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How do I log in to the site?

Go to the registration web site is at www.skillsusa-register.org and click the link to Login. Enter your login name,
which should be your email address, and password, then click Login. Of course, the first time you access the site,
you will not have a login account yet, and will need to create one for yourself. Once you’ve logged in, advisors

can ONLY enter and edit membership registrations for people from their school — they cannot see or edit

information from other schools. Only the State Director has the ability to see and edit information statewide.

School Advisors, Alumni & Existing Users

-

S
/",/.-./ Login to register SkillsUSA Members or to register for a Conference Event.

@

SkillsUSA Membership, C

Email address. |

Password:

Don't have a login yet? Click here to create a new login. Create Login

Forgot your password?

Email My Password I I Reset My Password I

How do I create a Login for myself?

T — " o
ce and Alumni Login

ionals NOT A i with a School

Join or Renew as an
independent professional member now

The first time you access the SkillsSUSA Registration web site, you will need to create a login for yourself. From
the Login Page, click the Create Login button. On the following page, follow along as a wizard prompts you to
select your state and school, and then supply a valid email address, provide a password of your choosing, and then
supply a personal question/answer for a password hint, in case you ever forget your password.

If yours is a 'split’ state, with separate Secondary and PostSecondary
SkillsUSA offices, be sure to select the correct state association record to
populate the appropriate list of available schools.

Create Login Wizard Step 1

—

Create New SkillsUSA Advisor Login

Use this form to create a new login to the SkillsUSA Registration Veb Site.
YYou will use this login information every time you access this web site. Your login id must be a valid, working email address.
1 Be suwre to select the correct division if you are in a
& Select Your State: split’ state.
<Choose State> -
— Can't find your school?  If you don't see your
2 school in this list, click here to complete an anling
_ﬂf' form to have your school created an the site.
Select Your School:
T Or you may email the National Office at rosters@skillsusa-register org for
assistance getting your school setup.
[ Next |
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Create Login Wizard Step 2
\_ - Create New SkillsUSA Advisor Login

Uze this form to create a new login to the SkillsUSA Registration Web Site.
You will use this login information ewvery tirme you access this web site. Your login id muost be a valid, working email address.

f Enter your email address:

Your Email Address will become your User ID for this system:
ks@uolathe.edu

= Provide and confirm a password:

Enter your desired password: sessnee

Confirm password: ey

Create Login Wizard Step 3
Create New SkillsUSA Advisor Login

i — i i — ||

Use this form to create a new login to the SkillsUSA Registration Web Site.
You will use this login information every time you access this web site. Your login id must be a valid, warking email address.

5& Supply Password Hint:

In case you forget your password, please select a "Secret Question” and provide an answer. This guestion and answer combination
will pravide a password hint in case you ever forget your password.

Choose a Cluestion: What city were you born in? A
Pravide an Answer: Olathe
Canfirm: ke@aolathe. edu

Olathe Morth High Schoal, Olathe

‘Previous: l [ Create Login ]

What if my school isn't listed?

The web site database is populated with all . Request New School for SkillsUSA Membership

the schools and training programs that were
active in the past year. If yours is a new
school, or you have not been active in a

Schoal Mame: Mewy Yyest Side Tech Center

Address 10 B0 Wyest Side Ave

number of years, then your school may not e

appear in the list. Please look very carefully oy (Qlisthe

for your school, checking for differences in sate: | KS -
spelling or abbreviation. Once you’re Zp 52322

certain your school does not exist in the Main Phone: - 408-902-8000

database, you can click the link on the very Fax

first page of the Create Login process to our Ful Name: _irnirmy Teacher

create your new school, and then fill out the our Email Address: jimmy.teacher@olathesmail.edu
information in the form as shown below. our Phone Number: | 408-413-1212 |

Once you complete this form, the National
Office Staff will verify your school
InfOI’matIOI’I and then approve the SChOOI o) te and subrnit this form, the National SkillsUSA Office will be notified of your request. They will verify vour Information, approve the

Reguest School Setup ]

w contact you viag phoke or emall when the school setup §s complete. At that point you will be able to create your lagin to the site.
you can create your login.
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Remember — submitting a request for a new school notifies the National
Office Membership Staff that you want your school approved — it can take
up to 48 hours for the National Office staff to verify and approve your
school. Please wait for an approval email before trying to create your
login again.

Ok — I got logged in. Now how does the system work?
Once you are logged into the system, there is a menu bar at the top of the page with common functions you will
need to use. The Membership menu contains items related to registering your SkillsSUSA members, while the
Conference menu contains items related to registering for a competition or leadership event or Conference. Using
the Membership system is described below, while the Conference Registration system is described in more detail

starting on page 13.

The main “landing page” of the site shown below illustrates the top level menu, a brief snapshot of your
Membership statistics so far on the left side and Conference statistics on the right.

What does Submitted and NOT Submitted mean?
Notice in the sample screen shot below that this School has 33 Submitted Members and 68 individuals
who have been keyed into the site but who have not yet officially “joined” SkillsUSA. As you enter
students and professionals they are saved on the site, but don’t actually “join” until you are ready to
submit an entire training program. See more information on the Membership Submit process below.

SlallsUSA .

7

cs@monrog
Welcome to SkillsUSAI Submit your Membership by Oct 15 for maximum benefits!

v
' A
L 2 N
Conference
Membership -
Membership Snapshot For Conference Snapshot For
C S Monroe Technology Center (RegiDist: 2) C S Monroe Technology Center (RegiDist: 2)
3
Event %] Count g
Northern Virginia Regional Skills Conference 16
Virginia State Skills Conference 48
N NOT Submitted SkillsUSA National Leadership Skills Conference 9

Submitted
Washington Leadership Training Institute
* Unsubmitted Members have been entered onto the site but NOT YET SUBMITTED to
the National Office, and therefore are not considered SkilsUSA Members and are not
eligible to compete.

