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1. Executive Summary 

 

This document describes how use the Extranet web site (http://extranet.fim.ch) to manage licences, 

international events and continental championships. 

 

 

 

  

http://extranet.fim.ch/
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2. Connection 

In order to be able to use the Extranet web site, you first have to navigate with the preferred Internet 

browser (FireFox, Chrome, Internet Explorer, Safari, etc.) to the following address: 

http://extranet.fim.ch 

 

Figure 2-1 - Login 

 

If you are using it for the first time, please refer to § 2.1 - Registration. 

After that, whenever you use the Extranet website, you can connect with your e-mail address and the 

password you set initially. 

Note: If you have already used the previous version of Extranet (before 20 December, 2016) your account is 

still active (with the same e-mail address and the same password). 

If you forget your password, you can reset it with a simple procedure: 

1. Click on the “reset it” link on the login page 

2. In the next page, enter your e-mail address and click on “Send” 

3. You will receive an e-mail with a link which will let you set a new password. 

 

Figure 2-2 – Reset password 

http://extranet.fim.ch/
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2.1 Registration 

In order to gain access to the Extranet, you need to click on the “Register” link in the upper right part of the 

login webpage and fill in the form displayed. 

 

Figure 2-3 – Register 

Note: For now, the only available access type is “licences”, so there is no need to select anything else. 
 
Your request will be verified and validated by the FIM administration (together with the specified FMN) and 
afterwards you will receive an e-mail with a link which will allow you to set your password. 
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3. General Considerations 

3.1 Access 

The following table shows the rights you have 

If you are member of … you can … 

a FMN  manage the licences of your federation 

 manage international events for your federation 

 view the continental championships 

a CONU  manage the continental championships of your CONU 

 view the international events 

Table 3-1 – User Rights 

3.2 Navigation 

After login, you will see the main navigation window, as shown in the next image (please note that based on 

your rights, not all buttons will be visible). 

 

Figure 3-1 – Main page 

The header of the page provides several actions: 

- The “Go to” button allows you to choose the “application” you want to use, for example “Licence” for 

managing licences, “Race” for managing calendars (international events and continental 

championships, etc.). These are the same actions you see on the main page on the right half. Clicking 

this button will display a menu on the left side of the screen 

- The FIM logo allows you to come back to this page at any time 

- The language button allows to choose the language used (English or French) 

- The “My account” button allows to manage your information (preferred language and set a new 

password) 
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- Logout from the application 

 

The left part of the main page (“News”) shows the FIM Facebook page.  

 

Once an application is chosen, additional specific button(s) will be displayed close to the “Go to” button, with 

a context menu for the application, as shown in the next image: 

 

Figure 3-2 – Context menu 

3.3 Tables 

Each table display in the Extranet has a generic header, as shown in the next image: 

 

Figure 3-3 – Table header – Showing selection 

Initially, any table shows the first 20 elements of the entire list. The footer of the table shows a standard 

page navigation control: 

 

Figure 3-4 – Table footer – Page navigation control 

If you want to show all the available data, just press the  (“All”) button in the upper right corner. In this 

case, the table header will indicate that all items are displayed and the “All” button will be replaced with a 

new button  (“Page”) which will allow you to return to the previous display mode.  
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Figure 3-5 – Table header – Showing all items 

 

The other features of the table header are: 

- Refresh data with the  (“Refresh”) button 

- Export all the data with  (“Export CSV”) button. Please note that export will contain all the 

data, no matter whether the “Page” or “All” display mode is used. The exported file will be a CSV file 

with the same columns as the table (so it can be opened in Excel) 

- Sort the table based on one column data, available for all the columns with the title written in blue. 

Simply click on the column name to sort the column in ascending order and click again to sort it in 

descending order. The active sorting column has a small icon after the name showing the sorting order 

(like the column “Date”, sorted in descending order in the example in the Figure 3-3 – Table header – 

Showing selection) 

- Filter the table based on the values in one column. For some relevant columns, the tables allow you to 

filter the data either by typing several letters or digits or by choosing a value from a drop-down list 

(like the columns “Licence nb” and respectively “Status” in the example in the Figure 3-3 – Table 

header – Showing selection) 
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4. Manage Licences 

Note: Depending on your role, you may not have access to all functionalities described in this chapter. Please 

consult “Table 3-1 – User Rights” to check the rights. 

This application allows you to order and view rider licences, order and view endurance team licences and 

download documents related to the licences’ pricing and validity, as shown in the next image. 

 

Figure 4-1 – Manage licences 

These functions are described below. 

4.1 Order rider licences 

“Order a rider licence” is a process in 4 steps. 

4.1.1 Select rider 

The first step is to search for the rider, by last name and / first name in the list of all the riders, as shown in 

the next image. 

 

Figure 4-2 – Search rider 

IMPORTANT NOTE: The rider may not yet exist in the FIM database. ONLY AFTER SEARCHING for the rider, if the rider 

is not found, you can create the rider by pressing the button “Create a new rider”. Please make sure the rider 

is not there before using this feature. IF THE RIDER IS CREATED AGAIN (DUPLICATE), there are IMPORTANT CONSEQUENCES 

for the database: the racing history (licences, but possible also results) will be split and it will not be possible 

to have a complete overview. Also it will be more work for you to enter the rider information again. 
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4.1.2 Create / Update rider information 

When a rider is selected, the existing information is displayed and it can be updated if necessary. When a new 

rider is created, the same information should be entered. 

