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Methods of Contest Management 
The way you organize your contest will determine how you use the tabulations program.   Some 

common methods are shown below.   

Method  Round Description Comments 

#1 Preliminary Teams are divided in to two or more groups.  Two or more rooms 
are used with multiple judges.  One presentation is given per team 
in one room. (State Finals) 

 

 Final All teams present to multiple judges in one room.   

#2 Preliminary Teams are divided in to two or more groups.  Four or more rooms 
are used with one or more judges per room.  Multiple 
presentations are given per team in multiple rooms.  There may be 
two or more rooms  

 

 Final All teams present to multiple judges in one room.   

#3 Preliminary Two or more rooms are used with one or more judges/room.  One 
presentation is given per team in EACH room.  All judges see all 
teams.   

 

 Final All teams present to multiple judges in one room.   

#4 Preliminary All teams present to multiple judges in one room.  

 Final All teams present to multiple judges in one room.   

 

Three Presentation Method 

Room Judge Group Team Rotation 

1 a A A, B Group rotates between Rooms 1-3. Three presentations.  

2 b A C, D 

3 c A E, F 

4 d B G, H Group Rotates between Rooms 4-6. Three presentations. 

5 e B I, J 

6 f B K, L 

 

Two Presentation Method 

Room Judge Group Team Rotation 

1 a, b A A, B, C Group rotates between Rooms 1-2. Two presentations 

2 c, d A C, D, E 

3 e, f B F, G, H Group rotates between Rooms 3-4. Two presentations 

4 g, h B I, J, K 

5 i, j C L, M, N Group rotates between Rooms 5-6. Two presentations 

6 k, l C O, P, Q 
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7 m, n D R, S, T Group rotates between Rooms 7-8. Two presentations 

8 o, p D U, V, W 

 

One Presentation, Multiple Judges 

Room Judge Group Team Rotation 

1 a, b A A, B, C No rotations.  One presentation 

2 c, d B C, D, E 

3 e, f C F, G, H 

4 g, h D I, J, K 

 

Finals Method (One Presentation) 
Room Judge Group Team Rotation 

1 a, b, c A A, B, C, D, E, F No rotations.  One presentation 
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State Finals 

This method consists of one presentation per round to multiple judges.  

First Round – Quarter-Finals 

Group A Group B Group C Group D 

Room 1 Room 2 Room 3 Room 4 

Team A Team B Team C Team D 

Team E Team F Team G Team H 

Team I Team J Team K Team L 

Team M Team N Team O Team P 

Team Q Team R Team S Team T 

Team U Team V Team W Team X 

 
Second Round – Semi-Finals 

Group E Group F 

Room 1 Room 2 

Group A – 1st Group A – 2nd 

Group A – 3rd B – 1 

B – 2 B – 3 

C – 1 C - 2 

C – 3 D – 1 

D – 2 D – 3 

 

Finals 

Group G 

Room 1 

Group E-1 

Group E-2 

Group E -3 

Group F-1 

Group F-2 

Group F-3 

 

If all judges see all teams then use one group otherwise setup multiple groups and assign teams and 

judges to each group.   

Advanced and Novice Contest 
Create two copies of the program.  Under Setup | Contest Titles change the contest name by adding 

Advanced or Novice to the name.   This will display on the screen and on reports. 
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Onscreen Instructions/Checklist 
A brief set of instructions is provided onscreen to aid in the user.   This may be printed and used as a 

checklist.  

Setup 
If you plan to have several rounds then create Team Group such as “Round 1 A, and Round 1 B”.  Groups 

may be “rooms” and always have the same judges.   

Enter the name of the contest in Setup | Contest Titles.  These will print on reports and display on the 

screen.  

Contest Materials 
Registration Cards may be printed after the team names are entered to have custom registration cards 

(to collect contestant names).  If a school bring more than one team be sure that they are identified (ex.  

Arbuckle – A, Arbuckle – B, or Bear River – Orange, Bear River – Blue) 

Score sheets are designed to match the data entry screen.   If printed after judges and teams are 

entered they will be labeled with the team and judge name.  Hints:   

 If judges are unknown then enter generic names (ex. Judge #1, Judge #2, Judge #3).    

 Teams may be entered from the registration and later deleted 
 

A blank score sheet is also available 

Labels may be printed for packet labeling. 

Initial Data Entry 
Enter teams assigning each team to a group.  Contestant names are optional. 

Judges 
Enter the judges for each group.  The group must match the group used in the Team entry.  NOTE: If 

using only one group (e.g. finals) the group must still match. 

Minutes and Written Test Scores 
Enter the minutes and written test scores under score entry menu option. 
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Entering Judges Scores 
Enter the data from each scores sheet by team and judge.  Important:  Double check addition of debate 

scores before entry.   Print the entry using the print button as a double check sheet.  

Checking Data Entry 
Minutes Scores:  After entry print Tabulations | Minutes Scores and compare to original sheets. 

Written Test: After Entry print Tabulations | Written Test and compare scores.  

Judges Sheets:  Some method of data entry checking should be employed.   Judges sheets should be 

proofed before entry.  30 scores are entered for each judge’s sheet. There is plenty of room for error!  

Some options are:    

 Read back scores form entry screen after data has been entered.    

 During Entry use the print button to print a copy and compare to the judges sheet.   

