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Welcome to the Easycomp User Guide 
Here you will find everything you need to help you make the most of your Easycomp software. 

It will guide you, step by step, through everything you need to know to scrutineer a 

competition. 

About Easycomp 
Easycomp was launched in 2007 and it quickly became the most popular scrutineering 

program in the UK. After a number of continuous improvements and upgrades, the decision 

was taken in 2014 to completely re-write the program to incorporate the very latest Microsoft 

technology and the result of that, Easycomp DN (V7), was formally released in February 2018. 

Easycomp is the most comprehensive and powerful scrutineering program available, and it 

has undergone the most extensive and rigorous testing regime. However, despite all the 

powerful features it remains supremely easy to use, and continues to be the scrutineering 

program of choice. 

Basic Principles  
Easycomp works on the principle of Scrutineering Sheets, just as if you were doing the job 

manually with a pen and paper. Each competition in an event has its own sheet. The sheets 

Ŏƻƴǘŀƛƴ ǘƘŜ ŎƻƳǇŜǘƛǘƻǊǎΩ ƴǳƳōŜǊǎ ŀƴŘ ƳŀǊƪǎ ƎŀƛƴŜŘ ƛƴ ŜŀŎƘ ǊƻǳƴŘΣ ǿƛǘƘ ǘƘƻǎŜ competitors 

having the highest total number of marks being recalled to the next round.  

In a competition final, the software creates a Summary Sheet and uses this to calculate the 

final placings, using rule 10 and rule 11 if necessary to arrive at a final result.  

 

The main Easycomp screen is where all the competitions are displayed and can be worked on. 

When a competition final has been finished, it disappears from the main screen (although it 

can still be accessed through the Finished Finals feature).  

 

A report is produced after each round of every competition and these are stored in PDF 

format for archiving, printing out later, or uploading to an internet website for general 

viewing. 

 

¸ƻǳ ŘƻƴΩǘ ƘŀǾŜ ǘƻ ŜƴǘŜǊ ŎƻƳǇŜǘƛǘƻǊǎΩ ƴŀƳŜǎ ƛŦ ȅƻǳ ŘƻƴΩǘ ǿŀƴǘ ǘƻΣ ōǳǘ ƴŀƳŜǎ Ŏŀƴ ōŜ ŜƴǘŜǊŜŘ 

manually or they can be imported from an Excel spreadsheet. If they are entered or imported, 

they will appear on the final reports. 
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Terminology  
LǘΩǎ ƛƳǇƻǊǘŀƴǘ ǘƻ ŎƭŀǊƛŦȅ ǘƘŜ terminology that will be used throughout this guide, and also in 

the software itself. ²ƘŜƴ 9ŀǎȅŎƻƳǇ ǿŀǎ ŦƛǊǎǘ ƭŀǳƴŎƘŜŘΣ ǘƘŜ ǿƻǊŘǎ ά/ƻƳǇŜǘƛǘƛƻƴέ ŀƴŘ ά9ǾŜƴǘέ 

referred to different things, but as the years have passed the two words have gradually 

become synonymous. However, this document and the software both distinguish between 

them according to their original meaning, as defined below. 

¶ A Competition consists of one or more dances, whose entries are judged and whose 
Ŧƛƴŀƭƛǎǘǎ ŀǊŜ ǇƭŀŎŜŘ ƛƴ ƻǊŘŜǊΦ 9ȄŀƳǇƭŜǎ ƻŦ ŎƻƳǇŜǘƛǘƛƻƴǎ ŀǊŜ άWǳƴƛƻǊ п ŘŀƴŎŜ ōŀƭƭǊƻƻƳέΣ 
ά¦ƴŘŜǊ ор tǊŜ-/ƘŀƳǇ [ŀǘƛƴέΣ ŀƴŘ ǎƻ ƻƴΦ 
 

¶ An Event is a collection of Competitions, usually lasting one whole day, but large 
Events can be run over a weekend, or even a week or more. Examples of Events are 
ά/ƘŀƳǇƛƻƴǎ ƻŦ ¢ƻƳƻǊǊƻǿέΣ ά{ǘŀǊǎ ƻŦ ǘƘŜ CǳǘǳǊŜέΣ άaƛŘƭŀƴŘ /ƘŀƳǇƛƻƴǎƘƛǇǎέΣ ŀƴŘ ǎƻ 
on. 

7ÈÁÔȭÓ .Å× in Version 10.4? 
This is a minor upgrade that adds more functionality to Easycomp Pro, and allows users to 

stream recalls to a website of their choice by means of a new Options tab.  
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Getting Started  
{ƻΣ ȅƻǳΩǾŜ ƛƴǎǘŀƭƭŜŘ 9ŀǎȅŎƻƳǇΣ ŀƴŘ ƴƻǿ ȅƻǳ ǿŀƴǘ ǘƻ ǳǎŜ ƛǘΦ ¢Ƙƛǎ ǎŜŎǘƛƻƴ ƎǳƛŘŜǎ ȅƻǳΣ ǎǘŜǇ ōȅ 

step, through your first event. 

¶ entering your licence number, or running in demonstration mode 

¶ the άsplash screenέ 

¶ entering the event data 

¶ entering a competition 

¶ entering !ŘƧǳŘƛŎŀǘƻǊǎΩ ƴŀƳŜǎ 

Entering a Licence Number  

When you start Easycomp after installing it, you will see a window like the one below. 

Make a careful note of the serial number. You will need this in order to buy a licence from 

www.easycompsoftware.com/pay.php. When you get your licence number, enter it in the 

four boxes and click the left button. Alternatively, you can run the software in demonstration 

mode without a licence by clicking on the right button, but some of the software features will 

be limited or disabled (see Running in Demonstration Mode) 

 

Running in Demonstration Mode  

You can run Easycomp without a licence number in demonstration mode. This allows you to 

try it first before deciding if you want to buy a licence. The software is fully functional in this 

mode, but it has the following limitations: 

¶ You can only have a maximum of 3 competitions at any one time. 

