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This tutorial is a supplement to the Registration Guide that is available to view, print or down-
load from our website at www.lads-to-leaders.org/registration.shtml. There are screen shots of
each phase of the registration process to help you understand the system a little better. If you
ever have any questions or need anything at any time, please email us at ladsoffice@lads-to-
leaders.org or call us at 334-215-0251.

First, this tutorial covers the preparation phase as you gather information to get ready to reg-
ister. Then it will explain how to enter your group information, adults’ information, students’
information and hotel requests. We will show you how to double-check your registration for
common errors and how to make certain that each adult and student’s registration is com-
plete and accurate.

In the first section of this tutorial, you will find registration forms that we have created to al-
low you to gather all of the necessary information prior to registration opening. For the Adult
and Student forms, all of the contact information is required. Specifically, we must have a valid
email address for each registered adult. You will have until the posted registration deadline to
edit the event and judging registration, so don't feel like it has to be 100% complete the first
day you enter registration. For many, the main focus will be getting adults and students en-
tered and requesting hotel rooms.

We ask that you please not over-book rooms. Request all that you need, but no more than
you need. Please do not request extra rooms “just in case”. (Each year, we have people who do
not come to convention because there were no hotel rooms available soon after registration
opened. Rooms were dropped later because they really weren’t needed, but the people had
already made up their minds to not come to convention.) Please be considerate of others and
only book the rooms that you definitely need. Chances are very good that you will be able to
add rooms later if you do need more.

Remember, if at anytime we can be of assistance to you, don't hesitate to contact us! We're
here to serve!

Lads to Leaders/Leaderettes National Service Center Staff
ladsoffice@lads-to-leaders.org
334-215-0251
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LADS Lads to Leaders/Leaderettes
=  ADULT REGISTRATION

LEADERETTES
. Age Group:

Name: 2029

Mailing Address: 30-39

City: State: Zip Code: 40-49
50-59

Home Phone: Cell: 60-69

Work Phone: Fax: (Lo —

Email: Male Female

Attending Convention: Yes No Pre-order Convention T-shirt (additional cost): Size

Elder Minister Associate Minister Youth Minister

JUDGING: Mark the event(s) vou would like to judge

In the space beside each event name, please indicate your level of judging experience:
New, Novice, Skilled or Expert.

Art Says It Banner

Bible Bowl Oral Bible Reading

Debate Scrapbook

Puppet Theater Winners’ Circle Song Leading
Song Leading Winners’ Circle Songs of Praise
Songs of Praise Winners’ Circle Speech

Speech Bartimaeus Volunteer

EVENT PARTICIPATION: Mark the events vou participated in

Centurion of Scripture: Bronze Silver Gold Deca
Good Samaritan: Bronze Silver Gold Platinum

Jonathan Bourland Nominee:

Second Language: Bronze _~ Silver_~ Gold

Parade of Winners: Number of Medals

Know the Books: Bronze ~~ Silver  Gold

About My Father’s Business: Teach to Teach: Level 1 _ Level2 __ Level3__
Year-Round Bulletin Board: Bronze ~ Silver Gold

Bartimaeus Participant: Speech _ Song Leading/Songs of Praise _

Oral Bible Reading Art Says It
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LEADERETTES STUDENT REGISTRATION

Name: Birthday:
Mailing Address: i i

City State . Zip Code Grade Level:
Home Phone: Cell:

Email: Male ~ Female
Attending Convention: Yes_~ No___ Pre-order Convention T-shirt (additional cost): Size

I do not want to receive information from Christian colleges and universities.
Host or Hostess Volunteer (9th-12th Grade):
EVENT PARTICIPATION: Mark the events you are participating in

* Art Says It: Drawing/Sketching_ Painting * Know the Books: Bronze _ Silver __ Gold ___
Poster _  Photography _ * Mass Media: Article/Editorial _~~ Audio
Bulletin Board: Informative/Decorative Video_ ~  PowerPoint__ Storyline

Teaching _ Website Address:
* Art (Non-competitive): Drawing/Sketching Year-Round PowerPoint:
Bronze  Silver Gold
Painting_ ~~ Poster _  Photo__ * Music Composition:
Sculpture . Collage Lyrics_ ~ Melody _ ~ Harmony

