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Online Entries 
National Federations submit their own athlete entries through SDP. There are two stages to entries ς 

numerical (indicating the expected number of entries) and nominal (indicating the athletes by 

name). The online entries screen will show you the opening and closing dates for entries for each of 

ȅƻǳǊ ŎƻƳǇŜǘƛǘƛƻƴǎΦ ! ƎǊŜŜƴ Řƻǘ ōŜƭƻǿ ǘƘŜ ƘŜŀŘƛƴƎ άƴǳƳŜǊƛŎŀƭέ ƻǊ άƴƻƳƛƴŀƭέ ƛƴŘƛŎŀǘŜǎ ǘƘŀǘ ŜƴǘǊƛŜǎ 

are open. 

 

Numerical entries 
Click the portrait icon next to the numerical entries dates to view current entries 

 

The name of each country which has entered the system will be displayed along with the date they 

last modified their entries. If you cannot see any nations, click the blue refresh button indicated at 

the bottom of the screen. 
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There are three exports available ς Excel (green), Contact data (blue) or pdf (red). 

 

NF contact details 
This new export in 2019 allows organisers to export a list of the contacts for each NF that has 

entered the competition. There are two sets of contact details for each NF. The entries contact is the 

ǇŜǊǎƻƴ ǿƘƻ ƳŀƪŜǎ ǘƘŜ ŜƴǘǊƛŜǎΣ ŀƴŘ ƛǎ ǘƘŜ ŎƻƴǘŀŎǘ ǇŜǊǎƻƴ ŦƻǊ ǘƘŜ L/C ƛŦ ǘƘŜǊŜΩǎ ŀƴȅ ƛǎǎǳŜǎ ǿƛǘƘ ǘƘŜ 

entries or accreditations prior to the competition. The on-site contact details (name, phone and 

email) is for the host organising committee to contact with any last-minute information such as 

schedule changes, adverse weather conditions, specific team issues etc. 

Nominal entries 
By default, only competitions with an open period for nominal entries will be shown. After the 

closing datŜ ŦƻǊ ȅƻǳǊ ŎƻƳǇŜǘƛǘƛƻƴΣ ȅƻǳ ǿƛƭƭ ƴŜŜŘ ǘƻ ǳƴŎƘŜŎƪ ǘƘŜ άŎƻƳǇŜǘƛǘƛƻƴ ǿƛǘƘ ƻǇŜƴ ǇŜǊƛƻŘ ŦƻǊ 

ŜƴǘǊƛŜǎέ ōƻȄ ōŜŦƻǊŜ ǎŜŀǊŎƘƛƴƎ ŦƻǊ ȅƻǳǊ ŎƻƳǇŜǘƛǘƛƻƴΦ 

 

Nominal entries can be exported in additional formats. A zip file is available to export in ODF format. 

The other formats (except Excel) are also included in this folder. To unzip the folder you will require 

software such as winzip (free with many versions of Windows) or 7zip (free download). 

 

The text documents and xml files are designed to be imported into a results system.  
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Alternatively files can be exported individually in pdf, csv, txt or Excel format. Excel format ensures 

ǘƘŀǘ ŀŎŎŜƴǘǎ ƻƴ ŀǘƘƭŜǘŜΩǎ ƴŀƳŜǎ ǊŜƴŘŜǊ ŎƻǊǊŜŎǘƭȅΦ ¢Ƙƛǎ ƛǎ ƴƻǘ Ǝǳŀranteed when importing the other 

formats into Excel. 

 

Photo export 
Athlete photos can also be exported in a zip file for use in a results system. The files are named with 

the ICF ID of the athlete competing. This ID is also alongside the name of the athlete in the entries 

export. 

