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First of all let’s look 
at the typical one 

or two day regional 
show. 



 How many of you represent an MCA Regional Group 
that has hosted a car show or similar event? 

   When – What’s the best date for our event? 
   Logistics – Do we have the equip & hardware? 

   Resources – Do we have the people to pull it off? 
  What are the typical questions? 

   Venue –   Where do we have the event? 



 What does the MCA provide for it’s Regional Clubs 
to assist them in having a successful event? 
   Liability Insurance at no cost. 
   Up to 100 Dash Cards at no cost. 
   Up to 100 Goody bags at no cost. 
  10 Copies of Mustang Times and Member Apps 



So what can the use of Motosho for your Regional 
Show provide? 
 Online Registration of participants for your event. 

 Eliminate manual entry of registrations in a spreadsheet. 
 Allow collection of fees via credit card. 
 Automatic notification of registration to participants. 

 Online signup for vendors. 



So let’s get started creating your event in Motosho 
First of all we need to introduce you to your 

Motosho “Points of Contact” 
They will setup your event shell in Motosho for you to build on. 

• Shorty Brown – Rshortybrown@bellsouth.net   
• Steve Prewitt -  gtpony94@aol.com 
• Lynda Blackstock – lblackstock.csramc@bellsouth.net  
• Sandy Brown - brownie657@comcast.net  
• Diantha Owen – kdowen@bellsouth.net  
• Doye Ewert – dre300@aol.com  



To setup your event in Motosho, 
you will need to furnish the 
“POC” with a completed 
Appendix E from the National 
show Guidelines. 



Once the shell is created, you will begin to populate your 
event on the Motosho page “Manage Events” section: 

Under manage events click 
on the Icon for your show to 
begin editing. 



This is the default page that you first come to and is used to set up 
show profile. Now you begin to add information: 

Enter Name for Event 

Add Link for motosho page to clubs web page 
provided by Motosho 

Add URL for use with Facebook provided by Motosho 

Select the Event tab 



Add the event description and type: 

Add a paragraph for brief description about 
the event / show that will be on the event’s 
profile page 

Select an event type. For a Regional Club 
typically “Cruise In” or “Judged” 



Add the date and time information: 

First day of Event 

Last day of Event 

Enter the date the host club wants 
registration to open 

Enter the date the host club wants registration 
for the show to close 

This box can be used to limit the number of 
participants / registrations 



Continue to add info to the dashboard: 

Host Club Website link that 
shows up on profile page 

Host Club e-mail that shows up on 
profile page and on the 
participants confirmation e-mail 
from Motosho 

Host Club contact phone number 
that shows up on profile page and 
on the participants confirmation e-
mail from Motosho 



Now scroll down to add location information: 

Event Location Information 

Event Time zone location very 
important for various functions 

Host Club’s e-mail address associated 
with their PayPal Account 

This is the name the participant that is paying by 
check would make the check payable to. 

Host Club mailing address for mailing payment to 

This box is for additional information that will appear 
on the participants confirmation e-mail 

This is for the statement that will appear when registration is 
closed. 

This is an important button any time you make a change to this tab 
you have to click it to update and save the changes or when entering 
information for the first time. 



Your event is created… But now we need to add details… 



The next tab to address is the charges tab. 

Still on the Event Dashboard, click on the Charges tab. This 
is where you will setup boxes for registering for the show and 
purchasing various items like T-Shirts and Dinner tickets that 
will be on the registration page. 

To add a charge or to begin setting up the 
charges for the event click on this link. 



To access an existing charge click on the 
title and will change color. 

Click on the charge on wish to modify…. 



This is the typical box that pops up for modifying an 
existing charge or preparing a new charge. 

Name of Charge 

This is the drop down menu for the 
various types of charges.  Registration is 
used for class registration mostly. 
However, it can be used for situations 
when you have additional information to 
provide in the description field that would 
not appear if using a merchandise type of 
charge.  The Typical Registration box is 
blue on the registration page 



Continue editing “Modify Charge” fields. 

