2010 AB Honor Roll Data Entry Instructions
Spring 2010 Semester Deadline is July 19, 2010 at midnight

1. Loginto the Participant Database and click on the Participant Opportunities icon.
2. Under the current year heading, click on the appropriate A/B Honor Roll link (Spring or Fall). For example, the
current reporting semester is Spring 2010. This will pull up a page similar to the one below:

The First Tee Participants Admin Site

) p " o
5# Home > Participant Opportunities > Event: A/B Honor Roll Spring 2010 > Participant Edit PrglPaannm
Date: 4/15/2010 4:14:02 pmE.S.T.

‘ L.) Email | B Learning Center |‘ Help | a Logaff

Logged In As: Chapter Admin Test (Chapter Participant Admin)

Change Event/Year: M
Current Event'Year: A/B Honor Roll Spring 2010 Start Date/Time: Desc:
Current Year: 2010 End Date/Time:

Paricipants for 2010 Sort by: Fertticipent Excort Perticipsnts

Participant Chapter Statusies) Adlion
t First Letter of Last Hame:
Mo Participant Entered Yet.. B clo E F

O|P|Q|R|S

The First Tee Participants Terms of Use  Privacy Statement Email Support: Diane Duguette

3. In order to mark participants as A/B Honor Roll recipients, click on the first letter of their last name within the
“Add Participant to this Opportunity” box. This will bring up a list of all of the participants whose name begins

with the selected letter.
4. Once the list is visible, click on the name of the desired participant to highlight it. Then click on “Add Participant”

to add them to the opportunity.
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5. Once the participant has been added to the opportunity, their name will appear in the list on the left hand side
of the page. To remove a record that was added incorrectly, with the name highlighted, simply click on the
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“Remove” link in the Action column.
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