Chapter Excellence Program

Membership Registration
Completing your Rosters online is simple — just follow these three basic steps:

1. Create as many Training Programs as you need — these are the classes your students are enrolled in.
2. Enter details about each individual student and professional who wants to join SkillsUSA.

3. Submit each Training Program to officially send the data to the National Office and generate an
invoice.
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Adding Members e

Welcome to SHER=LIR=T R EE

Either click the Membership icon / link on the main landing page, or School-Wide Invoice (PDF)
use the Membership Menu and click “Add/Edit Members” to begin Set School-Wide PO#
entering your training programs and new members. w Member Search

Check for Duplicates

Membership Upload Membership File
)mbership Snapshot For

Export Member List
Technology Center (Reg/Di port Member Lis

Chapter Excellence Progra

Step 1: Create / Verify Training Programs a .

Assuming your school has had SkillsSUSA members in years past, you will see a table of all the Training Programs, or
classes, that your school has joined before. You can add individual students and professionals into any of these
existing Training Programs, or add new Training Programs.

SkillsUS\ > > >

Step 1. Edit Training Programs

= Eo hTAMIAT T / ] LR OTTTIDIC TN /

cs@monroe.edu

C S Monroe Technology Center - Leesburg (Dist: 2) -

Below are the Training Programs, or Classes, we have on file for your School. For each Training Program, this table lists the
current Advisor and a count of any existing Student or Professional Members entered so far.

Watch
- ' Video
To add a new Training Program, click here: | Add Training Program -

To change the Advisor name or details about any Training Program, click 'Edit' on the desired row.
To review. add or change Members in any Training Program, click 'Members' on the desired row.

WB'WB'%E\_wa_%B%@ﬂ

Join

) EDIT/Delete  Invoices | 1D

Agricultural Mechanics Fred Farmer 0 0 8 Members Join Now Edit | Delete (1""0'065] 85202
Animal Sciences Ben Kline o] o 4 Members Join Now Edit | Delete E Invoices } 85203
Auto Service Technology Bill Mallek 0 0 8 Members Join Now Edit | Delete FInvoices? 14797
Carpentry Andrew Jacksor 10 1 o Members Join Now Edit | Delete @ 14798
Collision Repair Technology Louis Upson o] o 5 Members Join Now Edit | Delete F1"V0i0651 14796

In this example, the school already has several Training Programs with SkillsSUSA members in years past. If the
school is adding a new Esthetics program this year, click the “Add Training Program” button, or click “Add New” at
the bottom of the table, which will display the following pop-up form for entering details about the new Training
Program (in this screen shot, we have already filled in the appropriate information for the new Esthetics class).

3 Program, click here: [ Add Training Programﬁ
o Nam : = :

nge N Add / Edit Training Program ‘3

-' g
Training Program [ Esthetics | +1

ics el
Advisor First _Janice - .

ology Advisor Last [_Waterson _] ol
Email [ jwaterson@csmonroe.edu ] el

hnoled  pivision [Hich School +1 el

ng (C] el

l Save ] l Cancel ]
ay el
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After saving the new Esthetics Training Program, it will be available for editing or for adding members to. Just keep
adding Training Programs in this manner until all the SkillSUSA classes you wish to join are entered onto the site and
visible in this table — then you’re ready for step 2!

Step 2: Enter Individual Information on Students and Advisors

To enter all the Esthetics student and professional members, click the “Members” link on that row in the
table, which will display the following page with an empty table of individuals.

SkillsUS\ » > >

Step 1. Back To Training Programs Step 2. Edit Members M/

Esthetics (Janice Waterson - C 8 Monroe Technology Center)

The grid below contains all the members entered so far for this Training Program. If there is no Submit Date shown, those Members have not yet been submitted fo the
National Office.

To add new members, click 'Add New' at the bottom of the table or click here: | Add Member

First & lLast & Gradugy  Gendeg  Stud/Pry  Divisiong  Joined & e ERIE
There are no records available.

Records per page: |50 (3] Add New - Records: O - 0 of O - Pages: 1

To re-register members from last year's archive click here: | Restore Members From Last Year

Price Quote for this Training Program of members still needing to JOIN:

Click the “Add Member” button, or use the “Add New” link in the table footer to start entering individuals using the

pop-up

form shown below. SkillsUSA strongly recommends that the Advisor (Janice Waterson in this example) be

entered as a Professional, so she joins SkillsUSA along with the students. It is important to remember that in order for
Janice to actually JOIN SkillsUSA, she needs to be entered as a Professional — just entering her name on the Training

Program as the Advisor does NOT join her as a member. Below, in the left-hand screen shot, we’ve entered Ann as a
Professional Member. The right-hand screen shot shows one of the student members, Wendy Hines, being entered.

First

| Janice | Email | iwaterson@csmonroe.edu

Last | Waterson | Add. 1 | 715 Childrens Center Road Soui
Birth Date | Add. 2 [
Gender | Female | ¥ City | Leesburg
First | Wendy | Email |
Division | High School | ¥l State | VA
Last | Hines | Add. 1 |40
Type | Professional | ¥l Iip | 20175 |
Birth Date |6/12/1993 Add. 2 |
Grad Year (O Home # | |
Gend Femal ¥ Ci P
Ethnicity |7 ¥ ‘Work # | 703-565-5699 | ender = = ity =
Joined Division | High School e ) State |va
Type | Student |¥| Zip | 20:
Save Cancel Grad Year |2017 Home # Il
| Ethnicity |2 ¥ Work # |

As you add individuals, this pop-up will automatically default to the School address, to save you time in
doing data entry. However, if you actually enter each student’s home address, then registering these
students for any Conference event on the site is much easier, since the site will automatically carry over the
home address. If you just leave the school address, then when registering for a Conference event, no address
details will be copied over at all and you will need to enter the home address then.
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Restoring Members From Last Year

At the beginning of each school year, all the STUDENT Membership details from the prior year are “archived” on the
web site — this is to prevent schools from accidentally re-registering a bunch of students that graduated during the next
school year. Professionals are NOT archived — they stay listed in the Membership Roster year over year until someone
manually removes them. In many cases you will have some Students from the year before come back and want to join
SkillsUSA again the next year. You can use the “Restore Members From Last Year” button to bring them back
without re-typing all the details. On this page, click the check box in the first column to indicate which individuals are
coming back and then click the “Restore Selected Members” button to copy their information for the current year.