 

 

Late entries 
!ƭƭ ƭŀǘŜ ŜƴǘǊƛŜǎ ƻǊ ŎƘŀƴƎŜǎΣ ƛƴŎƭǳŘƛƴƎ ŎƘŀƴƎŜǎ ƳŀŘŜ ŀǘ ǘƘŜ ǘŜŀƳ ƭŜŀŘŜǊǎΩ ƳŜŜǘƛƴƎΣ Ƴǳǎǘ ōŜ ŀǇǇǊƻǾŜŘ 

by the discipline chair and sent to sdp@canoeicf.com for adjustment in SDP. This is to ensure that 

mailto:sdp@canoeicf.com
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the athlete records for entries are always correct in SDP. As of 2019, late entries incur a fee per 

athlete. 

Final results 
At the conclusion of the event, results providers must provide results to the ICF.  

For World Championships and World Cups for all disciplines (for Canoe Slalom it will be managed 

directly by Siwidata) this is an Excel spreadsheet of the complete competition results, including ICF 

numbers of all athletes competing, to sdp@canoeicf.com. For a sample of the file format for your 

discipline please request this well in advance of the event from sdp@canoeicf.com. 

For all other competitions the results can be provided in pdf format for publication on the ICF 

website and for permanent results archiving. 

Accreditation 
Accreditations are only required for all World Championships, and World Cups for Canoe Sprint, 

Canoe Slalom and Paracanoe. Accreditations are optional for other discipline World Cups, and are 

not required for lower level events. 

Please first read the Accreditation Guidelines before reading the user guide and attempting to use 

the accreditation system. 

Accreditation matrix 
The accreditation matrix is already set up by default by the ICF after extensive consultation with 

various organising committees. Changes to this section are not required, and should only be made 

by advanced users. Other users can skip ahead to accreditation design. 

 

The matrix is set up by the ICF as detailed in the ICF Accreditation Guidelines. This guide also 

explains collectives, categories, functions and roles.   

Organising Committees can make changes or additions to the HOC (Host Organising Committee) 

functions and zone access if required, within the HOC Family and HOC Workforce categories. If 

If OCs would like to use barcodes or transport functionality, please request this (along with the roles) 

to sdp@canoeicf.com. For any changes to the default catering selection please email specific roles 

which should be changed (catering added or removed) to sdp@canoeicf.com. 

Note: To use barcodes you must have the barcode font installed on all computers printing 

accreditations. 

mailto:sdp@canoeicf.com
mailto:sdp@canoeicf.com
https://www.canoeicf.com/operations-manuals
mailto:sdp@canoeicf.com
mailto:sdp@canoeicf.com
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Changes can be made to access by checking or unchecking the access boxes. Changes are 

automatically saved. 

It is recommended to just add new roles required or change access rather than renaming or deleting 

any existing functions. 

bŜǿ ŦǳƴŎǘƛƻƴǎ Ŏŀƴ ōŜ ŀŘŘŜŘ ǿƛǘƘ ǘƘŜ άƴŜǿ ŦǳƴŎǘƛƻƴέ ōǳǘǘƻƴΦ  

 

When adding a function, a unique code must be given, from example starting from HOC100. The 

name will appear in the drop down menu for selection in the accreditation module, and the print 

name will appear on the accreditation pass. Be careful not to make this too long or it may not fit on 

the pass. 

The backcolor for HOC is #14294d and the forecolor is #ffffff. 

¢ƘŜ ǇŜǊǎƻƴ ǘȅǇŜ a¦{¢ ōŜ ǎŜƭŜŎǘŜŘ ŀǎ άŎǊŜŘŜƴǘƛŀƭǎέ ǊŜƎŀǊŘƭŜǎǎ ƻŦ ǘƘŜ ǊƻƭŜΦ ¢Ƙƛǎ ƛǎ ǾŜǊȅ ƛƳǇƻǊǘŀƴǘ ŦƻǊ 

the accurate storage of the data in the database. 

Click save after filling all relevant fields. 
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Zone 8 has been left customisable for each OC should they wish to add an additional space on their 

venue plan. For assistance setting this up please contact sdp@canoeicf.com.  