¶ You can only have a maximum of 15 competitors in any competition. 

file:///C:/Work%20In%20Progress/Easycomp%20dotNet/Help/www.easycompsoftware.com/pay.php
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¶ You cannot upload competition result files to a website 

¶ The competition results printouts have "Unlicensed software. Not for use in 
competitions" written across them. 

Splash Screen 

After you have entered your licence number or chosen to run in demonstration mode, you 

ǿƛƭƭ ǎŜŜ ŀ ǿƛƴŘƻǿ ƭƛƪŜ ǘƘŜ ƻƴŜ ōŜƭƻǿΣ ǿƘƛŎƘ ǿƛƭƭ ǎƘƻǿ ά.ŀǎƛŎέΣ άtǊƻέ ƻǊ ά¦ƭǘƛƳŀǘŜέ, depending 

on your edition of Easycomp. The window will disappear after 5 seconds, or immediately if 

you click anywhere on it or press the enter key.  

 

The userΩǎ name and expiry date of the licence will be displayed if you have entered a valid 

licence number. 

 

Event Type 

Next you will see a window like the one below (Pro and Ultimate only) where you enter 

whether the event is a single dance one like Freestyle or Street, or a multi-dance one, like 

Ballroom and Latin. This determines the choice of dances that you can enter in a competition 

(you cannot change this afterwards). 
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Easycomp Basic will not display this window as the event is automatically set to Single Dance 

and cannot be changed. 

Main Screen 
This is where the competitions are entered and managed.  It lists all the competitions entered, 

the number of entries and the dances for each one, and the round number. The title bar shows 

the name and location of the file which holds the event data. 

You can set and change the name of the event here by clicking on it and editing it as you wish. 

 

You will notice that this screen has tabs, like a spreadsheet, to make it easy for you to organize 

ȅƻǳǊ ŎƻƳǇŜǘƛǘƛƻƴǎ ōȅ ŀǊǊŀƴƎƛƴƎ ǘƘŜƳ ƛƴ ƎǊƻǳǇǎΦ ¸ƻǳ ŀŘŘ ƴŜǿ ǘŀōǎ ōȅ ŎƭƛŎƪƛƴƎ ƻƴ ǘƘŜ άҌέ ǘŀōΦ 

You can rename tabs and delete them by right clicking on the tab name. 

If you right-click on a competition, you are given a number of extra functions: - 

¶ Copy a competition 

¶ Cut a competition 

¶ Paste a competition that you have previously Copied or Cut 

¶ Undo last recall 

¶ Redo last recall using last marks 

¶ Undo final 

¶ Redo final using last marks 
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Copy a Competition  

To copy a competition, right click on it and select Copy.  

Cut a Competition  

To cut a competition, right click on it and select Cut.  

Paste a Competition  

To paste a competition which has been previously Copied or Cut, right click anywhere in the 

area where competitions are listed and select Paste. The competition will be pasted into that 

ǘŀōΩǎ ŀǊŜŀΦ ¢ƘŜ ŎƻƳǇŜǘƛǘƛƻƴ Ŏŀƴ ōŜ ǇŀǎǘŜŘ ƻƴǘƻ ǘƘŜ ǎŀƳŜ ǘŀō ƻǊ ŀ ŘƛŦŦŜǊŜƴǘ ǘŀō ŦǊƻƳ ǿƘŜǊŜ ƛǘ 

was originally cut or copied. 

If a competition is cut and pasted, the pasted competition is identical in all respects to the 

original. If a competition is copied and pasted, the pasted competition is identical to the 

original, except that its round number is set to 1. This allows the user to make changes to its 

entries, if required. 

Undo Last Recall 

See Undo and Redo Recalls 

Redo Last Recall 

See Undo and Redo Recalls 

Undo Final  

See Undo and Redo Finals 

Redo Final 

See Undo and Redo Finals  
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Adjudicato rs' Names 

To enter the names of the adjudicators for an event, click on Names, hŦŦƛŎƛŀƭǎΩ Names at the 

top of the screen. A new window appears as shown below. Enter the names of the 

adjudicators in the boxes, using the arrow buttons to scroll up and down, if necessary. You 

Ŏŀƴ ǳǎŜ ǘƘƛǎ ǎŎǊŜŜƴ ǘƻ ŎƘŀƴƎŜ ǘƘŜ ƴŀƳŜǎ ŀŦǘŜǊ ǘƘŜȅ ƘŀǾŜ ōŜŜƴ ŜƴǘŜǊŜŘΦ 5ƻƴΩǘ ǿƻǊǊȅ ƛŦ ȅƻǳ 

ŘƻƴΩǘ ƘŀǾŜ Ŝƴƻǳgh adjudicators for all the boxes, just enter those that you have. 

 

If the event uses panels of adjudicators, you can also enter the panels that each adjudicator 

ƛǎ ƻƴΣ ŀǎ ǎƘƻǿƴ ōŜƭƻǿΦ ¢ƘŜƴ ǿƘŜƴ ȅƻǳ ŎƻƳŜ ǘƻ Řƻ ŀ ǊŜŎŀƭƭ ƻǊ ŀ ŦƛƴŀƭΣ ȅƻǳ ŘƻƴΩǘ ƘŀǾŜ ǘƻ ŜƴǘŜǊ 

the number of adjudicators and their letters, you can simply enter the panel letter and 

Easycomp will automatically enter the correct number of adjudicators and their letters (see 

Panels of Adjudicators (Recall) and Panels of Adjudicators (Final)). 
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If the event has a non-voting chairperson, enter their name as normal and tick the NVC box 

ƻƴ ǘƘŜƛǊ ǊƻǿΦ ¢ƘŜƛǊ ƴŀƳŜ ǿƛƭƭ ǘƘŜƴ ŀǇǇŜŀǊ ƻƴ ŀƭƭ ǇǊƛƴǘƻǳǘǎ ŀǎ άbƻƴ-ǾƻǘƛƴƎ ŎƘŀƛǊǇŜǊǎƻƴέΦ 5ƻ 

not enter a panel letter for non-voting chairs. 