LTI TR IRAG T, ST RIPG T WL, R VLR e BRI B R T LT D I 13 PRI, TR B LI RS § DUl S T LS Bl DU FHE Y SO LI W Sy Wi u

column headings to sort the list by the desired column. When you are finished, click "Return to Training Program"”.

| Restore Selected Individuals | | Return to Training Program | Show All Training Programs?
Member Last Member First Grad Yr Last Joined Program - Type Advisor
Barton Zach 2016 11/13/14 Carpentry Stud. Morgan
Bryant Jacob 2016 11/13/14 Carpentry Stud. Morgan
Cardwell Chad 2016 11/13/14 Carpentry Stud. Morgan
Craft Caleb 2015 11/13/14 Carpentry Stud. Morgan
Fifer Josh 2015 11/13/14 Carpentry Stud. Morgan
Fisher Paris 2015 11/13/14 Carpentry Stud. Morgan
Giles Shawn 2016 11/13/14 Carpentry Stud. Morgan
Holt Coty 2016 11/13/14 Carpentry Stud. Morgan
. At mnE T — crod S

By default this Restore Members page only shows Students from the Training Program you are currently
working on, making it easy to restore students into the same program they were in last year. However you
can click the “Show All Training Programs” check-box to show ALL former students from all the Training
Programs at the school, and thus restore a student who was in the Auto Refinishing Program last year into
the Auto Service Tech program this year, for example.

Step 3: Join!

Once all the individuals have been keyed in, you’re ready to submit the Training Program. If you are still editing the
list of Members, you can click the “Step 3. Click to Join” image/button on top; if you’ve gone back on the list of
Training Programs, click the “Join Now” link on the desired row to join all the students and professionals in one
Training Program.

SkillsUS\ > . .

Step 1. Back To Training Programs Step 2. Edit Members M/

Collision Repair Technology (Louis Upson - C 8 Monroe Technology Center)

The grid below contains all the members entered so far for this Training Program. If there is no Submit Date shown, those Members have not yet been submitted to the
MNational Office.

To add new members, click ‘Add Mew' at the bottom of the table or click here: | Add Member

First & kast & Gradug  Gendey  Stud/Prig  Divisionj — Joined & EDIT
Warren Hantz 0 M =} o} Edit | Delete
Jim Joggs M = s Edit | Delete

You will be presented with a verification screen like the one below, which summarizes the information on the Training
Program you are about to join.
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SkallsUSA & - :

Step 1. Back To Training Programs Step 2. Back To Edit Members Step 3. Accept Below and Click to Join|

This Advisor does NOT appear to be joining as a Professional Member on this, or any other Training Program for this School. While this is technically
acceptable, we strongly encourage all Advisors to register as Professional Members in order to gain all the benefits of Membership.

No exact duplicates found!

C S Monroe Technology Center Leesburg VA
Collision Repair Technology

Louis Upson

Please verify Advisor's Email. |Louis.Upson@leesburg.ki2.va.us
- FLI

EASE verify that this is 8 working email address!

Please Verify Accounts Payable Email Address to Send Invoice To:  accountspayable@leescounty.org

Professionals Joining With This Training Program Member Counts & Fees
Louis Upwright Collision Repair Technology Professional Secondary 1 $18.50
Student Secondary 6 $75.00

$93.50
Upon joining, an invoice for this amount will be generated and emailed to you.

Choose method of payment: Are 100% of the students in this Training Program joining SkillsUSA?
Check @ Purchase Order Credit Card Yes No
PO Number (required):

To join these individuals, click "Join Now" below and to the right.
Once you click "Join Now", no drops
or substitutions can be made and payment is guaranteed.

Accept by Checking: | accept responsibility to pay the invoice generated
Cancel Join Now

This summary page is full of information, including a summary of the fees anticipated for the Training Program, a list
of any potential duplicate members (in case you accidentally entered one student or professional into TWO Training

Programs at the same school), and whether or not the Advisor is joining as a Professional Member. You need to

indicate how the invoice will be paid, and check the “Accept Responsibility” box indicating you accept responsibility
for the invoice generated, and then click the “Join Now” button. (If your school has a Total Participation Plan in effect

with the National Office, you will not see the payment options.)

When you click the “Join Button”, several important things happen:

1. All the individual students and professionals in this Training Program become official SkillsUSA members
and this list (or roster) is submitted to the National Membership Office. These members will now begin to
receive all the material and benefits of being associated with SkillsUSA and are eligible to compete in District,
Regional and National Conferences.

Unless the school has a campus-wide or Total Participation agreement, an individual invoice is generated for
this Training Program, as seen below. This invoice is due and payable immediately — a copy will be emailed
to you automatically, and it is your responsibility to submit the invoice to your accounting or administrative
office for processing, or to pay it yourself online with a credit card.

Since SkillsUSA does not allow drops or substitutions once a Training Program has joined, all these Members
also become “read only” on the site — meaning you can no longer go into each individual to change the name
or date of birth or anything.

The Training Program, and each individual, are stamped with a “Join Date” which indicates the date on which
they became official SkillsSUSA members. This date can be important for competition eligibility, and you can
see it on both the Training Program and Member tables on the site.

That’s it! Once you’ve completed these three steps, your SkillSUSA membership is complete.
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Frequently Asked Questions About Membership

What If We Have a New Advisor This Year - Should We Create a New Training

Program?
If you had one Advisor in charge of a Training Program last year, and this year you have a new or different teacher
in charge, you DO NOT need to create a new Section. You can just change the Advisor Name and Email address
on the Training Program Details page for that particular class. The only time you should create a NEW Training
Program is if you decide to offer another class in one particular Training Program, and each Class wants to have
it’s own SkillsUSA Section. But in general, if your school typically has one Carpentry class each year, for
example, then you can just use that same Carpentry Section each year online, regardless of who the teacher or
Advisor is for that year.

