Using the Document Management System
The Document Management system is a tool for clubs and superintendents to associate documents to
an event. The new AKC Event and Results Search provides access to documents associated with an
event, presenting exhibitors and dog sport enthusiasts key information about the event.

General Information










The Document Management system is accessed through the Online Event Management system
(http://apps.akc.org/apps/eventplans/index.cfm ). If your club needs assistance obtaining its
credentials to the Online Event Management, please contact AKC Event Operations at
eventplans@akc.org or 919-816-3579.
Only documents in PDF format may be associated with an event.
The goal of the document management system is to associate one-to-many events with the URL
(web address) of a PDF document.
If a document is hosted and available on a website, it is suggested that the document’s web
address (URL) should be associated with the event. That way if the club uploads an updated
version of the document and does not change the name of the PDF, no changes are needed in
the Document Management system. If the name of the PDF changes, this will change the URL
and the club will need to revisit the Document Management system to update the URL for the
document.
If the document is not available on a website, the document can be uploaded to the AKC and the
Document Management system will generate a URL to associate with the document. If a
document that is uploaded to the AKC is changed, it is the club’s responsibility to revisit the
Document Management system and upload and associate the events with the new document.
The Document Management system supports associating a single document with multiple
events. For example, in one edit/save a user can associate a premium list to all the events it
covers.
Superintendents will be responsible for associating the premium list and judging program
documents for the events they are fully managing.
The documents that may be associated with an event are:
Document Type
Comments
Premium List
Only one premium list may be associated with an event.
Premium List Addition
Used to post premium list corrections and/or additions.
Entry Form
Entry form for an event.
Judging Program
Only one judging program may be associated with an event.
Judging Program Addition Used to post judging program corrections and/or additions
Running Order
Running order of competitors. Most commonly used in Agility.
More Event Info
Brochures, fliers, etc. to advertise and promote an event.

Accessing the Document Management System
There are two ways to initiating the Document Management System:
1. Clicking on the Manage Event Documents option ( in the screenshot below)
2. Clicking on the Manage Competitions or Enter Here option ( in the screenshot below) to get
to the Manage Competitions page
Users who can manage events for multiple clubs should use the Manage Event Documents option.

Adding a New Event Document
Clicking on the Add New Event Document button will launch a window that enables a user to associate a
document to an event(s).
Step 1: Provide either the URL (link to a website location) where the PDF exists or use the Browse…
option to upload a local copy of the document to the Document Management system. It is highly
recommended to provide the Document URL if the PDF is already being hosted on a website. This
avoids having to return to the Document Management system to add a newer version of the document
if there are changes. You can obtain the URL of a PDF by right-clicking on the document link on the host
website and then choosing the option that allows you to copy the URL of the PDF to your clipboard. The
label for this option varies by browser and may be labeled Copy Link Location (Firefox), Copy Shortcut
(IE), Copy Line Address (Chrome), Copy Link (Safari), or something similar. This will copy the URL to your
clipboard. You can then paste it into the Document URL field by right-clicking on it and choosing the
option that allows you to paste the contents of your clipboard. This may also vary by browser, but
should have the word Paste in the option. Alternatively, you can acquire the URL by opening the PDF in
a browser. Once the PDF opens the text to copy is in the URL display box at the top of the browser. You
can then highlight and copy that text to your clipboard by right clicking on the highlighted text and
choosing the Copy option.
Step 2: Select the Document Type
Step 3 (Optional): If the list of events is long, consider using the Months and/or Cities filters to limit the
events displayed.
Step 4: Check the box(es) that the document should be associated with.
Step 5: Save the changes.
Example:

Once the changes are saved, the window will close and the system will display the documents, in
descending date added order, that the user can manage.

Tips for the Add New Event Document Process:
 If Premium List is selected as the Document Type, any event with a premium list already
associated with it will be in a lighter shade of text.
 If Judging Program is selected as the Document Type, any event with a judging program already
associated with it will be in a lighter shade of text.
 If a user changes the Premium List or Judging Program an event is associated with, the system
will ask the user to confirm the change.
 This is an example of how the document links will appear in the new AKC Event and Results
Search (expected to launch in early 2018):

Manage Event Documents
Documents associated with the events a user can manage will be displayed within the Manage Event
Documents option. This provides the user the ability to manage the existing documents and their
associations. The user can also click on the Add New Event Document option to associate a new
document to an event(s).
The Competition Type and State filter options can be used to filter the list of documents displayed.
Clicking on the “pencil” icon allows the user to edit the document information and event associations.
If selected, a window very similar to the Add New Event Document will display, enabling the user to
manage the document, document type, and associated events.
Clicking on the “trash can” icon removes the document from the system and breaks the association
to the event(s) it was associated with. Documents not associated with at least one event will no longer
display in the document list.

