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Adding OLR (on line registrations) 
 
 
The OLR can be added to any event added to any TWT Community web page calendar.  
 
Step 1, adding the event to your calendar  
 

1. Open your club’s web page 
2. Log in with your admin user name and password 
3. Click on the calendar link 
4. Browse to the month that you wish to add the event to 
5. Click on the correct date as shown below          

 
6. When the event opens, fill in the event title, select the date, and set the start time 

as shown below.                           
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7. If your tournament flyer is available, open it and copy the text.  Paste it into the 
web page editor as shown below. 

 
8. Be sure to click the “SAVE” button when done. 
9. At this point, your event has been added to your calendar. 
10. Email me and let me know that you are ready to have the OLR added to your 

event.  Tom.Sawyer@TrueWindTech.com 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



 

Page 3 of 6 

 
www.TrueWindTech.com 

TrueWind Technologies, LLC TrueWind Technologies, LLC 

Step 2, Adding a link to your event on your webpage.  
 

1. Open your club’s web page. 
2. Log in if not already logged in. 
3. Click on the Events List as shown below.                                

 
4. Right click on the event and select “Properties” as shown below. 
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5. On the Properties dialog box, highlight the URL section using your mouse as 
shown below.                                      

 
6. On the highlighted text, right click and select “Copy”. 
7. Dismiss the dialog box. 
8. Click on the Club Page link to go back to your club page as shown below.                

  
9. Click the Edit Page link to begin editing your page. (wait for all of the tools to 

load before entering any text.  Sometimes if you start too early your page will 
not load completely, causing you to loose some of the items on your web page. 

10. Add some text to be used as a link to your event, such as “Register for our 
tournament HERE” or something similar. 

11. Using your cursor, highlight the word “HERE”. 
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12. Click the Create Link Icon as shown below. 

 
13. In the Hyperlink dialog box, make sure that the text in the URL field is 

highlighted.  Right click on the highlighted text in the URL field and select Paste 
as shown below.                                    

 
14. Click the OK button on the Hyperlink dialog box. 

 
15. Click the SAVE button at the bottom of the page. 
16. Test the link by clicking on it, you should be taken to the event page on your 

calendar. 
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Step 3, customizing the OLR page. (after I have notified you that I have added OLR to 
your event) 
 

1. Open your club’s web page. 
2. Log in if not already logged in. 
3. Click on the event list. 
4. Select the event that has the OLR added. 
5. Click the “Open Registration” link to make the registration page accessible to all 

users. 
6. Click the “Edit Registration Page” link to add any special instructions you may have 

for the users as shown below. 

 
7. Set the closing time at the top of the registration page before saving.  This time 

only displays on the page. 
8. Don’t forget to click the Save button! 
9. Review your registration system and modify as needed. 
10. Later, you can use the View Registrations List link to review your registrations. 
11. You may use the Close Registrations link to close registration later.  The registration 

system will not automatically close.  You must do this manually at this time. 
 
 


