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PART 01 

 

APPLICATION 

 

ASCA family welcomes cordially new member and delegates! 
 
This guide describes the tasks of an ASCA delegate. 
 
Excerpt of ASCA constitution articles:  
 
• §1: Ordinary/ trial/ partial Membership may be accurate; 

 
• §2: The object of ASCA shall be to foster good relations 

among those employed in civil aviation by promoting and 
encouraging social, cultural, holiday and sporting relations 
between the staffs of airlines. 

If a request to join ASCA family exists, a application letter must 
be sent to ASCA chairman with following statements, signed by 
the company autority: 
 
1. the company name, country and ICAO codec (if avail.); 

 
2. the person name and surname, who shall act as ASCA 

delegate; 
 

3. on offical companies paper stating the acceptance of 
‘act as a ASCA delegate in the name of the company 

‘xxxx’; 
 

4. a list of sports, where the teams/ club is interested to 
participiate; 
 

5. a digital photo of the delegate to display it on homepage; 
 

6. delegate contact data like eMail, Phone for internal use 
only; 

  
After formal acceptance within EXCOM (and later finally 

acceptance during next AGM) a access to ASCA webpage will 
be issued by the information officer, the offical Introducion will 
sent to new member or delegate. 
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PART 02 

 

EXECUTION 

 

 

 

 

 

 

 

 

 

 

 

 

PART 03 

 

TASKS of  a 

DELEGATE 

 

ASCA information officer is responsible and has to do: 
  
• store and display new airline on homepage; 

 
• issue and sent new delegate/ teamcaptain login to 

homepage; 
 

• teach new delegate using online guidance or quick guide; 
 

• store application file on homepage 
 

• insert new delegate into ASCA eMail distribution list; 

 
• publish to delegates NEWS, QUESTIONS, PROBLEMs 

Excerpt of ASCA constitution §4: 
  
• representing their airline at the annual general meeting (§5);  

• keeping their airline clubs advised on all aspects of ASCA; 

• ensuring that the rules of ASCA are adhered to; 

• ensuring that the programme of competitions as agreed at the 

annual general meeting is adhered to; 

• organising competitions and communicating with other ASCA 

delegates where they are the host airline;  

• keeping event Secretary(ies) advised of all aspects of ASCA 

competitions that they are organising; 

• communicating with the host when their airline is the visiting team 

and keeping to the deadlines set by the host airline;  

• attending the Captain's meeting where their airline is the host 

where possible; 

• attending any competition where their airline is the host where 

possible; 

• advising the Event Secretary(ies) of the results of any competition 

of which their airline is the host by email or fax and entering the 

results on the homepage within 7 days of its completion; 

• ensuring the feedback on any competition / event, where their 

airline was participating; 

• if a delegate is indisposed, a deputy must be nominated and the 

EXCOM (§6) notfied immediately. 
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PART 04 

 

TASK of  a 

DELEGATE 

 

 

 

 

 

 

 

 

 

 

 

 

 

PART 05 

 

TASKS of  a 

DELEGATE 

 

A delegate is responsible for fill in/ keep up to date of own 
company data: 
 
- Basic data of member airline or company, 

 
- Name, email  and validity of own teamcaptains (contacts) 

 
- Sports offered list including responsible person(s) 

 
- For your own records, pls. review the display of trophy-holders 

to avoid wrong data. 
 

A delegate is responsible to prepair own events with ordering 
RIGHT IN TIME ASCA medals, flags, badges, trophies or caps, 
using the homepage built in order function (login to ASCA 
basic data required). 
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PART 06 

 

THE 

HOMEPAGE 

 

 

 

With effective date of this file, ASCA is using a modern and 

‘state of art’ web presence, hosted in country at Austria by 
Netstorage.at and programmed in free and modern CMS 
software ‘JOOMLA’. 
 
All ASCA organisation rules, confirmed sport rules, various 
requirements are published on different pages. History of 
collected data like ‘AGM – annual general meeting protocol’ 
or ‘trophy winners’ are available. 
 
Still under further development, a subsite displays the event 

calendar, where all past and future events are managed. 
Due the datasecurity, a valid personal acces for delegates 
and teamcaptains are necessary, issued by the infor-officer. 
 
A public display of the event calendar is also available. 
 
After  login with the own login data to subsite ‘event-
calendar’, the Llists and records for insert and update 
package data, teams, gamers, feedback are available. 
 

The host of an event (= delegates) is responsible to store all 
mandatory info for ASCA family into package record and 
publish it to all ASCA delegates. The delegates shall 
coordinate participianting with own clubs, may insert own 
clubs as status=interested and shall change before deadline 
the status to ‘entered’ or ‘cancelled’ – so the organicer has a 
good overview/ feeling, who.s coming! 
 
Due this ‘standard dataset’ (package record) no further 
inviting files in different styles are required! 

