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To complete an application for an agility or local specialty event online you start by going to the 
AKC website.  www.akc.org   
 
This is the first page you will come to. 
 

 
 

 
 

 
 

Click on  
Sports and Events 

Click on  
Online Event Management 

Enter Club Account & Password 
• CLUB4029 
• LEASH24 

Enter Your Email and Name 
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(These two screen shots will be displayed as one page)

 
 
 
NEXT 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 

Click on  
Manage Competitions 

Select Event you want to manage. Note 
the dates for the events (you may see 
agility event dates). 
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After selecting your event a new screen will appear for you to enter the information. 
 
 

 

 
 
 
 
Example of Club Secretary or Event Superintendent Screen 
 
 

 

The small diamond in front of each 
blue area will be black.  After you have 
entered data, it will turn green. 

Helen’s information should 
populate in the fields from the 
previous year’s application. 
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Example of Event Chairperson/Committee Screen 
 
 

 
 

Click on 
Modify, to enter your information 
as the new show chairperson 
 

Click on  
Save and Continue, once you have 
completed the update. 
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Example of Event Information Screen  
 

 
 
 
 
Example of Obedience Limits Screen 
 

 
 
  

NOTE:  
Closing date will need to change each 
year (remember we close 3 weeks 
prior to the Saturday show date); use 
military time 
 
 
 

If for some reason we would 
need to limit the number of 
entries for obedience, this is the 
screen where those limits would 
be set. 
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Examples of Sweepstakes Information 
 

 
 
Information needed for televised or streamed events 
 
Only information needed is for the “No” box to be checked 
 

 
 
 
 
 
After completing these steps, you will move on to entering the judges.   
This is done via the Judge’s Panel. 
  

 
 
The only information needed for 
sweepstakes is for the box to be 
checked. 
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JUDGES PANEL 
 

 

 
 
 
 
 
 

 
 
 
 
 
 
 
 
 
 
 

Start by clicking on Judge’s 
Panel. 

Select the show from the 
drop-down arrow/box and 
then click on Go 
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On this screen start by searching for the judge. 
 

 
 

 
 
 
 
After locating your judge, the number will appear in the Judge Number box. Once all your 
judges are listed click on the one that you wish to add assignments to. 
 

 
 

Click on  
Add Judge Number to insert it in 
the Available judge box. 

Insert the judges last name 
in the Last name box. 
   
Scroll down and click on 
Colorado in the State box. 
 
Click on Search 

The lower part of the 
screen will appear. 
 
Click on the Select button 
for your correct judge. 
In some cases, depending 
on the last name, you will 
get multiple judges to 
select from  
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Judge is now available to assign 
to classes. Start by highlighting 
judges name and clicking on 
View/Add Assignments 

Judge’s assignments are added by 
clicking the box next to the class.   
 
After selecting all the 
assignments for that judge click 
on Save Judges Assignments, 
followed by Assignments 
Complete 

After Assignments are Completed 
return to this page and Process 
Assignments.  AKC will 
automatically process the judge 
assignments to make sure that 
the judge is approved for the 
assigned classes.   
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After Completing all the requirements for each event (obedience, rally, sweepstakes, 
conformation) being offered click on “Continue” to enter payment information.   
 
 
 

 

 
 
 
 
 

 
 
  

Be sure to check the two boxes at the 
bottom.   

Click “Submit for Processing.  Your credit 
card will be charged, and you will receive 
an email from AKC that can be submitted 
for reimbursement from the treasurer. 
 

Click Continue to move to the Payment 
Screen 
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You will received multiple emails from AKC verifying they have received the information.  These 
are automated.  Eventually (maybe two to three weeks out) you will get an approval notice 
from AKC.  The email subject line will be “Event Approval Notice _ Denver Samoyed 
Association.  Once you receive this you will be good to go. Upload the approval notice to 
Google Drive, under the specialty folder, for your year (see 2022 folder for an example). 
 
Example of Approval Notice 
 

 
 
 
To Remove an Event That is Listed or Add an Event 
 
 

 Click on 
Event Changes     

Go back to the home screen 
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You will get an automated response from AKC. It may take a few days for AKC to get back to 
you. 
 
 
PEEWEE Event 
 
PeeWee is considered a special event.   
You can request PeeWee one of two ways.   

1. You can download the special event form from AKC and mail it in 
2. You can do an Event Change Request 

 
Basic Information from AKC 
 
Please review the Pee Wee Special Attraction Guidelines (http://www.akc.org/events/junior-
showmanship/pee-wee-guidelines/) for requirements and suggestions for making this special 
attraction a success. 
  

Type your request here.     

Complete with your 
information     

Click 
Send Request     
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At an All-Breed event the judge must be an AKC-approved All-Breed Junior Showmanship Judge. 
A Group club or Specialty club may use an AKC-approved Junior Showmanship Judge that has 
Limited status.  The club should review the Pee Wee Special Attraction guidelines with the 
judge prior to the show date to ensure that the judge understands the expectations and is 
prepared to have a fun experience with the children. 
  
The AKC does not record the judge for the Pee Wee Class special attraction.  Please make sure 
that the judge is reflected properly in your event publications (Premium, Judging Program, and 
Catalog). 
  
Please pay special attention to the requirement for the attached Pee Wee Release of 
Liability.  Clubs have the flexibility on whether to include the release in the premium list or 
provide it to an exhibitor on request. Clubs also have flexibility of when to require the 
submission of the release prior to the event, but the AKC recommends that a completed Pee 
Wee Release of Liability be required as a condition of entry acceptance.  The club has the 
flexibility to develop an entry form of their choosing. 
  
Also attached is the summary report form that should be submitted after the event.  
  
Photographs of the Pee Wee special attraction can be used by the AKC to promote the 
program.  The AKC needs permission from the participant’s parent/guardian to use their 
image.  The attached Pee Wee Release of Liability includes that permission.  We welcome any 
digital images that you would like to submit. 
  
The AKC would like to contact the parent/guardian of each Pee Wee participant to thank them 
and to inform them of other AKC opportunities.  We would appreciate it if the club would 
provide the name and contact information of the parent/guardian for each participant in the 
Pee Wee special attraction when they submit their summary report. 
 
 
 
The Pee Wee Release of Liability and Summary Report are located on the Google Drive with this 
document. 
  
 
 
 
 
 
 
 
 