Just click the “Edit” link on the row of the Training Program you need to adjust:

To add a new Training Program, click here: | Add Training Program

To change the Advisor name or details about any Training Program, click 'Edit' on the desired row.
To review, add or change Members in any Training Program, click 'Members' on the desired row.

- . Student Profess MNOT Yet View Click Tc,
Training Program Advisor ] " . EDIT/Delete
= G | Member: Membet Joined & Mambers Join d -
Agricultural Mechanics Fred Farmer 1] 1] 8 Members Join Now it | Delete ' I
Animal Sciences Ben Kline 1] 1] 4 Members Join Now Edit | Delete F_Il
Auto Service Technology o let 1
1o SEervice TEEhneleay | agq | Edit Training Program (% Jl f
Carpentry elete f_ll
Caollision Repair Technolog| Elete F I
Computer Networking (CI Training Program | animal Sciences | +1 Elete rll
Computer Technology Advisor First ["Ben elete '_II
Cosmetology ) = Elete h
< Advisor Last | kline F:
Custodial Services Elete F I
Email | dkline@gmail.com
Engineering Related Techn elete f_ll
. Division | High Schoal + —

Esthetics = | Elete fFu
Fireman Training Save Cancel Elete rll
Forestry Elete '_Il
Graphic Communications elete f_ll

How Can I Get a Copy of the Invoice Showing My Total Dues?
Once you have Submitted each Training Program, the invoice automatically pops up in it’s own window, and a
PDF copy is also emailed to both your email address (as the user who submitted it) and to the Accounts Payuable
email address you confirm on the Verify Submission page. However, at any point you can go back and review
your invoices (even from years past) and reprint them. Just click the Invoices button on the Training Program row
you want, and then click the hyperlinked Invoice Number. You can even pay the open invoice by credit card
directly from this page.

Computer Networking (CISCO) Randy King 0 1] 9 Members Join Now Edit | Delete rIHVDiCSSW_ 21770
Computer Technalogy Lorna Gardner 0 0 7 Members Join Now | Edit | Delete Finvoices | 65168
Cosmetology Dee Edmonds 4 1 o Members Join Now Edit | Delete rlﬂVDiCESj 14805
Custodial Services Radna Hoodmar 4] 1] 5 Members Join Now Edit | Delete ’_1”\"0'0351_ 85239
Engineering Related Technology Richard Sarr 0 1] 5 Members Join Now Edit | Deletes II'IVDiCBSqi 19275
Esthetics Janice Watersor 8 1 V] Members Join Now Edit | Delete [Invoicesj 85310
Fireman Training Sandra Sokol voices for s irananT P ronam 0 iceﬂ 73429
Forestry Grey Walker i 35-1 85246
Graphic Communications Pam Smith daidicey s c— s —— — |c:esq_ 14802
HVACR (Heat-Vent-A/C-Refrig) Marty Park mﬁ‘ et Ml GEHEY Pay Now icaﬂ_ 14795
ICT/OWE/DCF/COOP Waaner Grier . icesj 20477
Law Enforcement Brad Romanoff |0351 17071
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Can I Pay Membership Dues By Credit Card?
In order to submit a Roster to the National Office, you must supply either a PO Number, Check Number, or pay by
Credit Card. If you want to pay with a school or personal credit card (VISA or MasterCard), then run the Invoice
(as shown above) for whichever

invoice you wish_ to pay, _and click ?ﬂ:gfﬁus;\w INVOICE
the Pay By C_l’edlt_ Card ||_nk at the = |_eesburgyI VA 20176 5494 Date: 09/27/2015  Invoice #: M103810
center of the invoice. This SkillsUS )\ | (800 355-8422 fax: (703) 777-1308 Chapter ID: 4298
: h "X o www.skillsusa.org -

p(;?jcfss V\:III take you :hrough two Federal Tax ID: 52-0812433 Amount Due: $118.50
additional pages, one to State ID:
summarize the roster you are Ship To:
going to pay for, and allow you to  sula Underson Walggson. Jagice

- . e
supply card holder information, w st
and then one further, SSL-Secured esburg. VA 20175 Leeshurg, VA 20175

screen hosted by the credit card
processor for SkillsSUSA where
you supply your actual VISA or

MasterCard information. Advisor: Waterson, Janice Training Program: Esthetics
I PO Number: CHECK

= T
Click Here to Pav By Credit Card VISA - |
[ ——

'ment is expected within 30 days of this invoice. If payment is not received, your student(s) may not be eligible for
onal, state, and naticnal activities including officer candidacy, competition, voting delegates, etc. Please allow 3-5
king days for payment (credit card or check) to appear on invoice. If you have any questions, please call the
nbership department at 800-355-8422.

How Do I Delete One or Two Students or Professionals?
As long as the members have not been submitted, you can delete one or more members from the Edit Members
page — just click the Delete link on the far right next to any unsubmitted individual, then confirm your choice.

Are you sure you want to delete William Baker?

[ OK * Cancel

How Can I Find a Member — I Forgot Which Training Program I Put Her In?
Especially with Advisors and other Professional Members, it’s easy to lose track of which Training Program you
put them in. For example, if Anne Winters teaches several of your classes, and is listed as the Advisor on multiple
Training Programs, you only want to enter her as a Professional Member in ONE of them— but you may forget
which one you entered her into. There is a Member Search function available on the Membership menu that
automatically scans through all your Training Programs and shows you where a member is located. Enter any
portion of the member’s first or last name, and click Search to have the system look through the entire School for
any matching member names.

