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2. Introduction  
 

 

This document contains all of the information needed to install, set up, and run the American Mini ature Horse 
Association Show Program.  The major categories are as follows: 
 
 
How Do I Get Started? 
 
How Do I Get To Know The System? 
 
How Do I Set Up A Show For The First Time? 
 
How Do I Manage My Entries During A Show? 
 
How Do I Enter Results? 
 
How Do I Manage Things After A Show? 
 
How Do I Get Ready For The Next Show? 
 
How Do I Print Listings? 
 
How Do I Manage Database Repair/Maintenance? 
 
Is There Anything Else I Need To Know? 
 
I Need Help 
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3. How Do I Get Started?  
 

 

In order to use the Show Program, you first have to obtain the Show Program.   This is easily done with a 
phone call to the American Miniature Horse Association office.  Soon after doing this, you will receive an email 
with a link and password where you can download the setup program.   Complete details on downloading and 
installing the program are in the document "'Installing the AMHA Show Program.pdf'. 
 
Note:  This document is an abridged version of the entire documentation file called ñAMHA Show Programò.  
The program is capable of much more than this start -up guide illustrates.  Once youôre comfortable with the 
basic working of the program, please browse the entire documentation file for more information.  
 
 

3.1. Running The Program  
 

 
The installation program will have created shortcuts on the desktop and the start   menu.  Double click on the 
shortcut to start the program.   You should see something like this: 
 

 
 
 
 
At this point, you will want to select the folder for the show you're workin g on.  Even though we only show 
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one show here ("My first show"), you can and probably will have multiple folders, one for each show.  
 
Double click on the "My first show" folder.   Your screen should now look like this: 
 

 
 
Now, click the "Select database location" button and it will take you to the main splash screen:  
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Pretty plain, isn't it?   It's time to make it look like yours!  
 
How do I set up a show for the first time?  
 
 

4. How Do I Get To Know The System?  
 

 

4.1. Locating Records  
 

 

There are two methods of looking up data in the various entry screens.   The first is a search, and is indicated 
by a small button with a blue ñSò next to the field itôs available for, as follows: 
 

 

 

Search button  

Click this button to activate the search.  

 
Clicking on this button will display another screen, asking for the ID, class number, etc. you wish to search for.  

 
 

 
The purpose of a search is to position yourself on a particular record.  If, for example, you wanted to go 
directly to class number 12345, you would click on this button, enter the value in the screen that appeared, 
and click ñOKò. 
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The other method of looking up data is a ñfindò, and is designated by a button with a pointing hand on it, as 
follows: 
 

 

 

Find button  

Click this button to activate the search.   

 
 

 

The purpose of this type of button is to give you choices when filling a field.   For example, you have just 
entered a new horse, and need to input the owner Id.   If you donôt know the Id, you can click on the ñfindò 
button, which will present you with a screen of owners that you can choose from.   Choosing an owner from 
this screen fills in the appropriate Id number in the field you were working on.  
 
 
 
 
There is an additional filter available on the owner screen.   The top of the first tab of the owner screen looks 

like this:  
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5. How Do I Set Up A Show For The First Time?  
 

 

The best way to begin a new show is to proceed in this order:  
 

1. Enter your Administrative information for the show 

2. Enter your classes 

3. Enter your owners/members using the Owner entry screen (File-Owners).  Fill in all information 
pertinent, including the checkboxes for handler, trainer, owne r, etc.   You will only use the first page of 
the owner screen in this step.   

4. Enter your horses using the Horse entry screen (File-Horses/Ponies).  Fill in all pertinent information , 
including the height, sex, birthdate, and foundation number if applicable.   There are some built in edits 
in the system that can cause you problems down the road if you donôt fill these fields in.   

5. Enter your entries, see How do I make entries? 

6. Enter and assign your judges, see How do I manage judges tasks? 

7. Print whatever listings are needed for the show 

 

 

5.1. Administrative Work First  
 

 

Customizing the System 
 
How to log in to the Show Management Administration Screen 
 
How to add the show name and the type of show to the splash screen  
 
How to customize owner accounting data 
 
How to use the system's accounting feature 
 
How to use the system's security feature 
 
How to set the system's auto-edit function 
 
 

Backing Up, Restoring, and Initializing Data 
 
Making a backup 
 
Automatic backup 
 
Restoring data 
 
Initializing data  
 

5.1.1. How Do I Customize The System?  
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There are multiple ways in which you can customize this system.  They are: 
 
¶ Customize the splash screen and the titles on the various entry screens, see Adding The Show Name 

And Type Of Show 

¶ Customize the accounting data on the Owner Screen, see Customizing Owner Accounting Data 

¶ Use the system's internal Accounting Feature 

¶ Customize the system's internal password protection, see Using the Security Feature 

¶ Set the system's Auto-Edit Function 

¶ Import owners and horses from the office (optional)  

¶ Import previously used classes or show information into your current show. (see the NOTE at the 
bottom of Making A Backup) 

 

All of these features can be ultimately controlled by logging in to the Show Management Administration 

Screen.  

