LSAG Database Instructions          May 21, 2013  (updates can be found on the website after this date)


Log in using the Email and password provided to you.

How to add a judged show
Click on the SHOWS tab to add a new show. Click ADD NEW, then add your info. Now Click on SAVE SHOW.

How to enter artwork and results to a judged show
To enter artwork prior to the show (or to key results after the show)—click on the SHOWS tab then hit the “ + “ symbol you see on the left hand side of the line for the show you are working on.
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Now you see this screen—
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How to Generate Tags and Panel Estimates for your judged show
Once you have keyed all of your pre-registered artwork click on the SHOWS tab and then the name of your show—
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Now you will see the options to GENERATE TAGS and run a PANEL ESTIMATE report.
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How to key results after your judged show is over
Open the SHOWS tab click on the “+” sign and key awards. If an artist finds errors you will receive an email from the database to let you know. You will also see those errors when you log in next time.
How to CORRECT ERRORS in your judged show’s artwork
Click on the SHOWS tab then click on the Art Show name rather than the “+” sign. Then VIEW ARTWORK. Make your corrections.
How to delete a piece of artwork
Click on the SHOWS tab then click on the “+” sign. You will then see a symbol in the first column “ (/) “ . Clicking on that symbol will remove the piece from the show.
How to Export an Excel spreadsheet of a show
Click on the SHOWS tab then the EXPORT SPREADSHEET button below the name of your show. You will then see this screen. Click on the word here—quickly----or it will disappear and you will need to do it again.
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When you open the spreadsheet in Excel you will see this-----
	
	
	
	
	
	
	
	
	
	
	

	
	
	WAL Open Judged Show
	
	
	
	
	

	
	
	Saturday, November 03, 2012
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	

	
	#
	Artist First Name
	Artist Last Name
	Home
	Artwork Title
	Div
	Cat
	Medium
	Size
	Price
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	0 x 0 x 0
	

	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	


This spreadsheet could be used as your Judge’s Sheets by:  

1.  hiding the Artists’ name and then 

2.  sorting by the appropriate column to place the spreadsheet in DIV and then CAT order. 
3. Currently, this spreadsheet does not include results from your judged show.

Artist Activation emails
When you add a new artist to the database, an email is automatically generated and sent to the artist. No need to open the artist’s profile up and hit the send activation link. Note: The SEND ACTIVATION link will disappear once the artist has used the activation link to set up a password. The button is replaced with REQUEST CONFIRMATION thereafter.
How to assign a password to an artist
Go to the ARTIST tab. Find the artist who needs a password. Click on their profile. At the bottom of the page is their email address and spots for a PASSWORD and CONFIRM PASSWORD. Key in a password in both spaces and then click on SAVE ARTIST. Please note that passwords are not visible---but are there.
How to export your league’s roster
Click on LEAGUES. Click on the button at the bottom that says DOWNLOAD ROSTER. You will receive an Excel spreadsheet with this information:

DIV
PREFIX
LAST NAME
FIRST NAME
MIDDLE NAME
SUFFIX
ADDRESS 1
ADDRESS 2
CITY
TX
POSTAL CODE
PHONE
ALT PHONE
E-MAIL ADDRESS

It would be helpful for you to include your league’s abbreviation in the name of the show—like you see above.





BE VERY CAREFUL to key artists artwork and results under the artist’s HOME league.











Questions?   LSAGdatabase@gmail.com