Accreditation design 

 

Accreditation template 
The two recommended templates are: 

A6 ς Flag (v1): Prints on A6 size paper on one side only. Recommended for pre-printed double sided 

waterproof paper which does not require laminating 

A4 (2xA6) ς Flag/Details: Prints an A5 accreditation pass (to fold to make a double sided A6 pass) in 

the middle of an A4 piece of paper. Recommended for when printing the accreditation background 

and overlay details at the same time. A template is available to have perforated paper prepared to 

remove the outside of the pass. If required, please request this from sdp@canoeicf.com. This 

template will include the details field when it is filled in the accreditation system. 

Note: an A5 template is available for A5 background with the paper pre-printed. However, generally 

this proves problematic to find a printer which prints close enough to the edges of A5 paper to use 

this template. If you wish to try, please ensure you test this with your own printer which you will have 

on site, well in advance. 

An accreditation template must be selected for the accreditations to preview and print. 

mailto:sdp@canoeicf.com
mailto:sdp@canoeicf.com
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Accreditation background 
The background is the image to be printed around / behind the personal details on each pass. If 

using pre-printed paper an accreditation background does not need to be applied in the system.  

The ICF has a default background for addition in the system or for pre-printing. These are psd files 

with layers which should be opened in photoshop or a similar free program like Gimp, and edited by 

the organisers for their specific competition. You can download these background files here: 

A6 ς Flag (v1) ς for pre-printing ς ICF front ς ICF back ς Non-ICF front ς Non-ICF back 

A4 (2xA6) ς Flag/details ς ICF ς Non-ICF 

Please ensure you read the ICF Accreditation Guidelines for more information about accreditation 

backgrounds. 

To upload the file follow the steps below, or send your completed background along with the name 

of your competition to sdp@canoeicf.com for upload. 

 

 

https://files.canoeicf.com/Accreditation%20templates/2019/Accreditation%20Template%20ICF%202019%20A6%20FRONT.psd
https://files.canoeicf.com/Accreditation%20templates/2019/Accreditation%20Template%20ICF%202019%20A6%20BACK.psd
https://files.canoeicf.com/Accreditation%20templates/2019/Accreditation%20Template%20Non-ICF%202019%20A6%20FRONT.psd
https://files.canoeicf.com/Accreditation%20templates/2019/Accreditation%20Template%20Non-ICF%202019%20A6%20BACK.psd
https://files.canoeicf.com/Accreditation%20templates/2019/Accreditation%20Template%20ICF%202019%202xA6.psd
https://files.canoeicf.com/Accreditation%20templates/2019/Accreditation%20Template%20Non-ICF%202019%202xA6.psd
mailto:sdp@canoeicf.com
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Choose the file from your computer then click upload 

 

 

Enter the file name, click search, then double click the file you wish to select. 
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Bib numbers 
Bib numbers can be imported into SDP. These will then print on all athlete accreditation passes. The 

bib numbers will also then export in the ODF file for individual entries. 

Note: the bib number prints in the same space on the accreditation as the “details” field, so the 

details field should not be used for athletes if bib numbers are imported.  

 

 

This will provide an Excel spreadsheet with all entered athletes. Open the file in Excel, complete the 

άōƛō ƴƻΦέ ŦƛŜƭŘ ŀƴŘ ǎŀǾŜΦ 

 

Import the file 
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Bib numbers will now appear on accreditation passes and will be included in the barcode for each 

athlete.  

To add missing bib numbers, complete the same process again. Already imported bib numbers will 

appear on the Excel spreadsheet. Complete the blanks and import again. 

Import accreditations 
Accreditations should only be imported for HOC functions and media / broadcast if not already 

entered into the database through the online form. For small teams and for personnel already saved 

in SDP, this step can be skipped and accreditations can be added manually.  

 

/ƘƻƻǎŜ άDŜǘ 9ȄŎŜƭ CƛƭŜέ ǘƻ ƻōǘŀƛƴ ŀ ōƭŀƴƪ ƛƳǇƻǊǘ ǎǇǊŜŀŘǎƘŜŜǘ ǿƛǘƘ ǘƘŜ ƘŜŀŘŜǊǎ ǘƻ ƛƴŘƛŎŀǘŜ ǿƘƛŎƘ 

field belongs in which column. 