Panel Builder  (Ultimate  only ) 

9ŀǎȅŎƻƳǇ ƛƴŎƻǊǇƻǊŀǘŜǎ ŀƴ ŀŘƧǳŘƛŎŀǘƻǊǎΩ ǇŀƴŜƭ ōǳƛƭŘŜǊ ǘƻƻƭΣ ǿƘƛŎƘ ƳŀƪŜǎ ƛǘ ǇƻǎǎƛōƭŜ ǘƻ Ŝŀǎƛƭȅ 

ŀƴŘ ǉǳƛŎƪƭȅ ōǳƛƭŘ ŎƻƳǇƭŜȄ ǇŀƴŜƭǎ ƻŦ ŀŘƧǳŘƛŎŀǘƻǊǎΦ /ƭƛŎƪ ǘƘŜ άtŀƴŜƭ .ǳƛƭŘŜǊέ ƳŜƴǳ ƛǘŜƳΦ 
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Enter a panel letter and the letters of the adjudicators for that panel. 

 

Click OK. Any adjudicators currently on the specified panel will first be removed, before the 

ƴŜǿ ŀŘƧǳŘƛŎŀǘƻǊǎ ŀǊŜ ŀŘŘŜŘΦ LŦ ƴƻ ŀŘƧǳŘƛŎŀǘƻǊǎΩ ƭŜǘǘŜǊǎ ŀǊŜ ǎǇŜŎƛŦƛŜŘ ŦƻǊ ŀ ǇŀƴŜƭ ƭŜǘǘŜǊΣ ǘƘŀǘ 

panel letter will be removed from all adjudicators. 

Printing Adjudicato rs' Names 

¸ƻǳ Ŏŀƴ ǇǊƛƴǘ ŀ ƭƛǎǘ ƻŦ ŀŘƧǳŘƛŎŀǘƻǊǎΩ ƭŜǘǘŜǊǎ ŀƴŘ ƴŀƳŜǎ ōȅ ŎƭƛŎƪƛƴƎ ǘƘŜ tǊƛƴǘ ōǳǘǘƻƴ. 

 

A list of all the adjudicators, and their letters will be printed. 
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Entering a Competition  
This section will guide you through the process of entering a competition. It will show you: - 

¶ How to enter the competition details 

¶ How to add entries 

¶ How to delete entries 

¶ How to deal with byes 

¶ How to view and amend competition details 

Competition Details  

To enter a competition, click on the "Add Comp" button, or Press A on the keyboard. 

 

Type the name of the competition and press Enter. You cannot use any of the following 
characters in the competition name: - []()~`!@#£_$%^*+=|{}""':;.,<>\ /?] 

¶ Type the single letter codes for each dance (not applicable for Freestyle / Street 
competitions). 

¶ Type the entry numbers. 

¶ If you know that the competition will have different dances in the final, enter those 
ŘŀƴŎŜǎ ƛƴ ǘƘŜ άCƛƴŀƭ 5ŀƴŎŜǎέ ōƻȄΦ ¢ƘŜƴ ǿƘŜƴ ǘƘŜ ǘƛƳŜ ŎƻƳŜǎ ǘƻ Řƻ ǘƘŜ ŦƛƴŀƭΣ 9ŀǎȅŎƻƳǇ 
ǿƛƭƭ ŀǳǘƻƳŀǘƛŎŀƭƭȅ ǳǇŘŀǘŜ ǘƘŜ ŎƻƳǇŜǘƛǘƛƻƴΩǎ ŘŀƴŎŜǎΦ If the final does not have different 
ŘŀƴŎŜǎΣ ǘƘŜƴ ǘƘŜ άCƛƴŀƭ 5ŀƴŎŜǎέ ōƻȄ Ƴŀȅ ōŜ ƭŜŦǘ ŜƳǇǘȅΦ 

¶ ¢ƛŎƪ ǘƘŜ ά{Ƙƻǿ !ŘǾŀƴŎŜŘ CŜŀǘǳǊŜǎέ ōƻȄ ŦƻǊ ǘƘŜ ŦƻƭƭƻǿƛƴƎ ŦŜŀǘǳǊŜǎΦ 
o Tick the Championship tick box if the competition is a championship which will 

require a championship report to be produced (see notes below). 
o Tick the 10 dance type competition, if appropriate (see notes below) 

¶ Click on Exit. 
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Note:  

¢ƘŜ άмл ŘŀƴŎŜ ǘȅǇŜ ŎƻƳǇŜǘƛǘƛƻƴέ ǘƛŎƪ ōƻȄ ǿƛƭƭ ƴƻǘ ŀǇǇŜŀǊ ƛŦ ǘƘŜ Ϧ¢Ŝƴ 5ŀƴŎŜ 5ŜǘŜŎǘϦ ƻǇǘƛƻƴ ƛǎ 

enabled. See Automatically Detect 10 Dance Type Competitions for more details 
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LŦ ȅƻǳ ŜƴǘŜǊ άhέ όhǘƘŜǊ), the program will ask you for the name of the dance. You can enter 

any text that you like, or you can leave it blank. This is very useful for Sequence dances. 

