
BUCScore User Guide: Administrator

INDIVIDUAL ENTRIES. 

Once you have logged in, scroll to the bottom of the screen and click on ‘individual entries’:

 

This will bring you to the screen that displays all individual competitions that are open (and those that will open in 

the future, as and when the BUCS office upload them).

 

To enter an event within a competition, click on the cog to the left hand side 

your entries (see below): 

 

 

 

Administrator (part 3) 

Once you have logged in, scroll to the bottom of the screen and click on ‘individual entries’:

This will bring you to the screen that displays all individual competitions that are open (and those that will open in 

the future, as and when the BUCS office upload them). 

To enter an event within a competition, click on the cog to the left hand side of the relevant competition to edit 

Once you have logged in, scroll to the bottom of the screen and click on ‘individual entries’: 

 

This will bring you to the screen that displays all individual competitions that are open (and those that will open in 

 

of the relevant competition to edit 

 



This will take you to the competition’s landing page

competition. This screen (below) will display the entry fee, how many competito

many guaranteed/non-guaranteed entries you are allowed, and how many you have submitted. To enter, click on 

the green ‘plus’ button next to the relevant category.

 

This will take you through to the screen below. To ente

button. 

 

You will be asked to select the competitor from a drop

uploaded into the relevant club within your institution 

to a sport. After you have selected each individual click ‘add’, which will take you through to the next screen.

 

 

 

 

This will take you to the competition’s landing page, which will show all of the events available within that 

competition. This screen (below) will display the entry fee, how many competitors are required for one entry, how 

guaranteed entries you are allowed, and how many you have submitted. To enter, click on 

the green ‘plus’ button next to the relevant category. 

This will take you through to the screen below. To enter an individual into this competition click on the green ‘add’ 

You will be asked to select the competitor from a drop-down list – please note that all competitors need to be 

uploaded into the relevant club within your institution pages. There is also a link at the bottom to add an individual 

to a sport. After you have selected each individual click ‘add’, which will take you through to the next screen.

, which will show all of the events available within that 

rs are required for one entry, how 

guaranteed entries you are allowed, and how many you have submitted. To enter, click on 

 

r an individual into this competition click on the green ‘add’ 

 

please note that all competitors need to be 

also a link at the bottom to add an individual 

to a sport. After you have selected each individual click ‘add’, which will take you through to the next screen. 

 



Some competitions will require more information about the individuals (e.g. personal best

competition below, you are required to enter the individual’s British Cycling membership number. Enter this into 

the text box provided and click finish.

 

This will take you through to the screen below, which is a summary of your 

entered everyone please click ‘save’ and then the ‘back’ button at the top right of the screen. If you wish to edit 

the information submitted about an individual click on the entry form button next to the relevant person’s na

 

The next screen you’ll see is the overview of the competition (with your new entries). You can view your entries by 

clicking the magnifying glass icon to the left of the event.

 

 

 

 

 

 

Some competitions will require more information about the individuals (e.g. personal best

competition below, you are required to enter the individual’s British Cycling membership number. Enter this into 

the text box provided and click finish. 

This will take you through to the screen below, which is a summary of your current entries. Once you have 

please click ‘save’ and then the ‘back’ button at the top right of the screen. If you wish to edit 

the information submitted about an individual click on the entry form button next to the relevant person’s na

The next screen you’ll see is the overview of the competition (with your new entries). You can view your entries by 

clicking the magnifying glass icon to the left of the event. 

Some competitions will require more information about the individuals (e.g. personal bests). In the example 

competition below, you are required to enter the individual’s British Cycling membership number. Enter this into 

 

current entries. Once you have 

please click ‘save’ and then the ‘back’ button at the top right of the screen. If you wish to edit 

the information submitted about an individual click on the entry form button next to the relevant person’s name. 

 

The next screen you’ll see is the overview of the competition (with your new entries). You can view your entries by 

 



All entries need to be submitted by master users. To do this, cl

‘submit to BUCS’ at the bottom right of the screen.

 

Then you will be prompted to confirm your entries.

 

Once submitted you will receive a thank you message (as below) and an email receipt.

All entries need to be submitted by master users. To do this, click ‘submit entry’ next to the entry, and then click 

‘submit to BUCS’ at the bottom right of the screen. 

Then you will be prompted to confirm your entries. 

Once submitted you will receive a thank you message (as below) and an email receipt.

ick ‘submit entry’ next to the entry, and then click 

 

 

Once submitted you will receive a thank you message (as below) and an email receipt. 

 


