
ONLINE 
INSTRUCTIONS 
- SCHOOLS



1. Begin on this 
screen and click 
sign in on the top 

right corner.



2. Go to dropdown 
menu and click on 

“School”



3. Choose Public or Private.



4. Choose School 
name. Public: Use 
your school code 
Private: Use 8888



5. Click on the right button “Begin 
adding Exhibitors and Entries”.



6.  Once you put the student’s  first and last 
name : If they are a new exhibitor, click 

“This is a new exhibitor”. If they are already 
registered, click “This exhibitor has already 

been registered” and enter school code 
(password) .



lllllllllllllllllllllllllllllllll*insert email here*

7. Verify information . If information is 
correct, click the blue button that 

says, “Information is Correct, 
Continue”. If information needs to be 
corrected, click the gray button that 

says, “Edit Information”.



8. Select Department, Division and Class 
(see rules for amount of classes allowed 

per division). Do NOT forget to add 
teacher’s First and Last name before 

adding entry to cart.  



9. To add more students to 
your cart, click “Add Entries 

for a different Exhibitor”.



10. On the upper left corner, 
you should see your entry cart. 
If you have already registered 
all students, click save. If not, 
click edit and continue adding 

students.



11. Review your cart. If 
everything is correct, click 

the blue “Check out” button.



12. Write “YES” to agree to the 
above statement and click the 

blue “Submit” button.



13. Print detailed receipt for your records 
and click the blue “Finish” button.



14. On the “Thank you” screen, 
submit any optional feedback 
and click the blue “Submit my 

feedback” button.



15. Once on the “Transactions” 
screen, click the far-right gray 
button that says, “Entry Tags”.



16. To print tags, click the 3 dots on the top right and 
find option to print and click “Print”. The top portion 

must be placed on the project and turned in on check 
in day. The bottom portion will be your claim tag to 
use when picking up projects on check out day on 

April 10, 2025. 



17. Use the back button on your computer to end up 
back on the “Transactions screen”. Click the dropdown 

menu under “Hello, *school name*” and click “Your past 
transactions”. This is to get you back in to print out your 
entry tags, which you will need to place on your projects 

before bringing them in on check in day.



18. If you log out, this is the screen you will see.
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