IMPORTANT NOTE: The last name and first name should be the OFFICIAL NAMES, AS STATED IN RIDER’S PASSPORT.  

 

 

Figure 4-3 – Create / update rider information 

4.1.3 Select the licences to order 

The next step is to select the licences to be ordered. They are grouped by commission, and for each 

commission the order is first the annual licences, then the one-event ones. The prices and championships 

validity is also displayed. 

Note 1: This list also contains the continental licences 

Note 2: It is possible to order as many annual and one-event licences as needed (including more one-event 

licences of the same type, by specifying the requested number of each licence). 
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Figure 4-4 – Select licences to order 

4.1.4 Finalise the process 

The final step gives an overall image of the ordered licences. For each licence you have the possibility to 

choose the language of the licence (by default, the selected language) 

For the annual licences, a list of compatible championships is displayed (but no action is required): 

 

Figure 4-5 – Annual licence confirmation 

For the one-event licences, you need to choose the event for which this licence is valid from the drop-down 

list (this list will contain only the compatible events): 
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Figure 4-6 – One-event licence confirmation 

As a final confirmation, you need to perform the following steps: 

- If the rider has many nationalities, select which one must be used for each ordered licence (one rider 

can have only one nationality per licence) 

- Check “I want to receive this licence in PDF by e-mail”. Please note that you can download each 

ordered licence from the overall licences page once you have finished the ordering process (see § 4.2 - 

View rider licences) 

- Check “We confirm we have read the FIM Sporting Code and we hereby agree to abide by the current 

FIM Regulations, especially by the article 70 about FIM Licences…” 

- Finally, click the button “Confirm order” 
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Figure 4-7 – Final confirmation 

4.2 View rider licences 

Here you have the possibility to see the rider licences (for your FMN) and download them (with the small 

“printer” icon on the right of each line). 

Cancelled licences are highlighted with a red background. 

 

Figure 4-8 – View rider licences 
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4.3 Order endurance team licences 

“Order endurance team licences” follows the same steps as the rider licence ordering, but there are some 

evident differences: 

- Step 1: Search for a team by name, not a rider 

- Step 2: Create the team or update team information. Only the name and the country of  the team are 

required. IMPORTANT NOTE: The team name on the licence is the OFFICIAL TEAM NAME and it will be used in 

ALL OFFICIAL DOCUMENTS (entry lists, results, classification) and by the timekeeper when DISPLAYING RESULTS 

- Step 3: Only endurance team licences are available 

- Step 4: No differences 

4.4 View endurance team licences 

Viewing endurance team licences is the same as viewing rider licences. 

4.5 Relevant documents 

In this section there are just two buttons: 

- “Licences Prices”, which allows you to download a PDF file containing all available types of licences 

with their price 

- “Validity Tables”, which allows you to download a PDF file containing, for each commission, a matrix 

showing the championships for which each licence type is accepted 

4.6 Other considerations 

In order to cancel a licence, please send an e-mail to licences@fim.ch or contact the FIM Administration at: 

+41 22 950 95 00 (Monday-Friday, 9-12am / 2-5pm – Central European Time) 

IMPORTANT NOTE: Any cancelled licence will be invoiced 10 Euros to the FMN. 

 
  

mailto:licences@fim.ch
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5. Manage Calendars (“Race”) 

Note: Based on your role, you may not have access to all functionalities described in this chapter. Please 

consult “Table 3-1 – User Rights” to check the rights. 

This application allows manage the international events and the continental championships, as shown in the 

next image. 

 

Figure 5-1 – Calendars 

5.1 International events 

The first page will show a list of all available “championships”: 

 

Figure 5-2 – Available international “championships” 
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You can select one of them in order to see the existing events and add a new event in that “championship”: 

 

Figure 5-3 – Existing events 

In order to add a meeting, simply click on “Add a meeting” button in the upper right part of the sc reen. In the 

next screen you will need to fill in some required information about the event: 
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Figure 5-4 – Create an event 

Please note that if the place does not yet exist in the FIM database, it is possible to create a new one by 

pressing the “New” button. You will be able to provide the required information in a small popup:  

 

Figure 5-5 – Create a new place 

At the end, please confirm the request concerning the FIM Sporting Code and create the event. 

Note: You need to add, update or cancel a meeting at least 10 days before its start date. Once this deadline 

has passed or if you encounter problems, feel free to send an e-mail to extranet@fim.ch or contact the FIM 

Administration at +41 22 950 95 00 (Monday-Friday, 9-12am / 2-5pm – Central European Time) 

5.2 Continental championships 

There is no difference when creating a continental championship meeting except that the initial shows the 

available continental championships instead of the international “championships”: 

mailto:extranet@fim.ch
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Figure 5-6 – Available continental championships 

 

 

 

- The End - 

 


