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INITIAL SETUP  
 
Start by making a copy of the blank original database and rename it to an easily identifiable name 
(the name of your contest for example) and keep the original blank database in a safe location.  
Always working from a copy will simplify setup for a new contest or contest phase (Prelim, Final) 
in the future.   

 
All the necessary controls for using the MSBA Scoring Database can be found in the floating 
toolbar pictured below.  
 
 
 
 
 
The toolbar may be docked / or undocked within Microsoft Access® by simply dragging the 
toolbar up to, or away from, the main toolbar located across the top of the screen.   
(Office 2007 users and above will find the toolbar located in the Add-In tab, you may want to 
minimize the Ribbon to gain additional space) 
 
 

CONTEST SETUP 
 
The ‘Contest Setup’ screen should open automatically on startup, or it can be selected in the 
toolbar. 
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CONTEST SETUP (Contined) 
 
The Contest Setup screen is largely self explanatory.  Enter the Contest Name as you would like 
it to appear on the reports along with the date and contest phase (Prelims, Finals, etc.). 
 
Schools are entered under the Band Information heading.  The Class field becomes a drop-
down when selected and all classes have been included in the list.  You may either type the class 
or select from the list. 
 
Performance Order is required for proper sorting on the Performance Order report which the 
judges will use to verify scores. 
 
Judge Names are entered in the Judge Information area.  The only editable field is Name.  The 
numeric Judge ID and Description are per MSBA regulations and cannot be changed. 
 
** NOTE ** 
 

Every Judge Name field must contain an entry to ensure proper operation.  
Unused fields should be marked as ‘N/A’ or with equivalent text. 

 

SCORING 
 
Once you have the first scoring sheet and are ready for data entry, click the Scoring icon on the 
toolbar to display the following screen: 
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SCORING (Continued) 
 
The form opens in a locked state which does not allow data entry.  This protects the user from 
inadvertently entering scores for the wrong band.  Select the appropriate school name from the 
Select Band drop-down box.   
 
For each scoring form, locate the correct category on the Scoring screen and verify the category 
name, Judge Number and Name before entering data.  Enter the scores in each category and 
have a scoring partner verify the scores entered.  Each area has been color coded to match the 
color of the scoring sheets for easy identification and entry. 
 
Each field on the Scoring screen contains a validation rule that will not accept inappropriate 
values.  (e.g.  the Repertoire field in Music General Effect 1 will only accept values between 0 and 
100.  The user is prompted with an error and required to correct the entry if the number entered 
falls outside the proper range.) 
 
Scores are saved into the database as they are entered and no special action is required once all 
scores have been entered.  Each area has been color coded to the same color as the scoring 
sheets for easy identification and entry. 
 
Select the next school name and enter data in the same manner throughout the contest. 
 
The ‘Include Scores in Results’ check box located in the upper right hand corner of the screen 
determines whether the scores for the currently selected school will be included in the ranking 
and displayed on reports.  This option is enabled by default.  In the event of an Exhibition band, 
the user may uncheck this option to exclude those scores from the ranking and reports. 
 
** NOTE ** 
 

If the user desires a set of reports with the Exhibition scores included, 
return to the Scoring screen and select the Exhibition school name.  
Check the ‘Include Scores In Results’ box then press the ‘Calculate 
Totals’ button.  Reports will now include the scores and ranking for the 
previously excluded band.  Reverse the procedure to remove a band from 
the reports. 

 

CALCULATE TOTALS 
 
After scores have been entered for 2 or more schools, the user may press the Calculate Totals 
button on the toolbar to rank the participants.  Calculate Totals may be run again at any time 
once data has been entered for at least 2 or more schools.  After running Calculate Totals the 
user may now open and view rankings in the Reports section. 
 

REPORTS 
 
A total of 5 reports are included and are automatically created once scores have been entered 
and calculated for 2 or more schools: 
 

 Results by Class, 

 Results by Performance Order, 

 Overall Ranking, 

 Ranking by Class, 

 and Awards 
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These reports are located in the Reports menu on the toolbar.  Click the Reports icon to display 
the list and select the desired report.  Reports will open in print preview mode and may be printed 
by clicking the File menu and selecting Print. 
 

 
BEST PRACTICES FOR PRELIMS & FINALS 
 
Some planning and setup prior to the start of the contest can save time and confusion between 
Prelims and Finals.   
 
For example, the user could begin by creating 2 copies of the original database, naming the first 
copy ‘Prelim’ and the second ‘Final’.  Contest information (Prelim or Final) would be entered into 
each respective database along with judge names and their captions for each phase of the 
contest.   
 
Using this method requires the user to only enter the school names into the ‘Finals’ copy after 
Prelims to be ready to begin recording scores. 
 
 

TIPS 
 
Navigation between the data fields in the Scoring screen can be accomplished by using the TAB 
key. 
 
Use scoring sheets from a previous contest and enter these into a test copy of the original 
database.  Practice entering scores, calculating totals, and printing reports.  It shouldn’t take more 
than a few minutes to become comfortable using the database, but avoid a ‘baptism by fire’ by 
learning how to use the system during an event. 
 
 
 
 
 
 
 
 
 
Microsoft and Access are either registered trademarks or trademarks of Microsoft Corporation in 
the United States and/or other countries. 
 
 
THIS SOFTWARE IS PROVIDED BY THE COPYRIGHT HOLDERS AND CONTRIBUTORS "AS 
IS" AND ANY EXPRESS OR IMPLIED WARRANTIES, INCLUDING, BUT NOT LIMITED TO, 
THE IMPLIED WARRANTIES OF MERCHANTABILITY AND FITNESS FOR A PARTICULAR 
PURPOSE ARE DISCLAIMED. IN NO EVENT SHALL THE COPYRIGHT OWNER OR 
CONTRIBUTORS BE LIABLE FOR ANY DIRECT, INDIRECT, INCIDENTAL, SPECIAL, 
EXEMPLARY, OR CONSEQUENTIAL DAMAGES (INCLUDING, BUT NOT LIMITED TO, 
PROCUREMENT OF SUBSTITUTE GOODS OR SERVICES; LOSS OF USE, DATA, OR 
PROFITS; OR BUSINESS INTERRUPTION) HOWEVER CAUSED AND ON ANY THEORY OF 
LIABILITY, WHETHER IN CONTRACT, STRICT LIABILITY, OR TORT (INCLUDING 
NEGLIGENCE OR OTHERWISE) ARISING IN ANY WAY OUT OF THE USE OF THIS 
SOFTWARE, EVEN IF ADVISED OF THE POSSIBILITY OF SUCH DAMAGE. 


