How to Register for Utah Leadership Training Institute
(AKA - ‘ULTI & ‘Fall Leadership Conference’)

There are a few EXTREMELY IMPORTANT things to know before registering for ULTI:

e Only advisors can register students for ULTI because it must be done using an
advisor login on the National Website.

e Advisors MUST ensure that ALL student and advisor information is correct. This
information will be used for ALL conference and membership registrations on the
State AND National levels.

e To best obtain the correct information, you can print and have each student fill out
‘Form 1’. This form can be found by going to our new State Website
(www.utahskillsusa.org), clicking ‘Conferences and Events’, and selecting ‘Form 1 -
Blank Registration Form’ from the drop down menu. It is also available on the ULTI
Page of our website.

e Ifyou have any questions or concerns regarding registration, please email
customersupport@utahskillsusa.org.

1. Go to http://skillsusa-register.org/Login.aspx
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Don't have a login yet? Click here to create a new login.

Forgot your password?

Email My Password Reset My Password

Need help? Check out the updated Step By Step Instructions for Membership R on!

Pop-Up Blockers will prevent this site from working correctly. Please allow Pop-Ups, here's how:

Having login trouble or just have a question
Email support@skillsusa-register or

Helpful Tips
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2. Enter your login information and click ‘Login’, or create a New Login if you do not currently
have one by clicking the ‘Create Login’ Button
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Email address: ‘ Enter Email Address Here

Join or Renew as an
Password: member now

Don’ e a login yet? Click here to create a new login_ Create Login

Forgot your password?

Email My Password Reset My Password

Need help? Check out the updated Step By Step Instructions for 1ip Registration!

Pop-Up Blackers will prevent this site from working correctly. Please allow Pop-Ups, here's how.

Having login trouble or just have a question?

Email support@skillsusa-register.org

Helpful Tips

StillsUSA-Registerorg Hivelocity Platform

3. Click on the ‘Conference’ Icon with the man in the Red Shirt and Hat
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4. If your Students or Advisors have registered on the National Level previously, you can click the

‘Lookup Previous Regs’ button towards the bottom right of the screen.
e Ifyour Students or Advisors have NOT registered on the National Level previously
*SKIP TO STEP 8*

SkillsUSA's Registration System 3 http://www.skil..rationlnfo.aspx X | = -

€ > rww.skillsusa-register.org/R

Conference Registrations

Membership Conference

Your School's Name Here Your Email Here

Add New Registrant Lookup Previous Regs Fee Estimate Show Invoices Submit Registration

If you have questions about a on, please email (custo org)

Filter Event: | Utah ULTI Fall Leadership Canference

Edit **L - Printg. Name School Reg Type [ Teig [ Created [+]
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This form lists all the existing Participants along with their assigned Contests. The data is automatically restricted based on user profile - State Directors can see
everything in their State, and Advisors can only see students in their School.

Re-Register From State Conference or Last Year's NLSC
Ifyou registered anline for a State Conference earlier this year, o for the NLSG Event last year, we might still have all your
information available, and can re-register you with just one click! Click the button at right to lookup your name in a list of last
year's online registrations, and if you find your name, click the Re-Register button ta sign up for this year's Conference.
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SkillsUSA-Register org Hivelocity Platform
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5. Click the gray ‘Register’ button next to the applicable Student or Advisor you would like to
register, if available.
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Use the table below to search for registrations from previous conferences. This table contains registrations from ALL available Events,
but you are re-registering for the currently selected Event shown below:
To Re-Register for the current . locate the desired name in the table, and click the ‘Register icon in the first column.
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Search: l:l Search Show All
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6. It will take you to their ‘FORM 1’ Registration form. Ensure all of their information is correct,
scroll to the bottom, and click the gray ‘Save Registration’ Button at the bottom of the form.
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Registrant Detail Info Print NLSC1 8 Apply Save peEi
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ADD NEW Event?
[-Register for ancther event? Duplicate This Registration

True V|
[ Training Program:

-SELECT- V| (thie is NOT & Confest - just the trade area the student studies) |

School:
Your School's Name Should Populate Here

Select Division® Select Level:

OHigh School O College/PS @ Middle School OStudent @ Professional |

THIS NAME WILL APPEAR ON BADGES AND CERTIFICATES!  Shirt Size:

Participant’s First Middle & Last Name Registrant Type:
[ [ [uurtstudent

Participant’s Home Address: Home Telephone Mumber (with area code):

City State Zip: Date of Birth Age: Gender:

b ] L] L1 [ ]

{mmiddiyyyy - Accurate DOB Is eritical for Incating your scores online!
Name of Teacher/Adult p g participant. if QON-SITE (Cell) Phone Number of teacher / adult chaperone

Check YES if participant has a disability that meets criteria l:l
specified in the Americans with Disabilities Act (ADA). LIYES Describe:
Check YES if participant has dietary restrictions: []YES Describ l:l
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School: School Admin(s):

Your Schoal's Datails will populata here

[ State Officer [ Officer Candidate? [ Voting Delegate

gte Fee Items:  Add This Section Does Not Apply for ULTI
These are Additional or Optional Tee ailable within your State for this particular Conference Event. Items might inclydz qatimet® ers, t-shirts, hotel costs or
award ceremony tickets. Please check with yott mitector for additional questions.