How Can I Determine Whether I Entered a Member Twice?
We’ve seen a number of Schools where the Advisor gets entered as a Member in multiple Sections — which means
that one person is being charged multiple dues fees. Remember that a teacher can be the Advisor listed on many
different Training Programs, but only needs to be listed as a Professional Member in ONE Training Program
(and it makes no difference which one). Before you submit a Roster to the National Office, it’s a good idea to run
the “Check For Dupes” report available on the Membership menu to see if you may have entered the same member
more than once. This process does a simple First/Last name match across all your members for the entire school,
S0 it is possible to see two people listed on this report if they have a common name. For example, if you have two
male students in your school, both named John Smith, and they are both SkillsSUSA members, in different Training
Programs, then this report would show them both, but that is not a problem, since they really are two different
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students. However, if Anne Winters is the Advisor of Cosmetology and Nail Care both, and you accidentally
entered her as a Professional member in BOTH Training Programs, that would be a problem, because it’s the same
person registered twice (thus paying membership dues twice). This report helps point out this kind of problem.
(This “check for duplicates” process automatically happens when you submit each training program, and the
Verify Submission page lists any potential duplicates.)

How Do I Change My School Address?
The Registration web site will only allow Advisors to edit / change the Billing Address for your school. You can
access this page from the Membership menu by choosing Edit Billing Address. If the actual physical address of
your school has changed, you will need to contact the National Office by emailing info@skillsusa-register.org or
by phone at (800) 355-8422.

SkallsUS\
Edit School Billing Information

Save Cancel

Here you can edit the Billing information for your school, and adjust several items, such as any State-assigned School ID, and you can set a School-\\
Mumber (which would be applied to every Section under your School). If you need to adjust your main School Address or Name, you must email the N:

info@skillsusa-register.org

State Assigned School ID: School District or County:
Loudoun County
Billing Information SCHOOL-WIDE PO Number: |VA-2850 Update PO
Billing Office- Maonroe Technology Area Office

Billing Contact: Ursula Underson

Billing Email: ursula@monrotech.org

Billing Add. 1 715 Chidrens Center Road, SW

Billing Add. 2:

Billing City: Leesburg

State: VA Zip Code: 20175

Billing Phone: 703-771-1111 Billing Fax: 703-565-5555

Information below this point can only be edited by the National Office. Please email info@skillsusa-register.org for changes.

C S Monroe Technology Center

School Name:
Type: AVTS/IVS/AVCIVT Join Type: | Roster District/Region #: 2
- Division:
Siate Assoc.: VA
Secondary
Address 1 715 Chidrens Center Road Southwest

Addrace -

How Can I Get a Complete School Summary Invoice?
In addition to running invoices for each individual Training Program, the web site allows you to generate a School
Summary/Invoice that summarizes the members and dues amounts for the entire school. This is especially useful
if your school intends to submit one consolidated check for all the various SkillsSUSA Sections in the entire school.

To access the school summary/invoice, use the Membership menu to access School-Wide Invoice (PDF). You
can also click the “School-Wide Invoice” button at the bottom, of the list of Training Programs to generate a non-
PDF quick version of the invoice.
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Can I Submit One Training Program Multiple Times, for example, Fall and Spring?
Many schools want to join a “Fall Roster” of students that start a technical program in September, then join
another batch of students once the Spring Semester gets underway. This is completely fine — you can add more
students at any time, and each time you go through the “Join” process to submit the Training Program, only the
NEW members (who have not already been joined previously) are submitted. You just end up with multiple
invoices — one for each batch of joined members.

Is There a Way to Export Membership to Excel?
On the Membership menu there is an option to “Export Membership”, which will export all of your current
membership details from the site into an Excel document in a new browser window.

Can I Upload All My Members Using An Excel Template?
If you have less than 25 members to join SkillsUSA, you should just manually enter each member onto the
Membership site using the instructions above. However if you have a larger list of members, you might prefer to
create an Excel file of all your members and have that file uploaded to the SkillsUSA Membership site. This is
especially true if your school system has an existing database system that makes it easy to export and manipulate
Excel files of student information. There are detailed instructions on the website for how to configure your
Training Programs in preparation for the Excel Upload feature, along with a training video you can watch to see
how the process works. You can find those instructions (summarized below) on the site under Membership >
Upload Membership File.

1. Make sure your Training Programs are all created on the site. Use Membership - Add/Edit Members on
the menu, and ensure that all your Training Programs are created there. Also, it’s easiest if you go ahead
and enter details about your Advisors and any other Professional Members online at this time.

If you have existing Student members in your Section already, they will NOT be overwritten by this upload
process. You only need to include NEW Student members as you fill in the Excel file, as any existing
members already on the site will remain.

2.  Click the "Create Excel" button on the Upload Membership page of the site to generate an Excel template
file you can use to fill in details about all your membership. Be sure to save this file as an Excel file
somewhere on your local PC so you can open and edit it. You must use File - Save AS and be sure to save
the file as a Microsoft Excel file (any version), since your browser may try to save this as an HTML file by
default, which will not work.

3. Open that saved Excel template file and insert/paste/load data on each of your Members. Simply replace the
existing place-holder rows with valid data about your actual students. Be sure to leave the first FOUR (4)
columns intact, as they contain the ID Number and name for your School and each of your Training
Programs. If you have an Excel file in any other format, we CANNOT load it.

4. Once you have completed your Excel file, click “Browse...” to locate you completed Excel file, then use
the “2. Upload File” button to load those members to the site. You will receive a Success or Failure
message right away, depending on whether the system was able to map your data correctly.
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Conference Registration

This site handles registrations for the National Leadership and Skills Conference, as well as for many
different State and Regional conference events. You will need to check with your State Director to see if
they are using this site for your particular State Conferences.

Note — While ALL Schools must submit the SkillSUSA Membership on this National website,
there are several other options for states to handle their own Conference registrations, so be
sure to check with your State Director if you are unsure where to register for your state events.

How Do I Start the Conference Registration Process?

When you click the Conference - My Registrations menu, the following page appears. The grid on this page
contains a high-level view of the information about each registered participant from your state, including the Name,
School, Contest, Division and Team information.