 After Entry print Tabulations | Judges and compare scores. 

Check Tabulations 
Run this report (under Tabulations) to insure that you have entered all the scores.   The Check 

Tabulations will report zeros. 

The Judges Check is important as it looks for discrepancies between judges which are often caused by an 

error in the judge’s sheet or data entry.   Some discrepancies are expected in debates, but others areas 

should generally agree.  Large discrepancies should be investigated before issuing results. IMPORTANT:   

If the round contains multiple presentations then you would expect discrepancies since all presentations 

are not the same.   

Results 
Compare the judges ranking in the results.   If rankings are in broad disagreement (ex.  1-1-4) check the 

judge’s sheet for errors.  After the tabulations have been check run the results reports.  Note:  In 

preliminary rounds set the report top teams number (under Contest Titles) to a high number to report 

all teams.  For final results this can be reset to limit the results summary report.   

Report headings and comments are set under Contest Titles.  If you have multiple groups you can select 

to print one or more on the same results report by checking the group in the Results | Set Results for 

Team Group menu option.  

Setup for the Next Round 
If preliminary rounds are used follow the procedure below to setup for each round without reentering 

teams, minutes, and written test scores.  
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Make a copy of the database (under Admin).  The copy is made in the same directory as the program.  

This allows you to retain a copy of the preliminary round.  

Do the following: 

1. Rename the file to reflect its use.  Ex.  “Novice Parli-Pro Round 2”. 

2. Open the new file.  

3. Change the name under setup contest titles for example “Novice Parliamentary Procedure Semi 

Final”. 

4. Under Setup | Setup Team Groups edit group names as needed.  

5. Under Team/contestant entry assign teams that did not make this round to an unused group or 

delete.  Assign the remaining teams to the proper group (room).   

6. Under Admin delete judges scores. Note:  Minutes and Written Tests are retained. 

7. Under Setup Judges.  Delete or edit the judges (CTRL-A then Delete) and enter the judges for 

this round including the proper group.   Note if this is a final round with only one group you still 

must assign teams and judges to a group.  

8. Follow the procedure above for score entry and checking. 

9. Repeat as needed.  

 

An example of setup for each round.  

 

 Round 1 Round 2 Round 3 

School Team Group Placing Team Group Placing Team Group 

Arbuckle Round 1 B 4 Semi A 4 Eliminated 

Atwater Round 1 B 3 Semi A 3 Final 

Bear River Round 1 B 6 Eliminated 6 Eliminated 

Chico Round 1 A 1 Semi A 1 Final 

Herlong Round 1 B 5 Semi A 5 Eliminated 

Liberty Round 1 A 3 Semi A 3 Final 

Mc Arthur Round 1 A 6 Eliminated 6 Eliminated 

Nevada Union  Round 1 B 7 Eliminated 7 Eliminated 

Sierra Round 1 B 1 Semi B 1 Final 

Susanville Round 1 A 5 Semi B 5 Eliminated 

Tulelake Round 1 A 4 Semi B 4 Eliminated 

Vacaville Round 1 B 2 Semi B 2 Final 

West Valley Round 1 A 2 Semi B 2 Final 
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Menu Options 

Menu Description 

Score Entry Enter scores menu 

Judges Sheet Entry Enter Judges score sheets by team/judge. 

Written Test Entry Enter scores for written test by team/contestant. 

Minutes Entry Enter scores for team minutes 

Tabulations Print raw tabulations and management reports 

Judges Sheets Print judges sheets. 

Minutes Score Print minutes scores. 

Written Test Scores Print written test scores 

Check Tabulations Check tabulations for zero scores. 

Judges Check Check for discrepancies between judge’s score sheets. 

Results Contest results reports 

Set Results for Team Groups Set the groups to be included on the results report. 

Results Summary Team results by placing 

Team Detail Results Detailed team results with average scores 

Team Summary Results Summary of team scores with average scores by area. 

Member Summary Summary of each members scores 

Judges Summary Summary of each judges scores. 

Team Ranking Print Gold/Silver/Bronze for high schools 

Certificates Certificates for Gold/Silver/Bronze 

Materials Print Contest Materials 

Team Registration Cards 6/page Registration cards to be printed on judging card stock 

Team Registration Cards 8/page Registration cards 8/page. 

Score Sheets, preprinted Score sheets - enter teams and judges then print custom sheets for 
each judge. 

Score Sheets, Blank Score sheets – Just blanks for judge and team 

Packet Labels Prints school labels (Avery 5160 format) 

Setup Setup the contest 

Tabulation Instructions Printable instructions for tabulations. 

Team/Contestant Entry Enter teams (schools) and contestant names 

Print Contestants List of Teams and Contestants. 

Print Teams/Judges List of teams by group with judges 

Contest Titles Maintain report titles 

Maintain Judges Enter / maintain judges. Assign judges to groups. 

Setup Team Groups Setup Team groups (rooms) 

Admin Administrative Options 

Copy Database Copies database to new file in the current directory. Use to copy 
the database to a new file when setting up a new round. 

Delete ALL Data Delete all contestant names and scores. 

Delete ALL Judges Scores Delete only judges scores. Use between rounds to clear scores. 



Parliamentary Procedure Tabulations 

8  2/2015 

Menu Description 

Maintain Instructions Maintenance of instructions 

 


