2011 NM SkillsUSA State Leadership and Skills Conference

Registration Instructions:

*Make sure, before you start the registration process, that all of your students you intend to register are paid SkillsUSA members and are registered with the National SkillsUSA Office online.

1.
Connect to website www.skilsusa.org
2.
Go to the Events tab on the top menu bar

3.
Click on Conference registration from the drop down menu

4.
Enter the Registration Site

5.
Log on to SkillsUSA-register.org, using your e-mail address and password
6.
Go to the Conference tab on the top menu bar.
7.
Click on My Registrations, from the drop down menu.

8.
Filter Event -> be sure you are on “NM SkillsUSA Leadership & Skills Conference”

9.
For the students already in the system click on “Look up previous Registrations” or for new students click on “new registrant”
10. 
Complete All Fields on the registration page

11. 
Scroll down to bottom of the page to “Add Contest” for each student.


Each student may only be entered in one Leadership and one Skill event.

12.
Click on the details tab (below participants address information). Complete All Fields on detail page.

13.
Click on Emergency tab (next to detail tab).  Complete All Fields on emergency page.  This will automatically fill in the NLSC1 release form.

14.
If this student is a State Officer Candidate or Voting Delegate, click on the State Info tab.  Check the appropriate boxes
15.
Click on “Save Registration” at the bottom of the registration page.
Steps 9-15 must be complete for each conference attendee, (Students & Adults)
16.
Once you have entered all students and adults, go back to the Conference tab at the top of the page, click on My registrations, double check to make sure all participants have been entered correctly and NLSC1 release forms are filled in completely.

17.
Click on the Conference tab again, go to Fee Summary, on the drop down menu.  This is your invoice for the conference.  Print out the Fee Summary for yourself and your finance personnel.

Then make hotel arrangements

The Hilton Hotel – For making your reservations on-line, go to 

http://www.hilton.com/en/hi/groups/personalized/ABQHIHF-SKILLS-20090401/index.jhtml
 When making your reservations on-line, you will automatically receive the reduced conference rate.  If you call, make sure you let them know you are with SkillsUSA New Mexico.

The Hilton Hotel

1901 University Blvd. NE

Albuquerque, NM  87102

Phone: 1-505-884-2500

Fax: 505-880-1196