There are no records available.
AddNew - Records: 0

BN Fees: recalc  (This fotal includes all conference registration fees and optional siate fees listed above.)

Individual This section is provided for your convenience, to track which Event Participants have paid. Regardless of what is entered here, it is still your
responsibility to insure that the appropriate fees are submitted to the State Director prior to attending a Conference Event. This is NOT a secure
Payments section of the site, so please DO NOT ENTER CREDIT CARD NUMBERS BELOW.

Type Humber Amount Paid In Full? Created
There are no racords available.

AddNew - Records: 0

I have read and completely understand the Personal Liability and Medical Release Form, the Code of Conduct, and Photography and Sound Release
agreements, and, by checking the box below, do hereby agree to abide by these in their entirety, accept the conditions of the agreements, and completely
release SkillsUSA's national and state associations. completely release SkillsUSA's national and state associations.

Participants - Check here if you are OVER 18 and attest: Parent/Guardian - Check here to attest for Participant:

[ Attest (Over 18) [ Attest (P: IGuardi. datory if Partici is under age 18)

===

Contact us! +
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7. Repeat Steps 4-6 as needed until all Students and/or Advisors who have PREVIOUSLY
REGISTERED ON THE NATIONAL LEVEL are registered, then continue to Step 8.



8. Click the gray ‘Add New Registrant’ Button towards the top left of the screen.
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If you registered online for a State Conference earlier this year, or for the NLSC Event last year, we might still have all your
information available, and can re-register you with just one click! Click the button at right to lookup your name in a list of last
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9. Select the ‘Registration Type’ from the first drop-down menu
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Save & Continue Cancel
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10. Select ‘School’ from the second drop-down menu (Your School name should automatically
populate, but if you are an advisor for students over students at multiple schools, you may need to
select one)
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11. Next, do one of the following, then click the Gray ‘Save & Continue’ Button

A. Select a ‘Member to Register’ from the third drop-down menu if you student has previously
registered on the National Level.

o *Ifyou chose this option, and the student’s name populates, skip to STEP 13*
o Ifthe student’s name DOES NOT populate, do Option B (Green)

B. OR, if your student has never registered on the National Website in the past, or their
name/information does not populate when doing Option A (Red), enter their First and Last
name (As it would appear on a Government Issued ID. NO NICKNAMES)

o *Ifyou chose this step, continue to STEP 12*

http://skillsu..ference8ID=NEW > +

€

=
EN=Utah+ULTI+Fall+Leadership+Conference&|D=NEW [« Search *Ba 9 3+ A S 0@
SkillsUSA

skillsusa-register.org/RegMewAdd

Skius[.'_;:\ *o Main Membership > Conference

New Conference Event Registration
Utah ULTI Fall Leadership Conference
If you have questions about a competition, please email (custon

Select Registration Type: ‘ULTI Student

Select School: ‘ Your School's Name Here
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Save & Continue Cancel
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12. Fill out the ENTIRE FORM with as accurate information as possible, then click the gray ‘Save
Registration’ button.
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13. Once you have completed all of the Student and Advisor Registrations for your school, you can
click the gray ‘Fee Estimates’ Button to verify everything is correct.
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This form lists all the existing Participants along with their assigned Contests. The data is automatically restricted based on user profile - State Directors can see
everything in their State, and Advisors can only see students in their School.
Re-Register From State Conference or Last Year's NLSC

If you registered online for a State Conference earlier this year, or for the NLSC Event |ast year, we might still have all your

information available, and can re-register you with just one click! Click the button at right to lookup your name in a list of last | Lookup Previous Regs
year's online registrations, and if you find your name, click the Re-Register button ta sign up for this year's Conference.