]
SkillsUS\
Step 1. Add Registrants Step 2. Edit Details Step 3. Submit Registration Riatch
Video

© § Monroe Technology Center (Reg/Dist: 2) cs@monroe.edu

| Add Mew Registrant ‘ | Lookup Previous Regs | ‘ Hotel Planner || Fee Estimate ‘ | Show Invoices | | Submit Registration

If you have questions about a competition, please email (dir@vaskills.com) VA C 5 Monroe Technology Center - L

Edit Owners | Filter Event: Virginia State Skils Conference -

Edit **y  Printey Name w  School w  Contest & RegType o Tew [ Created %]
150123 FORM Abbington, Arnold C S Monroe Technology Cent Computer Maintenance Techr Contestant = 2/5/2011 11:43:27 AM
401760 FORM Amatuer, Amy (1) C S Monroe Technology Cent Carpentry Contestant M 12/6/2014 12:00:54 PM
401443 FORM Anderson, Andrew C S Monroe Technology Cent Other - Obsery s 8/27/2012 11:55:42 PM
9140 FORM Anderson, Andy C 5 Monroe Technology Cent Food and Beverage Service Contestant s 1/1/2007 1:36:11 PM
150042 FORM AVELAR, PHILLIP C 5 Monroe Technology Cent Elevator Pitch Contestant 5 8/30/2008 5:08:38 PM
401578 FORM Bahama, Tommy C 5 Monroe Technology Cent Customer Service Contestant s 8/14/2013 3:47:21 PM
150108 FORM Banks, Eilene C 5 Monroe Technology Cent Community Service Contestant D s 1/31/2011 11:29:40 PM
150110 FORM Bark, Wendell C S Monroe Technology Cent Culinary Arts Contestant 5 2/1/2011 12:19:17 AM
150106 FORM Bass, Ginger C 5 Monroe Technology Cent Community Service Contestant D 5 1/31/2011 11:27:47 PM
150107 FORM Benderson, Wanda € 5 Monroe Technology Cent|  Community Service Contestant A 5 1/31/2011 11:29:12 PM
401757 FORM Bilker, Walter C S Monroe Technology Cent Cabinetmaking Contestant s 4/19/2014 2:16:37 PM
401761 FORM Blaster, Bill C S Monroe Technology Cent Technical Drafting Contestant = 12/18/2014 10:12:07 PM

While browsing through the registrants on this page, there are several useful navigation controls you may find helpful.
Each of the column headings is a hyperlink you can click on to resort the table by that column. By default the
registrants are listed in alphabetical order by last name, but if you’d rather see them sorted by School or Contest, just
click the desired column heading to resort.

To add a new Conference Registrant, click the Add New Registrant button, which will open another page where you
can fill in the Registrant details. To edit an existing registration, click the unique 1D number in the Edit column of the
grid. In either case, the following page is presented, which displays the basic demographic information required for a
Conference registration.

If you are using the site for your own State Competition or a Regional Conference (in addition to the NLSC
competition) then you and your advisors need to pay close attention to the “Filter Event” drop down list. Using this
list, you can select the National Leadership Skills Conference attendees, or only your State Conference attendees.
When you add a New Registrant, the system automatically assumes they are registering for the selected Event in this
list. Be aware that Contest Numbers are different between the State competitions and the National competition. So if
you accidentally register a competitor for Welding, but you choose the State Competition, that registration record will
NOT be reflected in the National Competition database that is used for National events.
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Double-check all your registrants to make sure your advisors have selected the correct Event!

Once you have filled in details about your individual conference attendees, you can click the FORM link in the
registrant table to preview and print a complete NLSC1 Release form for parent / guardian signature.

Where are the Conference Registration Details?
Clicking the ID number in the first “Edit *”” column in the table will open the following page, which allows you to add
or edit Registrant Details, such as home address, parent’s names, and contest information.

SkillsUSA > >
Registrant Detail Info [ << J[>> J[ Aoy || save || Dekte |
Created By: cs@monroe.edu On:08/M14/13 Last Edited By: cs@monroe.edu On: 08/14/13
State: VA 401577 CURRENT EVENT: Virginia State Skills Conference
School: ADD NEW Event?
C S Monroe Technology Center - Leesburg (Dist: ~ -Register for another event? - Duplicate This Registration
Training Program:
Computer MNetworking (CISCO) v (this is NOT a Contest - just the trade area the studsnt studies)
Select Division: Select Level:
@ High School College/PS Middle School @ Student Professional

Member Names Can Only Be Edited By The State Director
Participant's First Midale & Last Name
Jane Block

Registrant Type:
Contestant -

Participant's Home Address:
423 Main Stret

Home Telephone Number (with area code):

City State Zip: Date of Birth Age: Gender:
Leesburg VA 20175 3/2/1997 16 Female ~
(mmiddfyyyy - Accurate DOB is critical for locating your scores online!}

Name of Teacher/Adult accompanying participant, if applicable: ON-SITE (Cell) Phone Number of teacher / adult chaperone

Check YES if pariicipant has a disability ihat meets criteria specified
in the Americans with Disabilities Act (ADA). — ' E9

CONTESTS |
For contestants. choose 'Contestant' in the Reg Type field above, - -
Add Contest ) g fyp Save Registration
and click Add Contest.
Event Contest Division RegType Delete
Edit Virginia State Skills Conference IT Cabling High School Contestant Delete
Records per page: Records: 1 - 1 of 1 - Pages:

This page is fairly self-explanatory, but there are a few important details to remember. Be sure to enter the names of
your Competitors in Upper and Lower Case (proper noun) format, as we will print name badges and display
winners during the Award Ceremony using the data exactly as you enter it here. Home address information is
required, as is Date of Birth, Gender and Shirt Size (for most Conference Events).

It is important to supply age and date of birth information for students and competitors, but not necessarily for
professionals and other adult registrants. If Competition Scores are posted on this web site (for the National event or
any State Event), the student will need to supply their Contestant Number AND their Date of Birth in order to retrieve
their personal scores. If you enter an incorrect birth date now, they will never be able to find their own scores later.