!ƭǘƘƻǳƎƘ ǘƘŜ ŘŀƴŎŜǎ ǿƛƭƭ ǎǘƛƭƭ ōŜ ŘƛǎǇƭŀȅŜŘ ŀǎ άhέ ƻƴ ǘƘŜ Ƴŀƛƴ ǎŎǊŜŜƴΣ ǘƘŜ ƴŀƳŜǎ ǘƘŀǘ ȅƻǳ 

entered will be printed on the recall and results sheets. 
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¢ƘŜ ά5ŀƴŎŜǎέ ōƻȄ ǿƛƭƭ ƴƻǘ ŀǇǇŜŀǊ ŦƻǊ CǊŜŜǎǘȅƭŜ κ {ǘǊŜŜǘ ŎƻƳǇŜǘƛǘƛƻƴǎ ōŜŎŀǳǎŜ ǘƘŜȅ ŀǊŜ ǎƛƴƎƭŜ 

dance competitions. 

 

Addin g Entries  

To add an entry, type the number in the box and press Enter. To enter a block of numbers, 

type the lowest and highest numbers, separated by a hyphen. For example, to add every 

ƴǳƳōŜǊ ōŜǘǿŜŜƴ мл ŀƴŘ олΣ ǘȅǇŜ άмл-олέ ƛƴ ǘƘŜ ōƻȄ ŀƴŘ ǇǊŜǎǎ 9ƴǘŜǊΦ 

Pasting Entries  

In addition to manually typing the entries for a competition, you can also copy and paste them 

from another Windows application, such as Word or Excel. To do that, select the list of 

numbers in the application and copy them. Then click the Paste button. The entries will be 

sorted into numerical order and displayed. Duplicated numbers will be ignored, as will any 

invalid numbers. Examples of invalid numbers include -9, 19.5, 57a, 0. 
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Deleting Entries  

You can delete a single entry or a block of entry numbers. There are three ways to delete an 

entry. 

Method 1 

Press R on the keyboard, and then enter the number to be deleted, and press Enter (or click 

OK) and the number will be removed. If you want to delete a range of numbers, for example 

м ǘƻ фффΣ ǘƘŜƴ ŜƴǘŜǊ άм-фффέ and press Enter (or click OK) and all numbers in that range will 

be deleted. 
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Method 2 

Click on the number to be deleted, and press the Delete key on the keyboard and the number 

will be removed. 
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Method 3 

Right click on the number to be deleted then click on Remove. The number will be removed. 

You can also remove all the entries using this method. Use whichever method you prefer. 

 

Byes 

If a couple has a bye for one or more rounds, simply type an asterisk (*) after their entry 

number for each round for which they have a bye, up to a maximum of three rounds. In the 

example below, couple number 304 has a bye for one round, couple number 307 has byes for 

two rounds, and couple number 315 has byes for three rounds. 

 

If you are importing entries from a spreadsheet, see άCreating an Event Import Fileέ for 

instructions on how to deal with byes. 
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Competition Summary Screen 
If you double-click on a competition in the Main Screen, you will see all the details about it; 

its name, the number of dances, the names of the dances, the round number, its entries, and 

so on... 

 

 

You can change all of the competition details from this screen. For example, you can change 

its name, add or remove dances, or add and delete entries.  If the competition will have 

ŘƛŦŦŜǊŜƴǘ ŘŀƴŎŜǎ ƛƴ ƛǘǎ Ŧƛƴŀƭ ǊƻǳƴŘΣ ȅƻǳ Ŏŀƴ ŜƴǘŜǊ ǘƘƻǎŜ ƛƴ ǘƘŜ άCƛƴŀƭ 5ŀƴŎŜǎέ ōƻȄΣ ŀƴŘ ǿƘŜƴ 

the time comes to do the final, Easycomp will automatically set up the correct dances for you. 

 

Entries are displayed in the order that they are entered. You can sort them into numerical 

order by clicking on the "Sort" button.  

 

There are three ways to delete an entry. You can either 

¶ Type R in the entry box, and enter the number to be deleted and click on OK, or 

¶ Click on the entry to be deleted and press the Delete key on the keyboard, or 

¶ wƛƎƘǘ ŎƭƛŎƪ ƻƴ ǘƘŜ ŜƴǘǊȅ ŀƴŘ ŎƭƛŎƪ άwŜƳƻǾŜέ  
Use whichever method you prefer. 

If you want to delete all entries in a range of numbers you can type R in the entry box, and 

enter the first and last number to be deleted, separated by a hyphen. For example, if you 

wanted to remove all entries from 10 to 45, you would type 1-45 in the box. 

If you want to delete all the entries in the competition, you can either type R followed by 1-

999, or you can right-ŎƭƛŎƪ ƻƴ ŀƴȅ ƴǳƳōŜǊ ŀƴŘ ŎƭƛŎƪ άwŜƳƻǾŜ !ƭƭέΦ 
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Notes:  

¶ You cannot add or remove entries after the first-round has been danced. 

¶ LŦ ŀƴȅ ƻŦ ǘƘŜ ŘŀƴŎŜǎ ŀǊŜ άhέ όhǘƘŜǊύΣ ǿƘŜƴ ȅƻǳ Ǉƻǎƛǘƛƻƴ ȅƻǳǊ ŎǳǊǎƻǊ ƻǾŜǊ ǘƘŜ 5ŀƴŎŜǎ 
box, a small screen will appear which shows the full names of those dances. The screen 
will only be visible as long as the cursor is over the Dances box. Although you cannot 
edit the dance names in the small screen, you can delete and re-enter dances by typing 
ƛƴǘƻ ǘƘŜ 5ŀƴŎŜǎ ōƻȄΣ ŀƴŘ ƛŦ ȅƻǳ ŜƴǘŜǊ άhέ ǘƘŜ ǇǊƻƎǊŀƳ ǿƛƭƭ ŀǎƪ ȅƻǳ ǘƻ ŜƴǘŜǊ ǘƘŜ ŘŀƴŎŜ 
name. You can enter any text that you like, or leave it blank. 

