World Qualification Tournament for 2012 London Olympic Games
· User Guide for Online Entry Registration for participating teams & media –

If you visit the site www.2011wqt.org, you can see the `Important Notice’.  Please read it carefully and go to the bottom of the page.  Press the button `Team Registration’ at the bottom.
1. Login ID and password for Team Registration
Press `Team Registration.  In the next page, put the ID and password and press `Log In’.
Login ID and password for Team Registration are given by the WTF to each Member National Association (MNA) by email to their official email addresses registered at the WTF MNAs Directory.  In case you forget or lost these ID and password, please contact WTF Sports Division at sport@wtf.org or by fax +82 (0)2 553 4728 (address to WTF Sports Division when you send by fax).

	Media Registration
* Broadcasting and new media rights in any form of this tournament are the properties of the WTF.  Those who are interested in broadcasting this tournament in any form and/or shooting this tournament for any kind of new media, including but not limited to TV, webcasting, etc., are required to contact WTF PR Division at pr@wtf.org before sending this Media Registration Form.
Media Registration is not made by online. Media people are requested to fill out the Media Registration form completely and send it back to WTF PR Division at pr@wtf.org with a copy to the Organizing Committee in Baku (info@taekwondo.az). Be sure to write clearly on the form full name, exact name of the media organization to which you belong, contact phone/fax numbers, mobile phone number and email address with the contact address.  Photos for ID cards for those who have sent the Media Registration Form can be taken at the time of accreditation in Baku.


2. Entry registration
1) Team Info

Choose ` Team Info; at the top menu of the next page and put the official MNA info such as MNA address, phone/fax numbers, etc. together with the name and contact info of the contact person of your MNA.  Press `Save’ at the bottom.
2) Officials

After you save the Team Info, choose `Officials’ at the top menu.

In line of each official your MNA will send

- Put the family name and given name
- If you click the box for date of birth, you can see the calendar box.  Choose month, year and date, the date of birth (DOB) come up in the box automatically
- Choose Gender by ticking the box
- put the passport number
- Repeat above until you finish entering all officials of your team, and then press ‘Save’ button at the bottom of the page to save basic information of officials.

‘Detail’ button on the right side of the list will be activated and the color of the box will be changed. To enter more information, click the ‘Detail’ button.

(Please take note that information you entered will be deleted if you don’t save and move to another page or refresh the page.)

- click `Detail’ in `Individual Entry’ and fill out the individual form in the next page.  In the `Individual Entry’ page, choose the nationality, choose the Passport Issuance date and Expiry date in the Calendar Box.
- If you press `click’ at the end of the sentence “If you want to use Address and Contact information of your Association/Federation as default, click this button” contact info of the MNA you put in the `Team Info’ automatically come up below.
- Press `Photo’ to upload the photo and press the box in the right to upload scanned copy of the passport.  File size should not exceed 500KB and it is recommended to make the photo and scanned passport copy in .jpg file (rather than .pdf file)
-  Press `Save’ at the bottom and then click `Go back to the List of Officials’

** You can see the icons of photo and passport copy in the `Status’ in the `List of Team Officials’ page.

** Put the info of each official and fill out the Individual Entry form of each official in the same method.
         - Complete the `List of Team Officials’ page and then press `Save’ at the bottom of the page.

3) Contestants
	A WTF Member National Association may enter in the WTF World Taekwondo Qualification

Tournament a maximum of two (2) men and two (2) women athletes, with one athlete maximum per

weight category.


- Choose `Contestants’ at the top menu and put the athletes info
- you can see four(4) male Olympic weight categories and four (4) female Olympic weight categories in the page

- Tick the box in the left side of the weight category and then you can input required info and fill out the individual entry form.  You can do this for up to two (2) weight category.  Click `Save’ to save the info you put.  If you want to change already chosen weight category,, click `Delete’ in the right side of the line and choose another weight category.

	Please take note that you cannot change the weight categories after your click `Submit Registration’ at the `Entry Status’ page. Thus, please be careful when you choose the weight categories and check if the weight categories you chose are correct before you press `Submit Registration’ in the `Entry Status’ page.


- If you click the box for date of birth, you can see the calendar box. Choose month, year and date, the date of birth (DOB) come up in the box automatically
- put the Kukkiwon Dan number (Not the Kukkiwon Dan grade): obligatory
- put passport number: obligatory
- put WTF Global Athlete Licence (GAL) number: obligatory
- Repeat above until you finish entering all athletes of your team, and then press ‘Save’ button at the bottom of the page to save basic information of athletes.

Each team (male and female) uses ‘Save’ button respectively. If you have finished entering male team, press ‘save’ at the bottom of male team’s list and then begin entering Female team.

‘Detail’ button on the right side of the list will be activated and the color of the box will be changed. To enter more information, click the ‘Detail’ button.

(Please take note that information you entered will be deleted if you don’t save and move to another page or refresh the page.)

- click `Detail’ in `Individual Entry’ and fill out the individual form in the next page.  In the `Individual Entry’ page, choose the nationality choose the date of birth in the Calendar Box. 
- If you press `click’ at the end of the sentence “If you want to use Address and Contact information of your Association/Federation as default, click this button” contact info of the MNA you put in the `Team Info’ automatically come up below.

- Press `Photo’ to upload the photo.  And upload scanned passport copy and Kukkiwon Dan certificate copy by clicking the boxes in the right.  File size should not exceed 500KB and it is recommended to make the photo and scanned passport copy in .jpg file (rather than .pdf file)

- Press save at the bottom and then go back to the `Go back to the List of Contestants’

** You can see the icons of photo and passport copy in the `Status’ in the `List of Contestants’ page.

** Put the info of each athlete and fill out the Individual Entry form of each athlete in the same method.

                - Complete the `List of Contestants’ page and then press `Save’ at the bottom of the page.

4) Entry Status

· Click `Entry Status’ at the top menu.  You can see the numbers of officials and contestants registered.
· Please be sure to press `Submit Registration’ to complete the entry registration.  Be sure to check if the weight categories you chose are correct before you press `Submit Registration’ as change of weight categories is impossible after pressing the `Submit Registration’ and entry submission is once completed.  
· Pressing `Submit Registration’ does not work in case there is any `N’ in red color in the `Registration Summary’ below. `N’ in red color in `Team Information’, `Team Officials Check List’ or `Team Contestants Check List’ means that the pertinent info has not been input or pertinent document have not been uploaded.
· If there is any `N’ in red color in the Entry Status, go back to the pertinent part(s) and input the required info and then press `Submit Registration’
· Entry submission is successfully made by clicking `Submit Registration’, an automatic email confirmation is sent out to the email address (Email 1 at the bottom of the `Team Info’)

3. Status of entry registration

- Entry submission will not be considered as completed in case any of the mandatory parts for online registration is not fulfilled and thus submission (pressing `Submit’) has not been made within the entry deadline.
