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INTRODUCTION:

SCORES originally began during the summer of 2023 to replace SCA-rs and is a
Reservation platform managed by SCA Corporate for event reservations throughout the
year and covers all known World Kingdoms. It is a proposed time saving platform that
once an individual is familiar with the operation it will eliminate the populace in mailing
checks to the Reservationist, never knowing if the check arrived in the manner required
and it also eliminates many issues of, “I thought I had sent in a check” after the event
reservations are closed and feast reservations are sold out.

We will be providing you a snap-shot of how the SCORES system operates for those of
you that plan on submitting a bid for a event and we will walk you through specific
snafu’s (yes, that is a word), that can occur when setting up and managing a event until
the Reservations close. You will then be shown in a separate presentation on managing
the SCORES Gate Sheets and operating the Gate.

The Kingdom of Atlantia is extremely fortunate to have managed the first group of events
in the SCORES system and found that the system was workable and produced solid
results with a bit of manipulation when the Reservation System closed for an event. We
are still in communication in regards to Reservations where data does not come through
but I will show you a short cut on how to acquire information or if that is not available
how to prep your Gate Sheets to gather the information you require at the event.
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The Steps for obtaining the SCORES platform for your event:

1. Your event is Spiked on the Kingdom Calendar.
• Fill in the SCORES Application as presented.  
• Make sure to fill in the complete information for your event to include COMP’s on page 

three and include any event staff that will be COMP’d.  
• On page two top of page – Date to Open Event and Date to Close Event.  
• As a guide:  Five days before your event begins.  

• Be realistic and give your Reservationist and Gate Staff five days to format the Gate 
Sheets.  

• For larger events this is critical gate for printing.
• Obtain the signature of your Seneschal.
• Obtain a copy of your Financial Policies for your Kingdom, Barony or Canton.   

• If your exchequer is unsure of where to find your financial policy, then follow the 
following steps:

• https://atlantia.sca.org
• Top header: Offices
• Exchequer
• Look Left for the categories – Branch Policies
• If your Policy has been approved by the Kingdom Exchequer- you will find it there.

• This must be included with your SCORES Application along with a copy of your SPIKE.  
• Send the entire Financial Policy along with your application.
• You will then send this package to: events@sca.org and 

exchequer@officer.atlantia.sca.org
• The Kingdom Exchequer will approve your event to SCORES as long as all fiduciary and all 

Quarterly reports are filed when due.  
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The Authorization Request:
Your Event has been planned and your Event Budget approved by your Financial Committee, you have 
Spiked your event on the Kingdom Calendar and you will now prepare the Authorization Request to 
submit to the SCORES Deputy at Corporate.  This is a 4 page document of required information.
Link to this document:  SCORES AUTHORIZATION REQUEST
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https://www.dropbox.com/scl/fi/nh1vbue1eytkyyz5hjsqs/SCORES-AUTHORIZATION-USE-FORM-FILLABLE-07-09-23-Blank.pdf?rlkey=ny4vez94knwr40zttrp4yd1wa&dl=0


5



The Steps for obtaining and using the SCORES platform for your event- continued:

2. If your Event is approved, you will receive from Events a set of Hyperlinks with     
passwords with the example such as this:  (Example link only. Event is closed so 
link is dead)

• https://sca.app.neoncrm.com/np/admin/v2report/validFieldsOneClickResetList.do?searchType=0&co
nfigId=300148&viewReport=yes&orgCode=sca&outSideMd5Sum=cdf8b5c05f3ddc386df444591dda8
a14

• SSBB
• This is your password and should be the same password for site-feast-

lodging
• I highly recommend that you save this link and password to your Desktop to eliminate looking for

it at the last moment in your email.

• You will receive a link for site-feast-lodging and for events like War of the 
Wings – Land.  As a reservationist you will be busy. 

3. You will know your event is active as you shall start seeing reservation emails
coming to the email address you provided. As the reservationist I usually log
into SCA.org – Events and obtain the 1st or so reservations for the event so
I can review the CSV files and how the information shall be presented.

Continued
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3. The Reservation Email Example - Redacted

Example 1:  Please pay close attention to the Registration # upper right.  This will 
become very important if you have gate, feast and camping.

