
How to… 
Set up a meeting with a Single Race  
 
RaceMaster98 is a very powerful and flexible product which can cater for 
nearly every conceivable requirement for Road, Cross Country and Fell 
Races. If your need is to use it for a single race, then here’s how to do it. 
 
Firstly, create a “New Meeting”. 
 

 
 Now use a meaningful file name… 
 
Complete the meeting details as shown below. 
 



 
 
Once the various details have been entered, you can then define the meeting 
categories by clicking on the “Categories” button. 
 

 
Set each category as you wish. The “All Competitors”, “All Ladies” and “All 
Men” Categories are provided as standard. You can define categories 
according to your needs. For example, if you wish to offer prizes for Vet Men 
(40-49) and Vet Men (50+) then you can. Just define each category as above. 
 
The “Size of Prize List” lets you enter the number of prizes you wish to award 
in each category. This information is used in producing the “Race Directors 
Prize List Report” which significantly speeds up your ability to conduct the 
Prize Presentation at the end of the event. 
 
The “Qualification Date” is the date used to calculate each Athletes age and 
therefore the category which an athlete will fall into. If the above field is not 
used, the “Race Date” will automatically be used. However, in Continental 



Europe, it is common to evaluate categories based on an Athletes age on the 
1st January each year. In the UK some Junior, Boys’, Colts categories are 
calculated for Cross Country events using a September date. Finally, click the 
“Save” and then “Close” buttons. 
 
Now complete the “Event Details” to define the Single race as seen below. 

 
  
The drop-down menu for “Event” allows you to select the Event Distance. For 
5 Miles, select “Non-standard distance” and then enter “5” for distance and 
select “Miles” as the measurement. As you scroll down you will see that there 
are standard distances such as 5,000 Meters, 10 Miles, Half Marathon etc. 
Now click on “Save” and “Close” buttons. 
 
The “Meeting Details” screen is now displayed. From here you can firstly 
select “Entries” to enter Competitor Details, then select “Finish” to enter 
finishing Times and Positions. The “Results” button will enable you to review 
print and export Race Results. 

 
Select “Entries” from the screen above. 



 
 
RaceMaster98 allows you to retain details of all athletes who have entered 
previous events thereby accumulating a Competitors Data file (see How 
to…Legal obligations on the RaceMaster98 CD). 
 
This enables you to significantly speed up data entry, particularly with late 
entries where time is important. Say that you wish to enter David Grant in the 
5 Mile Race…..enter the letter “G” (for Grant) in the “Surname” box. 
 

 
Notice how RaceMaster98 has selected all Surnames in its database which 
begin with the letter “G”. Now you can either type in more of the name or use 
the down arrow key on your keyboard to highlight David Grant. Note: This 
function only works when the “Autofind” box (on left of screen) is ticked. 
 
 



 

 
Notice how some key details are displayed on the right (Club, Town, Postcode 
and Reg No). This information helps you to ensure that you are selecting the 
right person. 
 
Now you can either click the “Add” button or press the enter key to select 
David Grants details. 

 
 
See how David Grants details are already included. All you have to do is add 
the “Expected Finish Time” (if required and/or provided) and the Competitors 
Race Number. Also, please note that you can enter the Athletes Registration 



Number (Reg. No) which can also be used to select the correct athlete from 
the database. 
 
To enter the details of a Competitor who is not on the database, click the 
“New” button and enter details. If you don’t have their date of birth, type in 
their age followed by a “Y” (i.e. 34Y). 
 
You will notice that there is a button at the top right marked “Navigation”  
which, when clicked, changes from Standard to Fast and back. Use the 
“Standard” setting when you are entering “pre-race entries” and have the 
luxury of time to also include the address, phone and notes details. Use the 
“Fast” setting when you are entering “entries on the day” which allows you to 
enter only essential information. 
 

 
 
To find details of a competitor who you have already entered, use the “Find” 
button (to search by Surname) or use the “Enter race number to locate 
entrant” box. The buttons to left and right of that box are used to move either 
to the first or last entrant (far left or right video buttons) or to move by single 
numbers (inner video buttons). To view and/or print Pre-Race Reports, click 
the “Reports” button and then select the type and style of report required (see 
screen below). 
 
 
 
 
 
 
 



 
 
As you can see, you can select reports in Surname, Race Number of 
Expected Finish Time order and can be also grouped by Team or Category. 
 
By clicking the “Preview” button, the selected report can be viewed on screen 
as seen below. 

 
 
 
This report can then be printed if required. 
 
 



Now lets look at how to enter Finishing Positions and Times. From the 
Meeting Details screen, click on the “Finish” button. 
 

 
 
The “Finish” screen has been designed for maximum efficiency and error 
trapping whilst not holding up the entry of results. 
 
 

 
By way of explanation of the above screen, it will be useful to look at the 
“Options” by clicking on the button. See Options below: 



 

 
 
A short race will probably need the MMM:SS setting whilst a longer race (i.e. 
marathon) will require the HH:MM:SS setting. Additionally, you will probably 
choose to use the Navigate Down Mode which means that you will enter 
finishing positions one after the other and times one after the other from the 
recording sheets. However, if you need to enter Position / Time in that 
sequence, you can. 
 
If you enter a duplicate Race Number, RaceMaster98 will identify the problem 
and warn you! 
 

 
If you don’t want to sort out the problem at that time, just click OK and both 
places will be marked for future reference (see below). 



 
Note how the duplication is referenced in each position. When you go back 
and rectify the problem, the references automatically disappear. 
 
Now lets enter some finishing times. Use the Video buttons to position 
anywhere in the columns. The topmost arrow (button) will position you at 
position number 1. 
 

 



Again, RaceMaster98 will help you trap errors. In the above case, an invalid 
time. 
 
Also, speed of entry can be achieved by only typing in the seconds if the 
minutes are the same. This greatly increases speed and reduces errors! 
 
Also, Check times can be added by typing “C” in the Status box next to a 
position. 

 
The most critical point in any meeting is to be able to conduct the prize 
presentation as soon and as accurately as possible. To do this, click on the 
view “Results” button. 
 

 



Now click on the “Prizes” button. 
 

 
 
If this report (below) gives you the degree of detail that you need, then print it 
and hand it to the Race Director. You will now need the Team Prize results so 
click on the “Team” button. 

 
 



Firstly, highlight the Team Results (either Mens or Ladies) and modify the 
number to score per team (or use 3). Now select the scoring basis (either on 
Race Position or Race Times). If the results have been confirmed, tick the box 
(until then ALL reports will print the word PROVISIONAL).    
 
  

 
 
Now click “Preview”. 
 

 
Press the print button and pass the report to your Race Director and repeat 
the process for the Ladies team prizes.  