 

 

Copying All Entries  

It is possible to copy all the entries in a competition. Right-ŎƭƛŎƪ ƻƴ ŀƴȅ ƴǳƳōŜǊ ŀƴŘ ŎƭƛŎƪ ά/ƻǇȅ 

!ƭƭέ ƻƴ ǘƘŜ ƳŜƴǳ ǘƘŀǘ ŀǇǇŜŀǊǎΦ hǇŜƴ ǘƘŜ ƴŜǿ ŎƻƳǇŜǘƛǘƛƻƴ ŀƴŘ ŎƭƛŎƪ ǘƘŜ άtŀǎǘŜέ ōǳǘǘƻƴΦ 

Notes: 
1. You can only paste entries into first-round competitions. 
2. If you are copying entries from a competition which has been recalled, the copied 

entries will be those who are still in the competition, and will not include those 
entries who have been eliminated. 
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Summary Screen Advanced Features 

/ƭƛŎƪ ǘƘŜ ά{Ƙƻǿ !ŘǾŀƴŎŜŘ CŜŀǘǳǊŜǎέ ōƻȄ ǘƻ ǎŜŜ ǘƘŜ ŦƻƭƭƻǿƛƴƎ ŀŘǾŀƴŎŜŘ ŦŜŀǘǳǊŜǎΥ 

¶ 10 Dance ς ǘƛŎƪ ǘƘƛǎ ōƻȄ ƛŦ ǘƘŜ ŎƻƳǇŜǘƛǘƛƻƴ ƛǎ ŀ άмл ŘŀƴŎŜέ ǘȅǇŜΦ {ŜŜ άHow to do a Ten 

Dance Type Competitionέ 

¶ Championship ς ticking this box will cause a Championship report to be generated (see 
άChampionship Reportsέύ 

¶ Qualifier ς ǘƛŎƪƛƴƎ ǘƘƛǎ ōƻȄ ǿƛƭƭ ŘŜŦƛƴŜ ǘƘƛǎ ŎƻƳǇŜǘƛǘƛƻƴ ŀǎ ŀ vǳŀƭƛŦƛŜǊ όǎŜŜ άQualifier 

Competitionsέύ 

¶ Edit Names ς this button will not be visible if you have chosen not to use entry names (see 
άCompetitors' Namesέύ 

¶ WǳŘƎŜǎΩ {ƘŜŜǘǎ ς ŎƭƛŎƪ ǘƘƛǎ ōƻȄ ǘƻ ǇǊƛƴǘ ƧǳŘƎŜǎΩ ǎƘŜŜǘǎ όPro and Ultimate editions only). See 
άJudgesô Marking Sheetsέ 

¶ Repechage - ǎŜŜ άDoing a Repechageέ 

¶ Grade Points ς click this box if finalists in this (freestyle) competition may gain grade 
ǇƻƛƴǘǎΦ {ŜŜ άFreestyle Grade Pointsέ 
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Withdrawing  Entries  from  a Competition  

Withdrawing competitors from a competition is very easy. Double click the competition to 

ŘƛǎǇƭŀȅ ƛǘǎ ŘŜǘŀƛƭǎ ǘƘŜƴ ǊƛƎƘǘ ŎƭƛŎƪ ƻƴ ǘƘŜ ŜƴǘǊȅ ǘƻ ōŜ ǿƛǘƘŘǊŀǿƴΦ /ƭƛŎƪ ƻƴ ά²ƛǘƘŘǊŀǿέΦ 

 

¢ƘŜ ǿƛǘƘŘǊŀǿƴ ŜƴǘǊȅ ǿƛƭƭ ƳƻǾŜ ǘƻ ǘƘŜ ŜƴŘ ƻŦ ǘƘŜ ƭƛǎǘΣ ƛǘ ǿƛƭƭ ōŜ ŎƻƭƻǳǊŜŘ ǊŜŘ ǿƛǘƘ ŀ ά²έ ŀŦǘŜǊ 

ǘƘŜ ƴǳƳōŜǊΦ ¢ƻ ǊŜǾŜǊǎŜ ǘƘŜ ǿƛǘƘŘǊŀǿŀƭΣ ǊƛƎƘǘ ŎƭƛŎƪ ƻƴ ǘƘŜ ŜƴǘǊȅ ŀƴŘ ŎƘƻƻǎŜ ά¦ƴ-²ƛǘƘŘǊŀǿέΦ 

 

When the recall or final result is created, a list of withdrawn entries will appear at the bottom 

of the printout. 
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Replacements for Withdrawn Entries  (Ultimate only)  

If an entry is withdrawn from a competition, after its first round, Easycomp will offer to 

replace the withdrawn entry with a substitute.  
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!ŦǘŜǊ ǘƘŜ ǳǎŜǊ ŎƭƛŎƪǎ ƻƴ ά²ƛǘƘŘǊŀǿέΣ ǘƘŜ ŦƻƭƭƻǿƛƴƎ ǎŎǊŜŜƴ ǿƛƭƭ ŀǇǇŜŀǊΥ 

 

LŦ ǘƘŜ ǳǎŜǊ ŎƭƛŎƪǎ ά¸ŜǎέΣ ǘƘŜ ŦƻƭƭƻǿƛƴƎ ǎŎǊŜŜƴ ǿƛƭƭ ŀǇǇŜŀǊΥ 

 

LŦ ǘƘŜ ǳǎŜǊ ŎƭƛŎƪǎ άȅŜǎέΣ ǘƘŜ ǊŜǇƭŀŎŜƳŜƴǘ ŜƴǘǊȅ ƻǊ ŜƴǘǊƛŜǎ ǿƛƭƭ ōŜ ŀŘŘŜŘ ǘƻ ǘƘŜ competition. 