 

Complete the fields on the spreadsheet and save the file. One spreadsheet is required per function. 

 

Choose the collective, category and function and upload the appropriate spreadsheet. 
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{ŜƭŜŎǘ ǘƘŜ ŦƛƭŜ ŦǊƻƳ ȅƻǳǊ ŎƻƳǇǳǘŜǊ ǘƘŜƴ ŎƘƻƻǎŜ άǳǇƭƻŀŘέ 

 

 

 

Complete this process for each function. Photos will need to be applied to each person imported via 

ǘƘŜ άŀŘŘ ŀŎŎǊŜŘƛǘŀǘƛƻƴǎέ ŦǳƴŎǘƛƻƴΦ 

Add accreditations manually 
Click the person icon to see the accreditation list. 
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Click search to see the names of all pre-accredited and accredited personnel. 

 

To see additional records, change the number of items shown per page at the bottom of the screen, 

or use the arrows to go to the next screen. The total number of records and pages is shown in the 

bar at the bottom of the screen. 

 

Any person with a red dot ǘƻ ǘƘŜ ƭŜŦǘ ƻŦ ǘƘŜ ƴŀƳŜ Ƙŀǎ ƛƴŦƻǊƳŀǘƛƻƴ ƛƴ ǘƘŜ άƻōǎŜǊǾŀǘƛƻƴǎέ ŦƛŜƭŘ 

(generally entered via the media application form).   
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5ƻǳōƭŜ ŎƭƛŎƪ ƻƴ ǘƘŜ ǇŜǊǎƻƴΩǎ ǊŜŎƻǊŘΣ ǘƘŜƴ ŎƭƛŎƪ ǘƘŜ άƻōǎŜǊǾŀǘƛƻƴǎέ ǘŀō ǘƻ ǊŜǾƛŜǿ ǘƘŜ ŀŘŘƛǘƛƻƴŀƭ 

information. 

 

The small person symbol indicates whether the record has a photo or not. Any person imported 

through the import function will not have a photo, and will need to have their photo added before 

printing the accreditation. 

 

Double click on the person to open their file. Click the word photo or the image tab. For the photo, 

ǎŜƭŜŎǘ άŎƘƻƻǎŜ ŦƛƭŜέ ǘƻ ǳǇƭƻŀŘ ŦǊƻƳ ȅƻǳǊ ŎƻƳǇǳǘŜǊΣ ƻǊ άŎŀǇǘǳǊŜέ ǘƻ ǘŀƪŜ ŀ ǇƘƻǘƻ ǿƛǘƘ ŀ ǿŜōŎŀƳΦ 

Configuration will allow you to adjust the settings for the webcam if required. 
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¢ƘŜǊŜ ŀǊŜ ǘǿƻ ƻǇǘƛƻƴǎ ǘƻ ŀŘŘ ƴŜǿ ǇŜƻǇƭŜΥ άǎŜŀǊŎƘ ǇŜƻǇƭŜέ ƻǊ άƴŜǿ ŎǊŜŘŜƴǘƛŀƭέΦ  

 

Search people 
This allows the user to check for an already existing profile and add the accreditation directly to the 

existing profile. Complete one or more of the fields then click search. When you find the person you 

are looking for, click the green plus next to their name to add their accreditation. 

 

Next select the collective, category and function, then click save. The zones will automatically be 

applied based on the accreditation matrix. LƴŦƻǊƳŀǘƛƻƴ Ŏŀƴ ōŜ ŀŘŘŜŘ ǘƻ ǘƘŜ άŘŜǘŀƛƭǎέ ŦƛŜƭŘ ƛŦ 

required. 



Page 17 of 20 

 

After saving the changes you can either print the accreditation immediately, preview the 

accreditation, or close the window and add another person. 

 

New credential 
This allows the user to add a completely new person to the database.  

Note: any person added directly into the accreditation system will not have their profile saved for use 

on future events. 

 

Complete all of the required information (marked with an asterisk), including the photo. Once you 

have done this, click save.  