 

 

5.1.1.1. Logging In To The Show Management Administration Screen  
 

 

Click on the ñFileò option on the top left.  Choose the ñAdministrationò option, then choose ñShow 
Management Screenò. 
 

 
 

 

The following screen will appear: 
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Click this button first  

You will then be prompted for a password. Enter the password you have been given, and click "OK".  

 

 

 

You will now see the previous screen, only with data in it. You are now logged in.  

 

5.1.1.2. Adding The Show Name And The Type Of Show  
 

 

By default, the splash screen (the first screen you see when you activate the system) looks like this:  
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You can customize the show name (first line at the top left, above ñFile-Reports-Tools-Helpò), and the two 
large lines that appear on the main portion of the screen.   For example, we can customize this screen to 
appear as follows: 
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To customize the splash screen, perform the following steps:  

1. Activate the system by double-clicking the system icon on your desktop, or by searching for the 

program ñEQUIENTRAMHA.EXEò and double-clicking it. 

2. Log in to the Show Management Administration Screen. 

3. To modify the splash screen, you will change the top three edit boxes:  

 

 

Modify show name  

Modify this line to change the show name information. This field appears on every screen in the system, and in 

the heading of every report. The show name can be up to 30 characters long.  

 

 

 

Modify lines 1 and 2 on splash screen  

Modify these two lines to change lines 1 and 2 on the splash screen. Each line can be up to 20 characters long. 

 

 

 

Type of show checkbox  

Make sure you have the type of show selected. 

 

 

 

Click this button to save and exit  

Once you are satisfied with the verbiage youôve added and the choices youôve made, click on this button at the 

bottom right side of the screen to save and exit.  
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Your changes have now been saved, and you are returned to the splash screen.  Since the system reads the 

show name and line values before it displays the screen, you must close out of the system and come back in 

before your changes will be in effect.  

 

5.1.1.3. Customizing Owner Accounting Data  
 

 
The owner accounting data is presented on the ñAccountingò tab of the owner screen (File-Owners), and when 
fully implemented, will look something like this:  
 

 

 

Simple fees  

Simple fees are one time charges for a single item.  For example, a sponsorship fee is a simple fee. There are 5 
simple fees that you can customize as you choose. 

 

 

 

Compound fees  

Compound fees are fees where one pays so much for so many items.  For example, if we have to indicate that 
an owner paid five entry fees of $35.00 each, we use a compound fee. There are 17 compound fees, but 8 of 

them are reserved for system use. 
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Checkboxes  

Checkboxes are simple yes/no indicators. You have up to 10 of these fields to customize as you choose.  

 

 

 

Database navigator  

For more information on using the database navigator click here. 

 
 

 

 

 

How to modify the accounting page  

To modify the accounting page (and the associated reports), log in to the Show Management Administration 

Screen. 

It should look like this:  
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Click the bottom middle button to display the accounting screen, and it should bring up the following screen:  
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"Reminder" checkboxes  

You can have up to 10 "reminder" checkboxes on the accounting screen.  To activate them, simply type in the  
description for the checkbox, such as "paperwork checked", "fees paid", etc.   If you do not wish to use a 

particular checkbox, simply leave it blank or "Not Defined'.  

 

 

 

Single fee boxes  

You can have up to 5 "single fee" boxes.  These would be used for things like sponsorships, advertising, etc.   

They are used to accept a single amount of money.   If you do not wish to use a particular single fee, simply 
leave it blank or "Not Defined'.  

 

 

 

Compound fee boxes  

There are 15 "compound" fees (fees where you have so many items at a fixed price), but some are reserved for 
various entries.  

  
Hover your mouse over the fields to see if they are supposed to be assigned a particular value.  The reserved 

fields are highlighted in yellow.   Examples would be various types of entries, stall fees, shavings, etc.  If you do 
not wish to use a particular fee, simply leave it blank or "Not Defined'.  