¢ƘŜȅ ǿƛƭƭ ōŜ ŎƻƭƻǳǊŜŘ ōƭǳŜ ŀƴŘ ƘŀǾŜ ǘƘŜ ƭŜǘǘŜǊ άwέ ŀǇǇŜƴŘŜŘ ǘƻ ǘƘŜƛǊ ƴǳƳōŜǊΦ 
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The replacement entry offered will be the entry who gained the most marks of all the entries 

who were not recalled from the previous round. If more than one entry had the most marks, 

then more than one replacement will be offered. 

NOTE. Authorisation MUST be obtained from the Chair of Adjudicators before a replacement 

entry is added. 

If a withdrawn entry subsequently un-withdraws, the replacement entry is removed from the 

competition. 
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Entries  
5ŜŀƭƛƴƎ ǿƛǘƘ ŎƻƳǇŜǘƛǘƛƻƴ ŜƴǘǊƛŜǎ ƛǎ ŀƴ ƛƳǇƻǊǘŀƴǘ ǇŀǊǘ ƻŦ ǘƘŜ ǎŎǊǳǘƛƴŜŜǊΩǎ ƧƻōΣ ŀƴŘ 9ŀǎȅŎƻƳǇ 

ǇǊƻǾƛŘŜǎ ŀ ƴǳƳōŜǊ ƻŦ ǳǘƛƭƛǘƛŜǎ ǘƻ ǎƛƳǇƭƛŦȅ ǘƘŜ ǘŀǎƪΦ /ƭƛŎƪƛƴƎ ƻƴ ά9ƴǘǊƛŜǎέ ƻƴ ǘƘŜ Ƴŀƛƴ ƳŜƴǳ ǘŀō 

will open a sub-menu as shown: 

 

This sub-menu allows you to: 

¶ Add one or more entries to every competition. 

¶ Delete one or more entries from every competition which has them. 

¶ Find an entry number, which shows the competitions the number has entered. 

¶ Change an entry number, which allows you to replace a number with a different 
number. 

¶ Print Entry Reports 
 

Add Entries  

This allows you to add a number or a block of numbers to every first-round competition. This 

ƛǎ Ƴŀƛƴƭȅ ǳǎŜŘ ǿƘŜƴ ǎŎǊǳǘƛƴŜŜǊƛƴƎ ŦǊŜŜǎǘȅƭŜ ŎƻƳǇŜǘƛǘƛƻƴǎ ǿƘƻǎŜ ŜƴǘǊƛŜǎ ƘŀǾŜƴΩǘ ǎǇŜŎƛŦƛŜŘ 

which competitions they will be entering. In these situations, it is common practice for the 

scrutineer to enter a block of numbers into every competition to enable the first-round recalls 

to take place. 
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To add an entry, type the number in the box and press Enter. To enter a block of numbers, 

type the lowest and highest numbers, separated by a hyphen. For example, to add every 

ƴǳƳōŜǊ ōŜǘǿŜŜƴ мл ŀƴŘ олΣ ǘȅǇŜ άмл-олέ ƛƴ ǘƘŜ ōƻȄ ŀƴŘ ǇǊŜǎǎ 9ƴǘŜǊ ƻǊ ŎƭƛŎƪ hYΦ 

Delete Entries  

This allows you to delete a number or a block of numbers from every first-round competition. 

 

To delete an entry, type the number in the box and press Enter or click OK. To delete a block 

of numbers, type the lowest and highest numbers, separated by a hyphen. For example, to 

ŘŜƭŜǘŜ ŜǾŜǊȅ ƴǳƳōŜǊ ōŜǘǿŜŜƴ мл ŀƴŘ олΣ ǘȅǇŜ άмл-олέ ƛƴ ǘƘŜ ōƻȄ ŀƴŘ ǇǊŜǎǎ 9nter or click OK. 

Find an Entry Number  

As a scrutineer, you are very often asked which competitions a certain entry number has 

entered, or you may be asked to remove an entry from the Ballroom or Latin competitions. 

This utility comes in very handy for these situations. 

 

Type the entry number to find in the box and press Enter or click OK.  

A screen will appear showing every competition in which the number is still competing, 

excluding all competitions from which they were eliminated or withdrew. 
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You can easily remove or withdraw the entry from any competition by clicking the Remove 

button. If the competition is a first-round one, the entry will be deleted immediately. 

However, after the first-round, clicking the Remove button will open the competiǘƛƻƴΩǎ ŘŜǘŀƛƭǎ 

page, allowing you to withdraw the entry. 

Change an Entry Number  

Scrutineers are often asked to assign a new number to a competitor who has lost their original 

number. This would be a very tedious task to do manually, as it would involve finding each 

competition having the original number, opening it, deleting the old number and adding the 

new one. 

This utility automates the task. 
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Simply enter the old and new numbers and click Change. The old number will be replaced by 

the new one in all first-round competitions.  

This utility will NOT change the entry number in any competition which has completed its first 

round or final. 

Print Entry Reports  

See Entry Reports / Certificates  
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#ÏÍÐÅÔÉÔÏÒÓȭ .ÁÍÅÓ 
¢ƘŜ ŀōƛƭƛǘȅ ǘƻ ŜƴǘŜǊ ŎƻƳǇŜǘƛǘƻǊǎΩ ƴŀƳŜǎ ƛǎ ŀ ǾŜǊȅ ǳǎŜŦǳƭ ŦŜŀǘǳǊŜΣ ŀƴŘ 9ŀǎȅŎƻƳǇ ƛǎ ǾŜǊȅ ŦƭŜȄƛōƭŜ 

in the way you deal with them. However, there is one important thing to consider first.  

a. Will every competitor have a different number (unique numbers), or  
b. Is it possible for competitors in different competitions to have the same number (non-

unique numbers)?  
 

Easycomp needs to know this because it handles the two cases slightly differently. 

