
Sign into Paso Key with

your credentials 
Enter credentials here 



From this screen you will

select Show Information

at the top. 

Show information here 



To create a New Show,

you will select Create

New Show from the top

menu.

Select here to create a new show



Information:

The office will create a show number for

virtual shows, all other shows you will

use the show number provided to you

by the office 

Once you have entered all the information

for the show: Name, date, type etc. you can

begin to add classes here 

(You can begin typing the class

name or the class number) 



Information cont:

Select the Genders for the class O-open,S-Stallion,M-Mare,G-Gelding

Select  here if this will

be a pointed class



Online Entry Review/Approval

Select here to view the entries submitted online and approve them.



Here you can see all of the

online entries that have been

submitted. 

Select the member name below to view and approve their entry .



The last assigned numbers are located here, if this is the 1st entry you will

start with Responsible person 1 and back number can be wherever you

choose to start. 

Approving an online entry 
You will assign a responsible person number and a back number.



How to add a exhibitor manually 

If you are adding a exibitor to a virtual show , you will select here.

on the add/view page select New to create a new exibitor.



How to add a exhibitor

manually cont.
If you are adding a exibitor to a virtual show , you will select here .

Enter the horses information here.
Tip: If you need

help with the

name select  the

binoculars.

*For Virtual Shows Only *

The requirement for trainer will be removed from this entry form,

in person shows will still need trainer entered.



How to add a exhibitor

manually cont.
Class will auto populate  once you begin typing the name. 

Payment information  auto populates here 



How to add a show online

as a show secretary.
Class will auto populate  once you begin typing the name. 

Payment information  auto populates here 



Finishing the Entry :

you will have an approved button at the bottom right of the screen to

approve the entry once its been completed. 

once approved It will show approved at the end of the entry in "Online

Entries" 