7



3. The Reservation Email Example - Redacted

Example #2 & #3- The payment methods

The PayPal shows Succeeded 
with no additional information
But reference #3 Shows a 
credit card transaction and the 
individual elected to cover the 
Registration Fees @ $.77.  this 
is a donation .  We usually 
track this donation amount for 
the Exchequers in doing their 
close out reports.  I will show 
you where I enter this 
information on the Gate 
Sheets.  It has its own small 
column.
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4.  The Live Link File you shall see when you log in to check your numbers:

This is an example of what you will see when you verify your current counts online through the SCORES System.  What 
does this tell you?  Remember when I told you that the Reservation number on the upper right side was very 
important?  You will see the correlating Site Fee # on Attendee #45783 as an example.  Yes you will be doing some very 
savvy EXCEL work when your event closes on SCORES.  This does not tell you that they paid $15.00 for Feast but it 
SUCCEEDED in processing.  This also shows you how the COMPS will show on your CSV File.  9



4. The Live Link File you shall see when you log in to check your numbers:
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5.  Analyzing the CSV Files on SCORES for your Event: 

5. The CSV File on the Live Link does not give you specific information.  Just generalities.
The specific event shown has a processing error – the first 60 registrants, myself    
included did not process with our membership numbers and expiration # which is
a necessity for the Gate to process.  All other entries to the conclusion did have 
the SCA name and membership #.  

Please remember. SCORES is still undergoing changes now that it covers the Knowne
World but it will have “glitches”. PayPal had them and SCA-rs had them. It just takes
a bit of savvy understanding and the ability to manipulate data to the final Gate
Sheets. We shall review the process used in bringing all sheets together to complete
a comprehensive and satisfactory GATE SHEET together.

6.  SCORES does not issue refunds

6. SCORES does not issue refunds back to the individual reservation.  Please do not 
inform individuals when they contact you as the Reservationist that this will be an 
option.  When you post your Refund Policy always remember the following.  Your 
event must make a profit for refunds to be issued per your Financial Policy.  

(Continued) 11



6.  SCORES does not issue refunds: (continued)

As stated:  SCORES does not issue refunds.  A populace member can just click cancel
But it will still be up to the Reservationist and Exchequer to make arrangements to 
issue a refund check to the member after the Event Report is submitted, the Gate 
Sheets are in hand and all NMR have been recognized and the NMR Report has been 
filed.  You have seen that there is a new guidelines on the filing of NMR Reports to 
Kingdom to issue payment to Corporate.  As an additional reminder, this fee covers 
the insurance for non-members to attend and enjoy being a part of the Dream we 
hold close to our hearts.  It is not just an additional fee that Corporate charges.  We 
can give you specific examples why your Non Member Fees and Waivers need to be 
at 100% in case of injury.  The NMR fee’s are a separate issue and will be addressed 
under the GATE.  
You will post your refund policy with your Financial Policy.  All refunds will be issued 
after the receipt of the Event Report, the NMR Report and all Waivers received, all 
receipts provided and the Cash Received Report balancing to the Gate Box.  

a.  Please email the Reservationist with your request for refund to include your 
Reservation number, and the return address you wish your refund sent to.   Yes, it is 
the reservationists responsibility to gather the information and forward to the 
Exchequer.   
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6. SCORES- does not issue refunds (continued)
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If you as a Reservationist are receiving checks from the populace, you can send a email 
to events@sca.org and send them a copy of the check and the membership name, SCA 
name and SCA membership number and these items will show up in your gate sheets 
and eliminate the need to add them at a later date. 

Expect REFUNDS.  In the events I have run in 2023/2024 –Refunds are inevitable and 
with SCORES I usually find them before the Individual does.  A husband registers for a 
husband and wife and then the wife registers for the husband and wife.  And then there 
are the standard life event cancellations.  

6a.  I have found a trick that helps the Reservationist whether Kingdom, Baronial or 
Canton be able to process refunds at the conclusion of the Event which can then be 
turned over to the Exchequer when all documents are in place to determine the 
fiduciary profit/loss of an event.

Take your Final Gate Sheet and copy over for a Refund sheet.  I always have a note 
column at the end of the entries and this is where the address is listed for the 
Reservation received and filed.  

7.  Now on to the Motherlode – bring all data together for a comprehensive Gate Sheet.

mailto:events@sca.org
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7.  Bringing all Data together for a Comprehensive Gate Sheet for the Event

First:  you will contact Events@sca.org and determine if your Event has closed 
successfully.  If there are still last minutes payments that have not cleared –Maestreas
Briana Morgan of the Valley will cancel these items.  They will show as Pending on your 
report, so expect their removal.  

Second:  You will go to your live feed and download your Event Site – Feast and Cabin 
details as shown above on page nine and page ten.

Third:  If you have received after the fact checks – then make the copies and redact the 
signature and account number – prep them for Deposit to the Kingdom, Barony or 
Canton account.  You can add these reservations at the end of the Gate Sheet before 
sorting and scan them for sending to the Exchequer for their Event Report.