Register From Existing Membership
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14. A separate window will open with your school’s Fee Estimate (Example Below)

@ pdfFeeSummary.aspx - Morilla Firefox

killsusa-register.org/AXRer

SkillsUSA Event Fee Details Estimate

Utah ULTI Fall Leadership Conference
UVU Sorensen Student Center - 800 W. University Py Event Start Date: 10/10/2016
Orem uT Event End Date: 101072016
hitp:/Avwwi utahskilisusa.org
Email Event Billing Questions: skillsusa utahstatedirector@gmail.com
Event Fee Info: Richard Wittwer - SkisUSA Utah
4318 West 1275 South
Cedar City, Utah 84720
PLEASE PRINT A COPY OF THIS INVOICE AND MAIL IT WITH THE CHECK OR PURCHASE
ORDER.

Make Checks payable to SkillsUSA Utah. Mail to the address shown above.

Please send one check per school. Credit Card Payments are accepted over the phone. There is a
3% processing fee.

Any questions please call or email: Jennifer Streker (801) 540-4342
REGISTRATION DEADLINE: FRIDAY, SEPTEMBER 23, 2016

LATE REGISTRATION DEADLINE: MONDAY, OCTOBER 3, 2016
PAYMENT MUST BE RECEIVED BY FRIDAY, OCTOBER 7, 2016

A LATE FEE of $5.00 will be added per registrant after the September 23rd Deadiine.

Name Feellem  RegType  Div. Training Program Total s Submitea?

Your School Name Here

Advisor m]
Registration Fee

Exampleton, Examply ULTI Student
Registration Fee

Example Registrant Observer
Registration Fee

Example Registrant Advisor a
Registration Fee $15.00
$15.00

Totals for School Name Here (City) 560.00

Grand Total 4 560.00

** = Admin Exemgt From Base Fee Page 10f 1 0n 852016 24715 AM




15. Once you have verified all information is correct, exit out of this window and click the gray
‘Submit Registration’ Button towards the upper right corner of the screen
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550516 FORM | Exampleton, Examply ULTI Student s 8/5/2016 2:09:50 AM

Example Registrant e e 7/16/2016 1:06:36 PM
Example Registrant Advisor P 8/5/2016 2:33:06 AM

Example Registrant Observer 8/5/2016 2:21:16 AM

Example Registrant 7/9/2016 4:47:15 BM
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This form lists all the existing Participants along with their assigned Contests. The data is automatically restricted based on user profile - State Directors can see
everything in their State, and Advisors can only see students in their School-

Re-Register From State Conference or Last Year's NLSC

If you registered online for a State Conference earlier this year, or for the NLSC Event last year, we might still have all your
information available. and can re-register you with just one click! Click the button at right to lookup your name in a list of last | Lookup Previous Regs
year's online registrations, and if you find your name, click the Re-Register button to sign up for this year's Conference.

Register From Existing Membership

A-Register org H Platform
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16. You can proceed from here one of two ways:
A. Submit Per Training Program by:
e Selecting which training program you wish to submit for if you need to submit
payment for one or more specific programs
e Check the white check box next to the paragraph starting with, ‘I Intend to bring the
number of registrants indicated...’
e Enter a PO or Check Number (ONLY IF YOU HAVE ONE, IF NOT SKIP THIS STEP)
¢ C(lick the gray ‘Submit Checked Training Programs’ Button
B. Submit Entire School by:
e Check the white check box next to the paragraph starting with, ‘I Intend to bring the
number of registrants indicated...’
e Enter a PO or Check Number (ONLY IF YOU HAVE ONE, IF NOT SKIP THIS STEP)
e C(lick the gray ‘Submit Entire School’ Button
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Membership > Conference

Verify Conference Submission
There are two invoicing options for your Conference Submission.
Review the options below, run the Estimate of Fees if desired, then click whichever "Submit” button fits your needs_

Invoiced Per Training Program I Invoiced Per School

Training Program s School

Unassignad Training Program Your School's Name Here
Miscad Trainin g

[ intend to bring the number of registrants indicated in the selected (chacked)
Training Programs above to this Conference Event and agree to accept
to pay the invoices that will be generated for each amount selected above. Cllintend to bring the above number of registrants to this Conference
Event and agree to accept responsibility to pay the invoice that will be

PO or Check Number: _ generated for the amount shown above.

Submit Checked Training Programs

I Submit Entire Schoal

*- If you nesd 2 different PO Number for each Training Program, you nesd to SUBMIT them one st  fime,
and provide the desired PO Number each fime.

Preview Estimate of Fees

Cancel Submission

Contactus!
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17. Once you have submitted your registrations, return to the main registration screen and click,
gray, ‘Show Invoices’ Button.
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Add New Registrant Lookup Previous Regs Fee Estimate Show Invoices Submit Registration

If you have questions about a on, please email (custo

utanskilsusa. or
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Edit ¥ Printy  Name G| ~Sehool RegType o Te ]
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as0s15 FORM | Examplaton, Examply ULTI Student
Example Registrant Advisor 7/16/2016 1:06:36 PM
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Apply Filter | Hide Filter | Remove Filter - Records: 1- 5 of 5 - Pages:
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record is owned by the to request your login be granted Schocl Administrator
priviladges on this site

This form lists all the existing Participants along with their assigned Contests. The data is automatically restricted based on user profile - State Directors can see
everything in their State, and Advisors can only see students in their School.