If there is a need to publish add.files like train plan, spec. 
advices, and more …, it is possible to store it, connected to 
the event package record. 
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PART 07 

 

THE 

HOMEPAGE 

___________ 

 

INTO 

the  

DEEP 

The login to ASCA basic data/ event calendar: 
 

After a successfull login the main menue will show up. 
 
The display of available functions depends on the access rights 
of each account. 
  
This is the current menue of delegates, defined rights are: 
 
High level:  Systemadministrator 
Med1 level: EXCOM 
Med2 level: Event manager (=delegates) 

Low level:  Team manager (=club captains) 
 
Security:  
for any reason we trace changes within our data and we can 
review any action. The executive commitee will be informed if 
problems occours for further desicions. 
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PART 08 

 

EVENT 

RECORD 

 

 

 

 

All events, inserted by the information officer, have a basic 
dataset, accessable with click on wording ‘update’: 
 
 
 
 
 
 
 
 

 
 
 
 
 
 
 
 
 
 

 
 
 
 
 
 
 
 
 
 

 
 
 
 
To publish various attachments ,a upload section can be used: 
A) For city-, trainmap or deep details to the event; 
B) Detailed results; 
C) Event performing (captains-) report (all in PDF format). 

 
Pls. note, that’s NOT necessary to create a invitation document  

due the fact, that all event data MUST BE STORED into event-
package-record (next page). 
 



Page 8 

12.11.2013 Information officer 

Erich Wagner 

AUSTRIAN AIRLINES 

PART 09 

 

EVENT 

PACKAGE 

RECORD 

 

To insert/ edit event basic data simply click in event display list 
on wording ‘YES’ or ‘NO’ for proceed save data: 
 
 
 
 
 
 
 
 
 
 

 
 
 
 
Store more information is necessary in various tabsheets 
(has to be filled out by the host !): 
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PART 10 

 

PUBLISH 

INFORMATION 

using 

‚MESSENGER‘ 

For any kind of publishing/ get in contact/ ... like  
• event package available 
• event package changes 
• reminder to insert/ update teams + participiants 
• ... more 
 
the bulit-in messenger can be used by everyone. It uses the 
basic data of registered and valid person-records. 
 
The most used function is ‘message to all delegates’, which 
is shown below: 
 

 
 
 
 
 
 
 
 
 
 

 
 
 
 
 
 
 
 
 
 

 
 
 
 
 
Pls. note that all messages are per default set as ‘BCC – blind 
carbon copy’ to avoid ‘reply to all’ – but you can set the  
marker to ‘NO’, if applicable. 
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PART 11 

 

AFTER a EVENT 

 

INSERT 

RESULTS 

 

 

 

 

 

 

 

 

 

 

PART 12 

 

AFTER a EVENT 

 

FEEBACK 

REQUIRED 

Every delegate is responsible to insert the results within 
moderate timeframe. 
 
 
 
 
 
 
 
 
 
 

IMPORTANT: without inserting at least place 1 – 3  we’r unable  
to set the ‘ASCA trophy winner’ .. no display of won trophies,  
no history available!  
See also page 7 for upload indeep result lists! 
 

Every delegates is responsible to force own teams to give a 
feedback.  
The feedback record is a standard question set, you can give  
a value from 0 to 100 percent. Marker ‚101‘ is used, if the 
question wasn‘t applicable.  
Inserting a feedback can be done in two ways: 
1. if in the team record a captain will be inserted, then he re-

ceives a link to insert his feedback (sent by the info.officer). 
2. it is always possible for delegates to insert feedback using 

her/ his own login to ASCA basic data. 
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PART ;-) 

 

 

some TIPS ... 

 

 

 

 

 

 

 

 

 

 

 

• try to communicate within ASCA as soon as possible to avoid 
misunderstandings, late infos, cancel, more ... 
 

• It is common practice, that every ‘AGM – annual general 
meeting’ the event-draw for next year will be defined. 
 
- due the experience of past years it is necessary to   
CONFIRM in December the performing of next years, own 
assigned events per eMail to the event secretary & info 
officer! 
 

• try to insert/ update inserted teams as early as possible to 

show the host, YES - WE’R COMMING ! 
(change the status of a team from 1st: interested to  
2nd confirmed or cancelled) 
 

• ASCA provides a (event- )‘captains meeting report’.  
It contains: 
- Every confirmed teams and members, 
- confirmation form (to be signed from teamcaptains), 
- last trophy holders, 
- event program overview, 

- available/ sport sub-divisions, 
- applicable ASCA sportrules, 
- excerpt of ASCA constitution. 
 
IMPORTANT: To avoid discussions lateron, pls. print and deliver 
this report, discuss all items at captains meeting and set signs 
of teamcatains. If it is necessary, you can upload/ display the 
report – see page 7/ event documentations. 
 

• More reports for your support are available: event overview, 

list of participiants, package data,  
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