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Online Enrollment Manual (Team Manager only) 
*If there is any inconsistency or ambiguity between the English version and the Chinese version of this User Manual for 

Athlete, the Chinese version shall prevail. 

 

For manager who has not finish team manager registration, please refer to Online Registration 

Manual for Team Manager and complete the registration first 

For registered manager, please follow the step below for online enrollment 

I. Sign In 

Step 1 
Go to https://reg.hkdba.com.hk 

Then Login to system 

1.1 Select “Login as team manager” button 

1.2 Enter your “Team Manager ID” and “Password”    

1.3 Click “Submit” button  
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II. Application for Enrollment 

 

Step 2 
2.1 Click “Competition” & “Sign Up Competition” button 
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Step 3 
3.1 Select the race under “Events” (For example, Hong Kong International Dragon Boat Races 2017)  

3.2 Please click “Yes” if your team would like to reserve marquee 

** Due to space availability, marquees will be assigned on a first come first served basis and informed 

by organizer by email later 

3.3 Select “Add” for the Category you would like to apply 

 

  

3.1 
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3.4 Click “Add New Team” and then click “Submit” button after filling in your Team Name, press 

“Cancel” if any change 

** Application for enrollment will be sent to organizer after “submit” 

 

 

3.5 Once you submit the application, a pop up message will be shown as below, which mean we have 

received your application. 
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3.5 
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Step 4 
4.1 “Application Time” will be shown after submitted application for enrollment  

** Organizer will accept entries on first come, first served basis if the application exceed the quotas 

in each category  

4.2 Please click “Delete” if you would like cancel the team your enrolled 

** Application of the team for that Category will be cancelled and the latest application time will be 

updated f your team re-apply the category again. 

 

 

 

Your application has been completed!  

You will receive an email from organizer within 2 working days about the 

application status for different category, please settle payment if 

application succeed and complete step 5 
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Step 5 
Submission of Crew List 

5.1 Click “Add Team Member” to add team members into your crew list. 

 

 

  

5.1 



 

7 
 

5.2 If Team manager (who responsible for online enrollment) would like to update the information 
of team manager and coach (In case they have different team manager & coach for different category), 
please enter the updated information and click “Update” button. 
** Please input 0000 as passport No. if there are some passport with less than 4 or without numbers 
(ie: C4KHSPGAB). 
** Team manager can NOT be Drummer/ Helm/ Paddler for the same category 
 
5.3 If the team manager is unable to locate any team member in the list, which means: 
 The member has not finish athlete registration or his registration is invalid (Maybe expired) or 
 The member has not registered under your club/team. Please ask him to update his club 

information on his personal particular or 
 The team member does not meet the entry requirement of that race category. (e.g.: Age) or 
 The team member has already assigned by another team/club in the same category.  This race 

rules applied, “Each paddler cannot represent different teams (sub-teams under the same team 
name (Team A, Team B) are regarded as different teams) in the same category.” etc. 

 

5.3a Before filling in the crew list, please pay attention to the requirements for different category. 
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5.4  Select team members to different positions. Pick the team members on the team list, and then 
press the position respectively.  
**If the team manager is unable to select the team member to the specific position, which may mean: 
 
 The number of team members assigned reaches specific limits, e.g., the assigned male members 

reach the male paddlers limits in the Mixed category, therefore adding additional male paddlers 
to the crew list is not allowed 

 
5.5 Team member’s name will be shown on the table on the right-hand side.  For alteration, 
please click “x” on the right of the team member’s name and repeat the step 5.4 
 
5.6 Please click “Submit” button after you completed the crew list. If you want to re-enter the 
whole crew list, please click “Delete” button.  
 
**If the team manager is unable to submit, which may mean: 
 Drummer/ Helm is missed or the No. of Paddler is less than the minimum requirement 
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5.7 Once you submit the crew list, a pop up message as below will be shown. 

 

5.8 Submission time will be shown as below after you submit the crew list. 
 
5.9 Team manager can revise the crew list by clicking “Add Team Member” button before the 
submission deadline. 
 
5.10 Once the crew list confirmed, you may print it out for your reference. You may choose to print 
out all in once or choose the specific category. 

 

Submission of Crew List DONE! 
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