This section shows you: - 

¶ An introduction to entering names 

¶ How to manually enter names for unique numbers 

¶ How to manually enter names for non-unique numbers 

¶ An overview of importing names from an Excel spreadsheet 

¶ How to view and edit names after they have been imported 

Entering Competitors' Names  

¢ƘŜǊŜ ŀǊŜ ǘƘǊŜŜ ǿŀȅǎ ƻŦ ŜƴǘŜǊƛƴƎ ŎƻƳǇŜǘƛǘƻǊǎΩ ƴŀƳŜǎΦ  

1. You can enter them manually 
2. You can copy and paste them from Word or Excel 
3. ¸ƻǳ Ŏŀƴ ƛƳǇƻǊǘ ǘƘŜƳ ŦǊƻƳ ŀƴ 9ȄŎŜƭ ǎǇǊŜŀŘǎƘŜŜǘ όǎŜŜ άImporting an Eventέύ 

Whichever method you use, the names can be viewed and edited afterwards. 

Manual Entry, Unique Numbers  

If every competitor in the event will have a different number, then manually entering their 

names is a simple matter. You can access the names entry screen from the Main Screen... 
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Enter the competitorsΩ ƴǳƳōŜǊ ŀƴŘ ƴŀƳŜǎ ƛƴ ǘƘŜ ōƻȄΣ ǎŜǇŀǊŀǘƛƴƎ ǘƘŜ ƴǳƳōŜǊǎ ŦǊƻƳ ǘƘŜ 

names by a space. The names can be entered in any order, as clicking on Sort will arrange 

them in ascending numerical order. NOTE. Each number must be unique. You cannot have 

two competitors with the same number. 

 

If you prefer, you can cut and paste the numbers and names from another Windows program, 

such as Excel or Word, using the Paste menu command. If you paste from a Word table or an 

Excel spreadsheet, your data will look like this... 

 

...click on Exit when you have finished and the data will be saved correctly. 
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Manual Entry, Non -Unique Numbers  

If it is possible for competitors in different competitions to have the same number (the 

numbers are not uniqueύΣ ǘƘŜƴ ǘƘŜ ŎƻƳǇŜǘƛǘƻǊǎΩ ƴŀƳŜǎ Ƴǳǎǘ ōŜ ŜƴǘŜǊŜŘ ǎŜǇŀǊŀǘŜƭȅ ŦƻǊ ŜŀŎƘ 

competition. Select the competition in Main Screen ŀƴŘ ǘƘŜƴ ŎƭƛŎƪ ƻƴ bŀƳŜǎΣ /ƻƳǇŜǘƛǘƻǊǎΩ 

Names 

 

Enter the competitorsΩ ƴǳƳōŜǊ ŀƴŘ ƴŀƳŜǎ ƛƴ ǘƘŜ ōƻȄΣ ǎŜǇŀǊŀǘƛƴƎ ǘƘŜ ƴǳƳōŜǊǎ ŦǊƻƳ ǘƘŜ 

names by a space. The names can be entered in any order, as clicking on Sort will arrange 

them in ascending numerical order. NOTE. Each number must be unique. You cannot have 

two competitors with the same number in the same competition. 

 



40 
 

If you prefer, you can cut and paste the numbers and names from another Windows program, 

such as Excel or Word. If you paste from a Word table, or an Excel spreadsheet, your data will 

look like this... 

 

...Click on Exit when you have finished and the data will be saved correctly. 

Note. Although you can add entries to the competition in this way, you cannot remove them 

by deleting them from this screen. If you want to delete entries you must do it from the 

Competition Summary screen. 

Viewing and Editing #ÏÍÐÅÔÉÔÏÒÓȭ Names 

No matter how they were entered, cƻƳǇŜǘƛǘƻǊǎΩ Ŏŀƴ ōŜ ǾƛŜǿŜŘ ŀƴŘ ŜŘƛǘŜŘ ƛŦ ǊŜǉǳƛǊŜŘΦ 

Click on Names, Competitors' Names (if using non-unique numbers, you must click on the 

competition first) 
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You will see all the names and numbers of the entries. You can edit the names and numbers 

if required. 

If you are using non-unique numbers, you can add entries to the competition using this screen 

but you cannot delete them. To delete them you must use the Competition Summary 

Information screen. 

 

Note that you can also access this screen by double clicking the competition and ticking the 

ά{Ƙƻǿ !ŘǾŀƴŎŜŘ CŜŀǘǳǊŜǎέ ōƻȄΦ /ƭƛŎƪ ƻƴ ǘƘŜ 9Řƛǘ bŀƳŜǎ ōǳǘǘƻƴΦ 
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3ÅÁÒÃÈ #ÏÍÐÅÔÉÔÏÒÓȭ .ÁÍÅÓ 

Lǘ ƛǎ ǇƻǎǎƛōƭŜ ǘƻ ǉǳƛŎƪƭȅ ǎŜŀǊŎƘ ǘƘŜ ŎƻƳǇŜǘƛǘƻǊǎΩ ƴŀƳŜǎ ǘƻ ŦƛƴŘ ŀ ŎƻƳǇŜǘƛǘƻǊΣ ŜǾŜƴ ƛŦ ȅƻǳ 

ŘƻƴΩǘ ƪƴƻǿ ǘƘŜ Ŧǳƭƭ ƴŀƳŜ ƻǊ ŎƻǊǊŜŎǘ ǎǇŜƭƭƛƴƎΦ /ƭƛŎƪ ǘƘŜ ά{ŜŀǊŎƘέ ōǳǘǘƻƴ ƛƴ ǘƘŜ ƳŜƴǳΦ 

 

As you type letters in the search box, the screen will display only those names which contain 

the letters in the box. 