Charge Description can 
type in a good bit of text.  
Use caution and do not 
use special characters 
like $, #, !, (, ), “, ‘ 

Then Active box must be 
checked for this charge to show 
up on the registration page.  
Note an Admin person will still 
see this on the registration 
page, however a regular 
participant will not see it when 
the active box is not checked 

The Per Vehicle box is checked if it 
is required for the participant to select 
a particular division (class) while 
registering for the event 



Continue editing “Modify Charge” fields. 

The “Cap” is used when there is 
need to set a limit on the number 
of participants or limited quantity 
of an item or event size. 

The “Amount” is what the actual 
monetary charge for the division 
(class), merchandise or event. 

“Units” has two choices one is 
“each” the other is “per day”, 
“each” is used most of the time. 

“Max Quantity” is used when 
there is the need to limit how 
many of the item can be 
purchased at one time. 



Setting up Divisions / Classes. 

This is where is the division 
or divisions are selected that 
will show up in the charge 
that is being set-up. 



Continue filling in details on Modify Charges tab. 

By selecting one of these 
items, it will show up in the 
registration box on the 
registration page.  The 
trailered is useful to 
determine how much trailer 
space will be needed.  It is 
also used to determine if 
the car is in a trailered class 



Continue filling in details on Modify Charges tab. 

These particular fields are used 
with the mobile classification 
app during classification and 
check in procedures.  In setting 
up the registration page these are 
typically not used.  



Continue filling in details on Modify Charges tab. 

Looking at a typical Merchandise 
charge box and how it is set up. 



Continue filling in details on Modify Charges tab. 

Name of Charge Description of Charge 

When Merchandise is selected, 
single line description is all that will 
show up on the registration page.  
Any information in the description 
field will only be displayed by 
“Hovering” the cursor over the letter 
“i” within a circle next to the name 
on the registration page.  This type is 
used for items that are fairly self-
explanatory. 

Then Active box must be 
checked for this charge to show 
up on the registration page.  
Note an Admin person will still 
see this on the registration 
page, however a regular 
participant will not see it when 
the active box is not checked 

Click on save to save the 
changes to the charge box 



Continue filling in details on Modify Charges tab. 

Membership is selected when local Club or 
MCA membership is required for 
participation in the event.  The membership 
box is gray on the registration page 



The finished product. 



Creating a user account: 
https://www.youtube.com/watch?v=wz1tZTMoL8Q 

Now to register online for your event, participants will 
need to create a Motosho account. 

Filling out an event registration: 
https://www.youtube.com/watch?v=vy_CgGD7akE 

Once the account is created they will need to register for 
your event. 

https://www.youtube.com/watch?v=wz1tZTMoL8Q
https://www.youtube.com/watch?v=wz1tZTMoL8Q
https://www.youtube.com/watch?v=vy_CgGD7akE
https://www.youtube.com/watch?v=vy_CgGD7akE


The Report Tab on the Dashboard 

Your primary use of the Report Tab will be to obtain a  
spreadsheet containing the registration information for 
 your event. 

The convenience is in the fact that you have to do very  
little manual entry of registration information. 



Click on Reports tab 
for access to the 
available reports 

From the Dashboard 



These reports will not be 
available to the regional clubs 

This is the typical report tab page 



Place cursor over report you want to 
download.  It will change color from red and 
then click to start down load.  Accessing all 
reports is the same. 

Select the “All Registrations” Report 



Typically the lower left corner of the 
screen will indicate the location of 
File once generated by motosho and 
loaded to your computer.   

Next click on the file and it will open but on 
many computers you may get the warning 
note below.  Click yes for the file to open up 
for use. 

Click Yes to open file 

Once open it is recommended you save as an Excel Worksheet to 
eliminate the error message each time you open the file. 



Typical Spread sheet File from Motosho Portal 

Typical report file once open, you can sort, 
delete or manipulate the file like any 
typical MS office “Excel” file and you will 
not change or alter the information in 
Motosho.   

Note this file is not linked to the Motosho Server 
any information that is added or edited in the 
Motosho portal will not be up-dated or changed in 
this particular report.  To obtain the updated 
information you must download a new file.  You can 
copy over existing file or save new file under a 
different name. 

Spreadsheet Presentation 
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