 

Please do NOT try to use the predefined fields for anything other than what they are labeled for. 
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Process updates Button  

Click this button to save your updates.  

 

 

 

Close/cancel Button  

Click this button to exit the screen.  

 

 

 

 

5.1.1.4. Using The Accounting Feature  
 

 

 

You have the option of maintaining all of the owner accounting information mentioned above manually, or 
having the system maintain it for you.  Maintaining it manually means that you enter the correct amount into 
the accounting fields defined above. This means, for example, that you would be responsible for entering the 
correct number of open entries into the  proper accounting field.  
 
To turn this on and off, log in to the Show Management Administration Screen and find the checkbox in the 

upper right hand corner that says "Use the system's built i n accounting feature" as follows:  
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Built - in accounting feature checkbox  

To enable the accounting feature to have the system do this maintenance for you, simply check this 
box. To turn off this option, uncheck this box.  

 
 

 

It works like this: When the ñuse the systemôs built-in accounting featureò checkbox is checked, some of the 

compound fee fields are reserved for the system as follows: 

1. Compound fee #1 is reserved for Open classes. 

2. Compound fee #2 is reserved for Amateur classes. 

3. Compound fee #3 is reserved for Youth classes. 

4. Compound fee #4 is reserved for COOL classes. 

5. Compound fee #5 is available for use. 

6. Compound fee #6 is reserved for Futurity.  

7. Compound fee #7 is reserved for one Futurity.  

8. Compound fee #8 is available for use. 

9. Compound fee #9 is available for use. 

10. Compound fee #10 is available for use. 

11. Compound fee #11 is reserved for  Gelding Incentive. 

12. Compound fee #12 is available for use. 

13. Compound fee #13 is available for use. 
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14. Compound fee #14 is available for use. 

15. Compound fee #15 is available for use. 

 

Whenever an entry into a class is made, the system looks at the class chosen, and determines which of the 

above criteria is met by inspecting the checkboxes, as shown below: 

 

 

Class selection checkboxes  

One of these checkboxes must be checked for the internal accounting to function properly.   If you add classes 
from the master class list, these checkboxes are already set.  If you add a class of your own, you will be forced 

to check on of the boxes. 

 

 

 

NOTE: It is not recommended to change your use of the internal accounting feature once you have started 

making entries. 

 

NOTE: If there are classes that you do not want to charge for (such as championship classes), be sure to 
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check the ñNo chargeò button on the class screen.  This will keep the class from getting charged even if you 

are using the internal accounting feature.  

 

 

5.1.1.5. Automatic Backup  
 

 
In addition to performing backups by using the ñBackup tablesò option under the ñToolsò menu, you can set 
the system to perform automatic backups.  This is particularly useful when making entries.  Automated 
backups run every 15 minutes. To enable the function, log in to the Show Management Administration Screen. 
 

 

 

Enable auto -backup checkbox  

Check this box to enable the automatic backup function.  

 
 

 

Specify number of backups to keep  

Enter a value here to specify how many backup copies should be maintained at one time. It is recommended 

that you keep at least 10 copies. You can keep up to 100 backups.  

 
 

 

Backups occur every 15 minutes, and are stored in a subfolder called ñSystem backupsò, which is found in 

your show program folder.   The files themselves are timestamped, and look like this:  ñaspcdata-07-09-2018 

16-18-06.mdbò. 

 

 

5.2. How Do I Enter My Classes?  
 

 

A database of office classes has been defined for the use of office staff, which corresponds to the classes in 
your show. These office classes already have all of the proper selections made, dropdown lists populated, etc.  
You may use any of these classes and assign them their own specific show class number.  To do this, proceed 
as follows: 
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1. Navigate to the class screen by choosing "Classes" under the "File" menu.  

 

 

First, click the plus to insert a new record  

For more information on using the database navigator click here. 

 

 

 

Second, enter your class number  

After you click the plus, enter your class number.  

 
 

 

Third, search for your office class number  

Click the "S" to the right of "Office class #" to search an office class. Enter the name of your class and then click 
"Select". 

 
 

 

 

5.3. Entering Your Classes From A Spreadsheet  
 

 
Version 6.4 introduced the capability of creating your class records from a spreadsheet, rather than having to 
type them all in.   To do this, click on the ñImport classes from spreadsheetò button in the toolbar on the Class 
Entry Screen (File-Classes). NOTE: Importing classes in this manner will overwrite any classes you 
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have already entered.  
 

 
 

 

Clicking the button will bring up a dialog box asking you to select your spreadsheet, as follows:  
















































































