 

/ƭƛŎƪ ǘƘŜ ά9ƴŘ {ŜŀǊŎƘέ ōǳǘǘƻƴ ǘƻ ŜȄƛǘΦ 
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#ÏÍÐÅÔÉÔÏÒÓȭ Entry Numbers  
Easycomp offers several ǳǎŜŦǳƭ ǘƻƻƭǎ ŦƻǊ Ŝŀǎƛƭȅ ƳŀƴŀƎƛƴƎ ŎƻƳǇŜǘƛǘƻǊǎΩ ƴǳƳōŜǊǎΦ ¢ƘŜȅ ŀǊŜ 

accessed from the main screen as shown below. 

 

ά!ŘŘ ƻƴŜ ƻǊ ƳƻǊŜ 9ƴǘǊƛŜǎέ ŀƭƭƻǿǎ ȅƻǳ ǘƻ ǉǳƛŎƪƭȅ ŀŘŘ ŀ ƴǳƳōŜǊ ƻǊ ŀ ǊŀƴƎŜ ƻŦ ƴǳƳōŜǊǎ ǘƻ ŀƭƭ 

first-round competitions. This is very useful after importing a freestyle event from a 

spreadsheet when all the competitions will be empty of entries. Use this tool to add a range 

of numbers to all the competitions. 

ά5ŜƭŜǘŜ ŀn Entry nǳƳōŜǊέ ŘŜƭŜǘŜǎ ŀƴ ŜƴǘǊȅ ƴǳƳōŜǊ ŦǊƻƳ ŀƭƭ ŦƛǊǎǘ-round competitions. 

άCƛƴŘ ŀn Entry nǳƳōŜǊέ ƛǎ ŀ ǾŜǊȅ ǳǎŜŦǳƭ ǘƻƻƭ ǿƘƛŎƘ ǎƘƻǿǎ ŜǾŜǊȅ ŎƻƳǇŜǘƛǘƛƻƴ ŦƻǊ ǿƘƛŎƘ ŀ 

particular number has been entered. This is especially useful when you are handed a pile of 

ƧǳŘƎƛƴƎ ǎƘŜŜǘǎ ŀƴŘ ȅƻǳ ŘƻƴΩǘ ƪƴƻǿ ǿƘƛŎƘ ŎƻƳǇŜǘƛǘƛƻƴ ǘƘŜȅ ŀǊŜ ŦƻǊΦ {ƛƳǇƭȅ ǎŜŀǊŎƘ ŦƻǊ ŀ 

number on the first sheet and you will see a list of possible competitions, which should 

allow you to easily identify the one you need. 

ά/ƘŀƴƎŜ ŀƴ 9ƴǘǊȅ ƴǳƳōŜǊέ ŀƭƭƻǿǎ ȅƻǳ ǘƻ ǊŜǇƭŀŎŜ ŀ ƴǳƳōŜǊ ǿƛǘƘ ŀ ŘƛŦŦŜǊŜƴǘ ƴǳƳōŜǊ ƛƴ ŀƭƭ 

first-round competitions. You might use this, for example, when a competitor loses their 

number and has to be given a new one. 

άtǊƛƴǘ 9ƴǘǊȅ ǊŜǇƻǊǘǎέ ŀƭƭƻǿǎ ȅƻǳ ǘƻ ŎǊŜŀǘŜ ŀ ǊŜǇƻǊǘ ŦƻǊ ŜŀŎƘ ŎƻƳǇŜǘƛǘƻǊΣ ƭƛǎǘƛƴƎ ŜǾŜǊȅ 

competition in which they are entered (see Entry ) 
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Opening an Event File 
You can retrieve a previously saved event in one of 2 ways: - 

1. Click on File, Open Event  
2. Click on the open folder icon on the toolbar 

Whichever method you use, the data will be loaded exactly as it was last saved. All data that 

had been entered before saving will be retrieved. The name of the data file will be displayed 

in the title bar of main screen. 

 

You cannot open data files which were created by versions of Easycomp before version 8 (files 

ƘŀǾƛƴƎ ǘƘŜ ŜȄǘŜƴǎƛƻƴ άŜŎŘέύΦ 
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Recalls 
This section shows you how to do a recall. It covers 

¶ Setting up a recall 

¶ Panels of adjudicators 

¶ Bringing back a specific number of competitors 

¶ Entering recall marks 

¶ Adding new entries 

¶ ²Ƙŀǘ ǘƻ Řƻ ƛŦ ȅƻǳ ŎŀƴΩǘ ōǊƛƴƎ ōŀŎƪ ǘƘŜ ǊŜǉǳƛǊŜŘ ƴǳƳōŜǊ ƻŦ competitors 

¶ Recall printouts 

How to do a Recall 

Do a recall by clicking on the competition, then click "Recall" or press R on the keyboard. 

 

Panels of Adjudicators  

When you have selected the competition for which you want to do the recall, the software 

will then ask you to enter the number of adjudicators. Type the number and hit Enter... 
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After you have entered the number of adjudicators, the software will automatically fill in the 

ŀŘƧǳŘƛŎŀǘƻǊǎΩ ƭŜǘǘŜǊǎΦ LŦ ǘƘŜ ŀŘƧǳŘƛŎŀǘƻǊǎ Řƻ ƴƻǘ ƘŀǾŜ ǘƘŜǎŜ ƭŜǘǘŜǊǎΣ ǎƛƳǇƭȅ ǘȅǇŜ ƛƴ ǘƘŜ ƭŜǘǘŜǊǎ 

that you want to use. 

 

NOTE. If the event uses panels of adjudicators, and you have entered the panels for each 

adjudicator (see !ŘƧǳŘƛŎŀǘƻǊǎΩ bŀƳŜǎ), instead of entering the number of adjudicators, simply 

enter the panel letter and Easycomp will fill in the correct number of adjudicators and their 

letters, as shown below, where the user has selected panel B. Easycomp has then determined 

that panel B consists of 7 adjudicators whose letters are H,I,J,K,L,M and N. 

 












































































































































































































































































































