* Year-Round Bulletin Board * Parade of Winners: Number of Medals
Bronze ~ Silver _ Gold * Pearls Test:

* About My Father’s Business: Teach to Teach * Puppet Theater: __

Levell ~~ Level2 ~ Level3 * Year-Round Puppets:

* Group Banner: __ Bronze ~ Silver _ Gold

* Bible Bowl Test:  Bible Bowl Team: * Individual Scrapbook: _ Winner’s Circle __

* Oral Bible Reading: _ * Group Scrapbook: _ Winner’s Circle __

* Year-Round Bible Reading: Student _~ Servant | * Second Language: Bronze _ Silver __ Gold ___
Skilled_~ Master _ Accomplished _ * Song Leading / Songs of Praise: _

* Centurion of Scripture: Bronze _ Silver __ Winners’ Circle
Gold_~ Deca_ * Year-Round Song Leading / Songs of Praise:

* Debate: Bronze ~ Silver _ Gold

*GIFTS: Levell  Level2  Level3 *Speech: _ Winners’ Circle

* Good Samaritan: Bronze ~ Silver * Year-Round Speech:

Gold _ Platinum Bronze  Silver _ Gold

*GUARD: Level 1 Level2 ~ Level3 * Bartimaeus Participant: Speech __

* Headed to the Office: Bronze _ Silver Gold Song Leading/Songs of Praise _

* Jonathan Bourland Nominee: Oral Bible Reading Art Says It
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eomerres FOte]l Reservation Requests

Group/Church Name

City State
[
Occupants: 1
Room Type: a King O Two Doubles
2.
Handicapped Accessible? O  Rollaway? O 3
Nights to reserve: 4
Convention Days .
Mon Tue Wed [Thu Fri Sat| Sun Mon Tue Wed
OO0oO00 00 oooaan
[
Occupants: 1
Room Type: O King [ Two Doubles
2.
Handicapped Accessible? a Rollaway? O 3
Nights to reserve: 4
Convention Days .
Mon Tue Wed [Thu Fri Sat| Sun Mon Tue Wed
OoO0oOoo0ooooooao
|
Occupants: 1
Room Type: a King O Two Doubles
2.
Handicapped Accessible? a Rollaway? O 3
Nights to reserve: 4
Convention Days .
Mon Tue Wed [Thu Fri Sat| Sun Mon Tue Wed
OO0oOo 0 oo oooao
[
Occupants: 1
Room Type: a King O Two Doubles
2.
Handicapped Accessible? O  Rollaway? O 3
Nights to reserve: 4
Convention Days .
Mon Tue Wed [Thu Fri Sat| Sun Mon Tue Wed
OO0 0 oo oooao

opyright
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Registering a Group

1. To login to the registration system,
go to our website - www.lads-to-
leaders.org - and click the Con-
vention tab at the top of the page.
From the drop down menu, select
Registration, and then click on Lo-
cal Group Leader Login. That will
take you to the page shown below.

fi.. Building Godly Leaders for Tomorrow

LEAETRTTTES

www.lads-to-leaders.org

2. Inthe Group ID box, enter your five digit ID number that is shown on the postcard that you
received in the mail. Then enter the password that you called, emailed or texted to receive.
If you do not have your password, contact us at 334-215-0251 or ladsoffice@lads-to-lead-
ers.org to receive the password. You may also text 205-746-8780 with your group name and
ID number to receive your password between 8:00 a.m. and 10:00 p.m. (CST). This number
is also an after-hours and weekend number to call for your password.

%Ds On-line Convention Registration
LERDERS

LEADERETTES Login

Belore we can begin, you must "login® by enlering your GrouplD, your password and dicking on the Login bution.
TIP: While using web regsitration, look to the bottom of each page for More [nformation shoit using the page.
=T

Pasiword

10 Lads to Leaders/Leaderettes



Registering a Group

'T-gm On-line Convention Registration
LEADERS
LEADERETTES Web Registration

wWeloor « Lads Officoe Staff (atlanta)!
YOU ANe FEau, 15 Sl rasien s Oy 1o e 2012 Atlanta convention

rour first Step will be o register your group by chcking on "Group Registrabon”.

TIP: As you complete registration, your progress is shown dirgctly below gach step. For oxample, dinectly below "Group Rogistration”™ the progress reads. “pending”.