SkillsUSA Membership & Conference Registration Web Site Page 14



How Do | Choose a Contest for a Contestant?

At the bottom of the Registrant Details page, on the Contest tab, there is a button to “Add Contest”. Click
this to select which Contest a Contestant will compete in.

SkallsUS\ -

Need Help? Competition Registration For:
Check out this online video
about Contests and Teams!

Benderson, Wanda

Event: Virginia State Skils Conference Select a competition event.

Division: High School ~ Select High School, College or Middle School.

Contest: Community Service (team of 3) ~ Selecta contest.

Reg. Type: Contestant * Select a Registration Type.

T EE A If applicable, select a Team Code designation (the system will suggest the next appropriate team code based

on other registrations from your state, but you can override this if needed.)

‘ Save Cancel

Existing Teams Configured for this Contest:

Contest School Participant Team
Community Service C 5 Monroe Technology Center Benderson, Wanda A
Community Service C 5 Monroe Technology Center Murgon, Tina A
Community Service C 5 Monroe Technology Center White, Randy A
Community Service Team Count: 3 A
Community Service C 5 Monroe Technology Center Banlks, Eilene D
Community Service C 5 Monroe Technology Center Bass, Ginger D
Community Service Team Count: 2 D

SkillsUSA-Registerorg Hivelocity Platform

This page allows you to supply the details about what contest a particular student will compete in, and in what capacity
they will compete. Just work through these drop down lists in sequence from top to bottom.

The Event list will indicate whichever Event your Contestant is registered for, which will usually be the National
Leadership Skills Conference. If your state were using this web site for your State Competition Registrations, then
your State Event would also appear in this list.

It is critically important that you select the correct division for the competitor and contest.
Since most contests have both a Secondary and Postsecondary division (and some even a Middle
School division), you need to be sure your contestant is registered with the correct group. Each
Contest has a unique Contest ID Number internally in the database, and if you register a Secondary
contestant for a Postsecondary Contest, this will obviously cause problems at the conference.

Understanding Team Codes

For Team events, an additional drop down list will be available for “Team Code”. This is used to group competitors
together into teams as required by the particular event. In the example above, this registration is for Opening and
Closing Ceremonies, which is considered a Team event. In general, the site will automatically supply the appropriate
Team Code value for this field. For the National Event, where each State can only send ONE team in each Contest,
then each state and team will get a unique Team Code. For example, the Web Design team from North Carolina could
be automatically assigned Team Code A. When Web Design team from Delaware registers online, they might be
assigned Team Code G, and each subsequent team from different states gets different alphabetic team codes.
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Obviously this implies that some very popular events will have Team Codes like AB, or AF. These Team Codes are
important to the inner workings of the entire NLSC registration and scoring system, so it is important to understand
how these work and enter them correctly.

Entering State-Specific Information, Optional Product Fees and Payments

As you scroll down below the Contest area on the Registrant Details screen, you may see anumber of fields
that were added/customized by your State Director specific to your State or Regional Event, as well as areas
for you to enter any optional products and to indicate individual payment details. In the screen shot below,
there are two specialized state fields — one for # Extra Award Tickets and one for Special Meal
Requirements., as well as a check-box question indicating willingness to stay after the event to help with
clean-up. Your State Director may or may not have customized similar fields for your Event.

FEES / OPTIONS

State Officer Officer Candidate? Voting Delegate

Volunteer for cleanup after

Conference?
# Extra Award Tickets Special Meal requirements
3 Gluten Free

Add Optional State Fee Items: | Add |

These are Additional or Optional fee items available within your State for this particular Conference Event. Items might include optional dinn
award ceremony lickets. Please check with your State Director for additional questions

Event Fee Item Amount
Northern Virginis Regianal Skills € Hotel - QUAD $125.00 Edit | Delete
Northern Virginia Regional Skills ¢ Sweat Shirt $25.00 Edit | Delete

Total Registration Fees: $240.00 recalc (This fotal inciudes ail conference registration fees and optional state fees listed above.)

This section is provided for your convenience, to track which Event Participants have paid. Regardiess of what is enter

Individual responsibility to insure that the appropriate fees are submitted to the State Director prior to attending a Conference Ev
Payments section of the site, so please DO NOT ENTER CREDIT CARD NUMBERS BELOW.

Type Number Amount Paid In Full? Created

CHECK 312 $240.00 10/4/2015 12:09:08 PM Edit | Delete

Add New - Records: 1 -1 of 1 - Pages: T(-(— <« 1 »

This area also contains two grids for Optional State Fee Items and Individual Payments. If your State
Director has configured any Optional Fee items, such as hotel room costs, welcome dinner costs or optional
clothing items, you can select or add them to your registration record by clicking the “Add New” button
below the State Fee Items grid. Select the desired product from the drop down list and click Save.

Notice the “Total Registration Fees:” section below in the red box — the “recalc” link will recalculate your
complete fee structure for each Registrant once optional products have been added. The Payments grid
works the same as the State Fee Items grid — just click “Add New” to add a new payment row. This would
be used to track each student or professional attendee and how they pay for their conference fees. All these
fee items and payment will then appear on the “Fee Detail” report available on the Conference menu.

