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ABOUT RUN MY FESTIVAL – PIANO ENTRIES 

 

Following successful trials over the last years, all our music sections have now adopted the online entry system called 
RunMyFestival (RMF).  You may find this user guide will help you enter the Piano Section.   

Please note: whilst RMF sometimes works on phones and tablets, it is designed for desktops/laptops - small 
screens make it confusing, needing repeated scrolling.  We couldn’t enter performers in a piano duet on a tablet! 

Before you start 

Please note the closing date for entries: 23:59hrs on 12th January 2024.   

If making several piano entries, you will find it easier to have this information before you start: 

• Dates of birth for all performers under 19 years of age 

• Details of pieces to be played (if known, otherwise see stage 4.d. below): 
o Piece(s) & composer(s) 
o Performance length (minutes & seconds) 

Steps to enter the Woodley Festival – Piano Section 

1. Registering with RMF 

If you are already registered with RMF for any festival, proceed to stage 2, “Logging in”.  Otherwise: 

a. Access the online entry system ‘RunMyFestival’ from www.woodleyfestival.org.uk. 

b. Click on Piano and select enter the Piano Section here. 

c. Enter your email address twice, as requested.  Then check your inbox (you may also need to check your spam 

folder) to complete the registration. 

2. Logging in 

a. Go to www.woodleyfestival.org.uk. 

b. Choose the Piano section on the Festival’s Home page. 

c. Click on Enter the Piano Section here. 

d. Scroll up to the Existing Users box & enter your RMF email ID & password. 

3. Creating an Entrants list 

a. Go to the top bar. 

b. Disregard the Accompanist tab – this is not relevant for the Piano classes.   

c. Enter details for each performer using the Entrants tab:  

It is recommended that you repeat the process below so that each performer and duet/trio/accompanying ensemble 

appear in your Entrants – My Individuals or Entrants – My Ensembles lists prior to allocating them to classes. 

o Select the pink Create a New Individual tab 

o Add the name and surname in the required fields 

o Save.  This individual will then appear in the Entrants – My Individuals list 

o Click on the name in the Entrants – My Individuals list if you need to correct the name 

o Save 

d. For duets, trios and accompanying classes: 

Each member of the duet/trio ensemble must already be in your Entrants – My Individuals list (see ‘c’ above), then: 

o Click on the orange Show My Ensembles tab 
o Select the Create a New Group With People tab 
o Ignore the Name box 
o Move chosen performers from the Available Individuals list to the Members of Ensemble list by: 

o dragging them from 1st list to the other (you may need to scroll down the 1st list), or 
o clicking the > button  

o Save.  Your ensemble will then appear as a group in the Entrants - My Ensembles list 
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4. Entering Performers into Classes 

a. Click the Enter button in the left-hand column of the Entrants – My Individuals list for the chosen performer, or 
Entrants – My Ensembles for duet, trio or accompanying classes. 

b. Either add the Class number in the Search box (e.g. P005) or choose Section and select Piano, then scroll 
through the list of Classes and choose the one you want. 

c. Click Add to Basket. 

d. Complete the relevant fields for the Class, noting the requirements in the Syllabus, including the date of birth for 
age restricted classes.  The details below are mandatory, however If the pieces are not known at this point, please 
select the maximum number of pieces allowed, and enter ‘TBC’ for the name and composer (see Note 1).  

o Number of pieces you intend to perform 

o For each piece: 

o click Provide Details, scroll up and enter: 

▪ Name & composer of piece 

▪ For duets and classes with a time limit of 6 minutes or more, the length of each piece 

(minutes and seconds are required) 

▪ Click Complete Piece Details 

o Repeat this process for any 2nd or 3rd piece 

o Below the pieces, you can enter a special scheduling request in the Additional Needs text box below 
Comments or Special Requests. Whilst we will try to accommodate timing requests in exceptional 
circumstances, they must be specified with reasons, e.g. ‘Not Sat 23rd – Bridesmaid!’.  We are unable to 
accommodate weekly lessons & group activities (see Note 2).   

e. Click Add to Basket and check that the counter by the basket icon on the right in the top bar increases by one 
before continuing with the next entry. 

f. Click Select Another Entrant to return to Entrants list, then repeat this process until all performers are allocated 
to Classes. 

5. Checking the Entries 

a. Click the basket icon on the right in the top bar. 

b. Check and correct the information on screen. 

c. If you are ready to proceed, click Checkout. if not……go to ‘d’ below. 

d. You may log out at this stage, as the entries are stored in your basket, and return to make changes and then 
submit entries up until the closing date of 12th January 2024. 

6. Checkout and Payment 

a. Tick the appropriate terms and conditions. 

b. Proceed to payment and choose method of payment.  Please note: you can pay (i) with YOUR OWN credit/debit 
card via our PayPal option which does NOT require a PayPal account, or (ii) directly through your PayPal account 
if you have one. 

c. Click Submit Entries. 

d. You will receive a copy of the entry form. 

 

If you need further help, please contact Juliet Bruce on juliet.bruce@ymail.com or 07789 817178. 

 

Notes: 

1. You will HAVE to add the name, composer and, where indicated, the length of each piece. Click on the blue link 
‘TBC’ in your list of Entries in RMF to make the update before the cut-off date of 17th February 2023.  

2. The Additional Needs box cannot be updated after checkout: any further request must be emailed to the 
Section Chairman before the closing date of 12th January 2024. 
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