race.  
Categories entered from the start list will already be there.  
To add more categories: 

- Tap Edit 
- Add each Category by clicking the “+” bu^on top leY 
 
 

 
 
 
 
 
 
 
 
For Example - In the Paddler Winter Series, Categories/divisions are as follows: 

12&Under - all cra1 
14&Under - K1 
14&Under - Ski/Mul9sport 
16&Under- K1 
16&Under- Ski/Mul9sport 
16 &Under- Waka ama 
16&Under- SUP 
Recrea9onal 5km - open to all cra1/ages 

K1- 18years & Under 
K1- Open 
K1- Masters* (35years & over) 
Mul9-cra1 - 18years & Under 
Mul9-cra1 - Open 
Mul9-cra1- Masters (40years & over) 
Waka ama single - 18years & Under 
Waka ama single  - Open 
Waka ama single - Masters (40years & 
over) 

SUP- Open (17years & 
over) 
C1- Open (17years & 
over) 
K2/Double Skis 
2-person Waka 
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h) Wave Setup 

Waves can be set up by Distance, Distance and Category or 
you can customise your own waves groups. 
 
  

i) Complete Start List 
All pre-registered racers should be already set up in the 
start list.  

a. Assign a “bib number” to each racer- this is the number they will have on their 
boat.  
This can be done automaFcally - Tap “BIB Automate” – or manually within each 
racer’s informaFon (Click on the arrow next to each racer to add/update racer 
details). 

Adding new entrant 
- Tap “Add Racer” at bo^om leY 
- Fill in Racer Details – Name, Distance, Category, Gender and assigned Bib Number 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
 

Once all racers are added and assigned a number, you are ready to start the race! 
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StarHng the Race in Webscorer 

 
Once start list is finalised, tap “start” on top right. This will take 
you to the start page. 
 
When you are ready to start each wave, simply select the wave 
you wish to start and click the green “Start Wave(s) bu^on. 
 
You can restart a wave or the race by tapping “Race Control”. 
When the race (all waves) is underway, you will be taken to a 
screen with all the racer’s numbers listed in boxes. 
 
 

Finishing the Race in Webscorer 

 
When it is Fme to finish the race, simply tap the racer’s number as they cross the finish 
line. This stops the Fme for that racer.  
 
When you tap a number, it will turn Yellow to indicate that racer has been tapped as 
Finished. AYer a couple of seconds, that number will disappear from the screen 

 
Watch this video for more details on using Webscorer for Fming and finishing races. 
h^ps://www.webscorer.com/resources/tutorial-videos 
 

https://www.webscorer.com/resources/tutorial-videos
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Finalising Results and PosHng Results from Webscorer  

 
Following the race, all results/racer details can be edited. 
 
When you are happy with the results, you can post them on 
Webscorer.com.  
 
This will give you a weblink that you are able to share on your 
own social media and webpages. 
 
Note: Results are able to be edited in Webscorer.com aIer 
they are posted. 
 
For more help and videos about using Webscorer, see the 
Help Resources pages on the Webscorer Website 
 
h^ps://www.webscorer.com/resources/tutorial-videos 
 
 
 
 
 
 

https://www.webscorer.com/resources/tutorial-videos