Reassign privileges 
If the accreditation matrix has been changed after accreditations or entries opened, you will need to 

άǊŜŀǎǎƛƎƴ ǇǊƛǾƛƭŜƎŜǎέ ǘƻ ǳǇŘŀǘŜ ǘƘŜ ǇǊƛǾƛƭŜƎŜǎ ŀƭǊŜŀŘȅ ŀǎǎƛƎƴŜŘ ǘƻ ŀŎŎǊŜŘƛǘed personnel. Click on the 
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first person you wish to reassign, then hold shift and click the last person you wish to reassign, then 

ŎƭƛŎƪ άǊŜŀǎǎƛƎƴ ǇǊƛǾƛƭŜƎŜǎέΦ LŦ ȅƻǳ ǿƛǎƘ ǘƻ ƻƴƭȅ ǎŜƭŜŎǘ ǎƻƳŜ ǇŜƻǇƭŜ ŦǊƻƳ ǘƘŜ ƭƛǎǘΣ ǳǎŜ ŎǘǊƭ ŎƭƛŎƪ ƛƴǎǘŜŀŘΦ 

 

 

Authorise records 
All athletes entered into events will automatically appear in the accreditation section of the 

ŘŀǘŀōŀǎŜ ŀǎ άǇǊŜ-ŀŎŎǊŜŘƛǘŜŘέ όƻǊŀƴƎŜ ŘƻǘύΦ bŀǘƛƻƴŀƭ CŜŘŜǊŀǘƛƻƴǎ Ŏŀƴ ŀƭǎƻ ǇǊŜ-accredit other 

personnel eg. Team leader, coach, President etc. These personnel ǿƛƭƭ ŀƭǎƻ ŀǇǇŜŀǊ ŀǎ άǇǊŜ-

ŀŎŎǊŜŘƛǘŜŘέΦ 

For ICF World Championships and Sprint / Slalom World Cups, the authorisation of records will be 

completed by the ICF the morning after entries close. OCs will be informed of any personnel who are 

ƭŜŦǘ ŀǎ άǇǊŜ-accreditŜŘέ ŀƴŘ ǘƘŜ ǊŜŀǎƻƴΦ 

To be able to preview and/or print an accreditation, you will need to άŀǳǘƘƻǊƛǎŜέ ǘƘŜ ŀŎŎǊŜŘƛǘŀǘƛƻƴ 

application. Ensure you test preview and printing of accreditations with workforce records. 

Important note: Do not “authorise” any NF personnel until after the entries deadline, as it will 

affect their ability to change their entries.  

All records added by the OC or the ICF staff ǿƛƭƭ ŀǳǘƻƳŀǘƛŎŀƭƭȅ ǎƘƻǿ ŀǎ άŀǳǘƘƻǊƛǎŜŘέ 

To authorise records, click on the record then click authorise. 
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As with reassigning privileges, you can authorise multiple records at the same time by using the shift 

click or ctrl click functions. 

Preview accreditations 
Note: you will need to have java installed on your computer to be able to preview and print 

accreditations. You may also need to allow a security exception for https://icf.msl.es in the Java 

settings.  

As Java does not work on Mac OS, you will not be able to preview or print accreditations from any 

Mac computer. 

To preview an accreditation, right click on the record name and choose preview. 

 

 

Note: currently you cannot print directly from the preview screen. 

Print accreditations 
To print, select the record(s) that you would like to print and choose print from the options.  

https://icf.msl.es/
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Note: there is no printer dialogue box, it will automatically print to your default printer with your 

default printer settings (eg paper size, colour or black and white, paper tray). To adjust these 

settings, this must first be done through the default printer settings on your computer. 

 

It is recommended to first print just one record until you are sure all of your settings are correct. 

Note: There is an ongoing issue with the bulk printing feature in Google Chrome which we are 

seeking to resolve, but for which we do not yet have a solution. Currently when multiple records are 

selected, only one record will print. Bulk printing appears to work correctly in Mozilla Firefox or 

Internet Explorer. 

 

If you have any questions or concerns please contact sdp@canoeicf.com.  

mailto:sdp@canoeicf.com