Re-Register From State Conference or Last Year's NLSC

If you registered online for a State Conference earlier this year, or for the NLSC Event last year, we might still have all your
information available, and can re-register you with just one click! Click the button at right to lookup your name in a list of last | Lookup Previous Regs
year's online registrations, and if you find your name, click the Re-Register button ta sign up for this year's Conference.

Register From Existing Membership

SillsUSA-Register.or Hivelodity Platform
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18. Click on the Blue Invoice Number Link starting with an ‘S’

SkillsUSA's Registration System 3 http://www.skil..rationlnfo.sspx X | =

= x
€ skillsusa-register.org

w8 O 3+ A9
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Membership Conference Logout

MO

Your School's Name Here Your Email Here
Add News Registrant Lookup Previous Regs Fee Estimate Hide Invoices Submit Registration

If you have questions about a competition. please email (cust:
Utah ULTI Fall Leadership Conference
UVU Sarensen Student Center - 800 W. University Pkwy Starts:10/10/16
Orem, UT Ends:10/10/16
Event Fee Questions: skillsusa utahstatedirector@gmail com
Send Fees To: Richard Wittwer - SkillsUSA Utah

4318 West 1275 South

Cedar City, Utah 34720
PLEASE PRINT A COPY OF THIS INVOICE AND MAIL IT WITH THE CHECK OR PURCHASE ORDER. Make Checks payable to SkillsUSA Utah. Mail
to the address shown above. Please send one check per school. Credit Card Payments are accepted over the phone. There is a 3% processing fee. Any
questions please call or email: Jennifer Streker (801) 540-4342 REGISTRATION DEADLINE: FRIDAY, SEPTEMBER 23, 2016 LATE REGISTRATION

DEADLINE: MONDAY, OCTOBER 3, 2016 PAYMENT MUST BE RECEIVED BY FRIDAY, OCTOBER 7, 2016 A LATE FEE of $5.00 will be added per
registrant after the September 23rd Deadline.

org)
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Invoice Datefy - School & Training Program o Event =l Total - Delete
08/05/16| Your School Here All Programs Utah ULTI Fall Lei $50.00| Delete
Racords per page: |10 |= Records: 1 - 1 of 1 - Pages: 1

You may provide information about your school's payment plans for the selected Event to the State Office below.
Pay Type Check / PO # Amount Payment Date Created By

[check  ~|| | [s0.00 | [8/5/2016 | vour Email Here

Filter Event: ‘ Utah ULTI Fall Leadership Conference
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19. An invoice similar to the one below will open in another window. Print two (2) copies. Keep
one for your records and mail the second with your check or purchase order.
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Utah ULTI Fall Leadership Conference
- INVOICE

SkillsUSA

Bill To
Accounts Payable

Southwest Applied Technology College 510 West 00 South

510 West 800 South Cedar City, UT 84720

Cedar City. UT 84720 inv. Created By:  wesplnggswate odu

Biling Email. cohnsan@swalc odu

Bayment Informati

Richard Witwer - SkilsUSA Utah Event Information

4318 West 1275 South Dates: 10110118 - 10/1018

Cedar City. Utsh 84720 UVU Sorensen Student Center - 800 W.
University Phwy

skillsusa utahstatedirector@gmail. com ut

PLEASE PRINT A COPY OF THIS INVOICE AND MAIL IT WITH THE CHECK OR PURCHASE ORDER

Make Checks payable to SkilsUSA Utah. Mailto the address shown above.
Please send one check per school. Credit Card Payments are accepted over the phone. There is 3% processing fee
Any questions plezse call or emait Jennifer Streker (301) 540-4342

REGISTRATION DEADLINE: FRIDAY. SEPTEMBER 23, 2016

LATE REGISTRATION DEADLINE: MONDAY. OCTOSER 3, 2016

PAYMENT MUST BE RECEIVED BY FRIDAY. OCTOSER 7. 2018

A LATE FEE of $5.00 will be added per registrant after the September 23rd Deadline.

Fas ltem Amount

Total Amount Due:

20. Exit and YOU’'RE DONE! See you at ULTI! WAHOO!

With any Website /Registration Questions
Contact us at customersupport@utahskillsusa.org

With any Billing/Finance Questions Contact our State Staff Finance Officer

Jennifer Streker at strekerj@gmail.com
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