At the top of each file you will see two tabs – 1 for Excel and 1 for CSV.  For those of you 
savvy Excel users – use the Excel button and download to the File you have established 
on your computer for the FINAL Sheets to populate.   Look at your Data if you have not 
done so recently.  Look for duplicates and errors and then the work begins.  

mailto:Events@sca.org
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8.  So how do you go from this to your Final Gate Sheet?

To this?..........................
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The Final Gate Sheet

1. You will see the Last name in color – that means they gated in and were on site
2. You will see lines bolded – that means they are Non-Members and Waivers are required
3. You will see some cells with bright yellow or blank- on the first draft of the Gate sheet – it means the data was 

missing
4. You will see they are in alphabetical order by the last name.  This is a Sort function in Excel 
5. You will see the Reservation Fee Colum for Donations
6. There is quite a bit of information on the Gate sheet with the exception of Personal Information
7. That ever important Registration ID Column helps you bring all sheets together.



17

The Final Gate Sheets

I have developed a relationship with my Printer in Sylva, NC who keeps my files on 
record so they can reproduce “Ledger” size Gate Sheets, and blank sheets for those 
who walk into the event and register.

Print Haus of Sylva, NC – Telephone # (828) 586-4287  (hours 9:00 am to 5:00pm)
The costs are more than acceptable and I usually donate these to the event.

I am uploading to the folder where the Authorization Request is being stored on the 
Kingdom Dropbox.

https://www.dropbox.com/scl/fi/zxh63v0xqscvt7eqf6ofb/Gate-to-Print-1.9.24-for-
upload-to-Dropbox-Empty.xlsx?rlkey=dtaabawnwpxog27gtki8u4irv&dl=0

You are free to use this file as a template.  

I bring back to your attention the filing of the Reservations that are emailed to your 
for each event.  If the information did not come through on SCORES, the information 
was on each reservation.  I just spent a few hours each day adding the information I 
desired on the Gate Sheet to help the Gate function at a premium.  

https://www.dropbox.com/scl/fi/zxh63v0xqscvt7eqf6ofb/Gate-to-Print-1.9.24-for-upload-to-Dropbox-Empty.xlsx?rlkey=dtaabawnwpxog27gtki8u4irv&dl=0
https://www.dropbox.com/scl/fi/zxh63v0xqscvt7eqf6ofb/Gate-to-Print-1.9.24-for-upload-to-Dropbox-Empty.xlsx?rlkey=dtaabawnwpxog27gtki8u4irv&dl=0
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In conclusion to this program:
1. The Office of the Exchequer at the Kingdom, Kingdom Deputy and Regionals are always 

there to assist you.  As one of the forerunners of SCORES to this Kingdom, I am always 
there to assist you. 

2. Do know that the SCORES staff at Corporate may only dialog with the Office of
of the Exchequer.   You can reach out to Events@sca.org with relevant 
information about your event by checks received, duplications (as this usually  
opens up feast space), or if you event is formally closed to download your forms.
Any other issues you may have please forward these to:  
Exchequer@officer.atlantia.sca.org and she will forward them to me to assist you 
with any issues you may be encountering.  
Do not be offended if Events does not respond to your inquiries as this is the 
Corporate email and she has an entire Knowne World to enter.

3. Be kind and proactive to your Gate Staff.  Be on standby in case your files are required to      
verify a reservation.  It happens, they get lost in the ether.  Communicate with your
Autocrat.  She should provide you with a copy of the Approved SCORES application and COI      
for the Event site to keep at Gate.

It is quite a bit of information to take in and we will probably expand this program based
on questions from the populace.  

In your service,
Mistress Adair of Makyswell, O.P.

mailto:Events@sca.org
mailto:Exchequer@officer.atlantia.sca.org
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Reference Materials:

SCORES Fee’s Charged for Each Event

∙   1% Flat Fee for use of SCORES ( Maximum to $400.00)
∙   2.9% plus $.30 cents per transaction via Visa, MasterCard and Discover
∙   3.9% plus $.30 cents per transaction via American Express
∙   1% plus $1.00 for E-Check 
∙   2.4% per transaction for PayPal

******************************************************************
We understand that this is quite a bit of information to take in, in such a short time. We
will most likely expand this program based on questions and commentary from the
attendees. Just know that once you become familiar with the system, it will be easier to
work with for future events.

In your service,
Lady Fjorleif in Ruada, Kingdom Exchequer and
Mistress Adair of Makyswell, OP, Kingdom Deputy
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