Steps: Other Things:

1. Group Registration Frmuding Church Leadership

2. Adult Registration Pemding

3. Student Reqgistration Pending Tests

4. Hotel Reservations Perding

5. Werify Registration Log Out d:»:c. ..::-..;-<.: § it bagat whan

Engstration Last Updated: Tue 1 Mov 2011 10:48:00 AM

3. Afterlogging in, you will be taken to this main menu page. Note that your group name and
the convention site that you are set to attend will be shown at the top of the page. If either
of these is incorrect, contact the National Service Center before proceeding with your reg-
istration.

If the group name and convention location are correct, you are ready to register for conven-
tion! You need to complete the steps in the order that they are shown on this page, so the
Group Registration must be completed first.

4. When you click the Group Registration button, you will be taken to a page with all of the
contact information for your group (see example on next page). Verify the address, phone
numbers, email address, etc., and make corrections as needed. Other specific items to ver-
ify are highlighted on the next page.

11 Lads to Leaders/Leaderettes
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Registering a Group

Savn Changes

Decard Changas

*One thing to make note of at this point is to use only the buttons in the registration system to navigate. If you
use your browser’s Back or Forward buttons, the information that you enter will not be saved.

Starting at the top of the page:

5. Verify and correct as needed the full mail-
ing address. If mailing address is a PO Box,
enter the physical address, also.

6. Verify phone, fax, email and website.

Select the first year that your group partici-

pated in the program.

8. Indicate whether your group will make
one group payment for hotel rooms (pre-
ferred and also required if tax exempt) or
if individuals will pay for their own rooms
separately.

9. Select the hotel that you will stay in. If you
will not be reserving any rooms, please se-
lect “None” so that we won't think it was
overlooked.

10.Check the Tax Exempt Certificate if you
are exempt from tax in the state where
the convention is held. See each location’s
page on our website for more information
on tax exemption. Note that this does not
apply to the Atlanta or Indianapolis con-
ventions.

N

11.If you group can bring to convention a
puppet stage that is built to the specifica-
tions in our rules book, indicate the num-
ber you have available in each size. You will
only need to bring it if you are contacted
prior to the convention and asked to do so.

12.Please indicate if your group will be attend-
ing the worship service so that we may be
able to adequately prepare for commu-
nion.

13.If you have individuals who will not be
staying in the hotel, you can enter that
number in the Awards Program Extra Seats
box. All individuals who are entered in the
next two steps will have seats included for
them in the total count.

When this information is completely updated,
click the Save Changes button to complete
Group Registration. You are now ready to en-
ter Adult Registration!

12
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Registering Adults

LEADERETTES Web Registration

Waelcome Lads Oifice Stall (Atlantall
Vol are reaily b contine registering for the 2003 Allwsts convention,

¢ groap  nave regitared arct o sew Fuady b mervs an e tha nart slepd Begn megetanng it ationdess iy choking on "Ad Regutratan’

FB: [} gy pmug wdarnaben | Famgei pol £ah sehen Lo e Giauy Begeobiahien fige 8 oy Bras gl chegs wo ifa den,

After clicking Save Changes on the Group Registration page, you will be returned to the main
menu. You will now see that the status beside Group Registration has changed to “Complete”.
You are now ready to enter Adults! Click on the Adult Registration button, and you will be
taken to the Adult Registration Menu page shown below.

%IJ} Or-line Conwention Hegisir i
LEADERS

LEADERETTES Adult Registration

Witpld e B0 Adul Regiitr slinng

B s b recaested @ hotel mooee reservaton for this edivicenl. be sere v Qo bads inbe "Hotol Rescreabons™ o cancel &

[ e 10 fead e Made IRformation Lecton (A e BOTISM &F Thil 8fd seery ege] To7

1. Click Register Adult to re-register those who have attended in the past (contact informa-
tion should be verified and updated as needed) or to register a new attendee. The list of
re-registerable adults will be shown, along with a link to Register New Adults.

- After one or more adults has been registered, you can click the Change Registration
button to see the list of those registered. You can click their names to see their registra-
tion information page and make necessary updates.

« If someone has been registered and decides not to attend convention BEFORE the
posted registration deadline, you may click their name on the De-register Adult list.