The Individual Payments grid can be used to enter details about each student’s payments to the local school,
and in this way help keep track of who has paid and who hasn’t. In most cases, the School pays the State
Office, and the State Office then pays the National Office, but this simple mechanism can help track each
student’s individual payment if needed.
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Submitting Conference Registrations

Once you have entered all the students, parents, advisors, etc. that will be attending a Conference Event for
your school or training program, you need to “Submit” those Conference Registrations to let your State
Director know who will be coming to the event. This is very similar to submitting Membership, in that you
will see a summary page and have a chance to verify the results before finalizing and creating an invoice.
Click the “Submit Registration” button above and to the right of your list of registrants to view and confirm
one of the following invoicing options:

SkillsUS\

Verify Conference Submission Watch
There are two invoicing options for your Conference Submission Video °
Review the options below, run the Estimate of Fees if desired, then click whichever "Submit” button fits your needs -
Invoiced Per Training Program <OR> Invoiced Per School
Training Program # Regs Total Fees School # Regs Total Fees

Aviation Maint Technology 2 $170.00 ITT Technical Institute (Norfolk 3 $270.00)

| Intend to bring the number of registrants indicated in the selected (checked)
Training Programs above to this Conference Event and agree 1o accept
responsibility to pay the invoices that will be generated for each amount selected ¥ | intend to bring the above number of registrants to this Conference
above Event and agree to accept responsibility to pay the invoice that will be
generated for the amount shown above
PO or Check Number *
PO or Check Number: 94203

Submit Entire School A%&

Submit Checked Traning Programs

*. If you need & different PO Number for each Training Progrem. you need fo SUBMIT them one at a time, and
provide the desired PO Number each time.

i Preview Estmate of Fees

Cancel Submission

When you submit conference registrations, you can choose to receive either ONE invoice for the Entire
School, or distinct invoices for each Training Program. In the screen shot above, there are three people
registered from this school, two from the Aviation Maintenance program, and one from the Barbering
program. In this example, the user has provided a PO or Check number and accepted responsibility to pay
for ONE invoice for the entire school. Once they click Submit Entire School, a new PDF invoice will pop up
and the user will receive a confirmation that the invoice was successful and all the registrants are submitted.

Note — Your State Director controls whether or not your particular Conference Event will
generate an invoice upon Submission or not. So you may not see this screen at all, if your State
Directors does not need invoices for your Event. In that case, clicking the “Submit Registrations’
button will just fire off an email to the State Director letting them know you are finished.

’
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Fee Summary, Fee Detail and Registration Summary Reports
The Advisors for each school can easily run Fee Summary, Fee Detail and Registration Summary reports from the site.

Click either of these report options on the Conference drop down menu to run the reports.

Fee Summary

The Fee Summary report will calculate the amount your Students and Advisors need to submit to your STATE
office. Each State Director can configure the fees per Student and Professional on their State Director pages. This
report will only list each attendee ONE TIME, regardless of how many Contests they are registered for (at a State

Conference, for example).
Event Fee Summary

SkillsUSA National Leadership Skills

http:/fmwwe . skillsusa.org

Conference
Convention Center Event Start Date: 6/23/2008
Kansas City MO Event End Date: 6/27/2008

Email Event Billing Questions: nrrathd@nr.edu

Event Fee Information: SkillsUSA Virginia

New River Community College

Dublin, VA 24084

- Please send Conference Registration Fees to your State Director -

MName Reg Type Natl. $ State $ Total §
Advanced Technology Center
Meade, Brian Contestant $115.00 50.00 $115.00
Miciotto, Carl Contestant $115.00 50.00 $115.00
Nelson, John Advisor $115.00 $0.00 $115.00
Tate, Tanisha Contestant $115.00 $0.00 3115.00
Troxell, Lee Other - Observer  $115.00 $0.00 $115.00
Totals for Advanced Technology Center - 5 $575.00

Registration Summary

The Registration Summary report will illustrate every Conference Attendee along with the details about what
Contests each competitor is in. At a State Conference, this will likely show the same person multiple times, if that

person is registered for several Contests.

Both of these summary reports provide a great way for your advisors to double check their attendee information,
to make sure that people are in the right Contests, in the correct Divisions and name spelling is accurate.
Remember that whatever spelling and character case is entered on the web site WILL BE USED for name badges

and winner details during the award ceremony.

Frequently Asked Questions About Conference

When I add Optional State Products, they seem to disappear?
When you add a row to either the Product grid, or the Individual Payments grid, you need to be sure to click SAVE
each time. Make your selection then look in the footer of the grid for a little “Save” link.

These are Additional or Optional fee items available within your State for this particular Conference Event. Items might include optional

award ceremony tickets. Please check with your State Director for additional questions

Fee Item

Sweat Shirt - $25.00

Save | Cancel -

Amount

Edit | Delete

Records: 1 - 1 of 1 - Pages: Tee €& 1|55 |37

Total Registration Fees recals gnotal includes all conference registration fees and optional state fees listed above.)
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How can I find my Conference Invoice again?
Once you’ve submitted your Conference Registrations, you can click the “Show Invoices” button to see a list of
each Conference invoice related to your School. Click the hyperlink to the specific Invoice Number in the first
column to open the PDF for any desired invoice. Your State Director has also customized this top area to show any
specific instructions for how and where to may conference payments.

ITT Technical Institute
Add New Regstrant Lookup Previous Regs Fee Estmate \ Hide Invoices
If you have questions about a competition, please email (skillsusa@nova-skilis.org)

Northern Virginia Regional Skills Conference . .
Alexandria Convention Center Starts:03/04/15

Alexandria, VA Ends:03/08/15
Event Fee Questions: dir@va.edu
Send Fees To: Billy Payobol

1039 Western Ave

Roanoke, VA 21097
Send NLSC fees to the State office in Roanoke before the first of May.

Invoice Datel School - & Training Program & Event a Totall) - Delete

21115 10/04/15 [TT Technical Institute All Programs Northern Virginia $270.0( Delete

Records per page: | 10 ¥ Records: 1 - 1 of 1 - Pages 1

Pavment Details are onlv available to School Admins and Advisors. not State Directors.

I already clicked to submit my Conference registrants, but need to change something —

can I go back and “"unsubmit” to make changes?
If you notice you forgot to add some people to your registration list before submitting, or you see on the invoice
that you forgot to add some optional State Products, you can use the grid of invoices shown above to delete any
invoice just by clicking the “Delete” link on the far right. This will do two things:

1. Deletes the invoice completely

2. “Un-Submits” all the registrants that were included on that invoice — S0 you can go back and make
changes, add people or products, then Submit again to generate a completely new invoice.

This user’s guide is frequently updated as the site changes. You can get the latest version here:
http://www.skillsusa-register.org/unsecure/usersquide.pdf

Questions? Suggestions? Email support@skillsusa-register.org
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