
AFFILIATE SHOW APPLICATION ONLINE 
 
This program has been designed to allow an AQHA Affiliate to submit their Show 
Applications online. 
 
NB: You only enter the approved AQHA classes into this program, as they are the only 
classes that are point scoring with the AQHA 
 
Once you have established a  “B”, “A” or “AA” show in the system, it gets easier as you can 
clone a show (see item 3. s) 
 
 
1. Your User name and password will be set up by the AQHA Office 

 
2. AQHA WEBSITE  

Open up and Click on  LOG IN  
a) The following appears on screen 

 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
 

b) When the next screen appears: 

  
c) The following screen will appear – CLICK ON CREATE NEW 

 

 
 



d) The following screen will appear – all fields MUST be COMPLETED 

 

 
 

 
 
 
 
 
 
 
 
 
 
 



e) Click on DETAILS tab at top of this screen  – ALL FIELDS MUST BE COMPLETED 
 
 

f)  Click on EVENT TAB at top of screen – this will appear 
 
 
 
 
 
 
 
 
 
 
 
 

g)  Adding events 
There are two parts to putting in your EVENTS (classes) 
 
First - there is the EVENT (CLASS) NAME -  eg. Western Pleasure, Trail  
 
Second -  the SUB CLASS NAME - this is the division/age groups eg. 7 to 18 years, Junior 
Horse,  
 
 
 
 
h) Click on ADD EVENT (THE BOTTOM ONE) as per below image 



 
 

 
 

 

i) The following screen appears  
 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 

j) Halter Code 390 was used to produce the following screen  
 

 
 

k) The following screen appears – we have used weanling gelding to produce the 
following screen MAKE SURE YOU USE THE SUB CLASSES on the listing sent to you 



 
 
 
 

l) See below how the sub class has been added to the screen 

 
 

 
To continue adding sub classes for Halter, just keep clicking on the + sign, find the sub 
classes, select them and continue till you finish your Halter classes NB Champion & Reserve 
are done separately. 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
 
 
 



 
 

m) STARTING ANOTHER EVENT (CLASS) 
Just click on ADD EVENT ( at bottom of screen) and start with next event (CLASS) and its sub 
classes. When all events are in the system the following is a sample of  what it looks like 
 

 
 

MAKE SURE YOU USE THE LIST SENT TO YOU FOR THE EVENT(CLASS) CODES AND THE SUB 
CLASSES THAT YOU HAVE TO USE IF YOU DON’T PUT IN THE CORRECT CODE – points may 
not be awarded 
 
n) Click on Sign Off tab at top of page and fill in the relevant details 
 

 
 
 

o) Click on CREATE APPLICATION at top of screen and the following screen appears and you 
can see that it has created a AQHA SHOW NO. 
 



 

 
 

p) Your application has been saved as a Draft 
You can go back and forth and check by clicking on Edit  
 NB: MAKE SURE AFTER ANY CHANGES YOU CLICK ON         SAVE 
 

q) When you have finalised everything     Click on Submit 
 
 
r) Credit card payment field will appear 
Fill in accordingly 
 
NB: On THE day that you submit your application for approval, make sure that you also 
email a copy of your full program and rules & regulations to the AQHA Office to  
joanne@aqha.com.au and the name of the JUDGE if they are an overseas judge 
 
You will receive an email from AQHA confirming or not confirming your show approval and 
letting you know if anything is incorrect. 
 
First time takes the longest, after the first one you can CLONE your previous show and just 
make changes accordingly. 
 
s) CLONING A SHOW 
 
Once you have established a show into the system, and it has been approved, you can clone 
a show so that all you will need to do is change: 
  
Date of Show 
Grade of Show (if necessary) clone a show that is of the same status 
Judges Name 
Any details that have changed and check the sign off details are still correct (changing 
date) 
Then check the Events tab (classes and sub classes) to make any changes if required. 
 
TO CLONE 
Click on SHOW APPLICATIONS 
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Find the Show you want to clone 
 
Click on DETAILS 
 
Click on the CLONE button top right of screen 
 
A box appears that asks if you want to clone the show 
 
Click on YES 
 
It may come up with a box that states WAIT or CANCEL just click on wait, it will eventually 
respond. 
 
Your show will appear 
Go into each TAB and change any details required 
TABS are  
Show Contacts 
Details 
Events 
Sign Off 
 
When finished click on CREATE APPLICATION 
 
The screen then goes back to a screen that lists all of your shows 
You will be able to find your show as it will not be approved as yet 
 
When ready, go into edit your show, everything good to go, then click on SUBMIT and pay 
by credit card. 
 
NB: On THE DAY that you submit your application for approval, make sure that you also 
email a copy of your full program and rules & regulations to the AQHA Office to  
joanne@aqha.com.au , and the name of the JUDGE if they are an overseas judge. 
 
Full Program – please make sure that you are advertising the correct information regarding 
your classes, for example people tend to just list Junior Youth and Senior Youth with no 
ages on the program. Keep a copy on file, if you are not changing the program that much 
except for dates, judges etc, then you will always have a copy on hand to send in. 
 
NB:  Rules and regulations 
Establish a set of rules and regulations to cover all your shows. This way you will have them 
on file to send in each time you apply online. 
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