« The Adult Report shows a list of all adults registered and limited information about
their registration. More detailed information can be seen in the Reports section of the
main menu that will be covered later in this tutorial.

14 Lads to Leaders/Leaderettes



Registering Adults
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Dire-lime Coareention Registration

Re-register Adult Select

2. Clicking on a name will bring up their registration page with past contact information.

Please verify and update as needed. Click Save Changes.

« Clicking on Register New Adult will bring up a blank registration page. Fill in all infor-

mation and click Save Changes.
« Repeat as needed until all adults are registered.

« An example of a blank registration page with a description of each item is on the next

page

15
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Adult information:
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10.
11.
12.
13.

Registering Adults

Enter the full name and contact information, or verify existing information for re-register-
able adults. Please make sure the mailing address is complete and accurate for when we
send important information by mail. A valid email address is required for all adults. Please
do not enter made up addresses or enter the same email address for everyone. At least
one phone number is required for all adults. Group leaders and any event coordinators
must enter at least two phone numbers.

Mark whether the adult is Male or Female and select their age range. For college students
who may still be under 20, select 20-29.

Leave the “Attending” box checked if the adult will be attending convention. If they are
participating in pre-convention events and will not be attending the convention, un-
check the box so that the correct registration fee will be charged.

All adults will be included in the email list for the monthly Leader Ledger e-newsletter. If
someone doesn't wish to receive it, check the box to decline. Lads to Leaders/Leaderettes
only uses individual’s contact information for our purposes. It will never be sold or shared
with anyone else.

Check the appropriate box for any staff or leadership for your congregation. We may use
this information internally for targeted communication.

For Leader/Coordinator Responsibilities, mark the appropriate box for each. There can
only be one group leader and one hotel leader per group. There can be only one Puppet
coordinator and one male Debate coordinator (or one male and one female Debate co-
ordinator).

Mark the event(s) for which the adult is willing and able to serve as a volunteer judge.
Select the level of expertise based on their experience with judging at one of our conven-
tions and/or their personal or professional experience.

Mark the event(s) for which the adult is participating.

Indicate the quantity and size of convention t-shirts that are to be pre-ordered.

Click Save Changes and repeat until all adults are registered.

Please note that if your group has a National Convention Event Coordinator, their regis-
tration should have already been complete when you started the registration process.
If not, please register them and let the National Service Center know (ladsoffice@lads-
to-leaders.org or 334-215-0251) so that the appropriate credit can be entered for their
registration fee.

17
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Registering Students

The process is the same for registering students. An example of a blank Student Registration

page is below with a description following.

Student information;

Hama Fest ML Last
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BthDatE 1I1EQP0N1  Teedee e beo S Bhy, (eeait By faur S e eaced ] Snirngie: J1 Dac 1963 moll Bet 12311
ads  prawchool -
Attendirg
HoEL/F e Vohuibesr T
Cimmitnrend ok nbesr B Bagrawel ymng meae st = bt 3 bals mER e EETag B the iy i

ok Chrmtian [hucaton Ml Tt fhun te # e Eliadant dusy not et b rpows ShrTaes aboe ¢

Student event participation:
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Colage SCudphore
Phastagr gy Poxte
Cregbng Card
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Ve Riund Wilie Belde  pons -
e e Boclks  plons =
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Siver o
Godd o
Deca 0
Dubate - Lods! Tosm & =
Dabate - Leadangiies: Toam & =
*EFTS  Mone v
FCUARD  pons -
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Haaded to the 0ffice Mons =
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T — = Team & =

Web Site 1 (2l - mbwile 4 +
Weabaaite LALT

Wb Bitd 30 Divimion heme - Webaile & =
Wynlridle LWL

wr . Fuu sl weeepdrio (his sfop fur vosr regisdrabion s be o
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Registering Students
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Registering Students

Enter the full name and contact information, or verify existing information for re-register-
able students. Please make sure the mailing address is complete and accurate for when
we send important information by mail. Please do not enter made up addresses or enter
the same address for everyone. A cell phone number is required for any baptized young
men in grades 11-12 who mark that they are willing to help serve during the worship
service.

Mark whether the student is male or female and enter their birthdate in the format

MMDDYYYY.

Select the grade that the student is currently in.

Leave the “Attending” box checked if the student will be attending convention. If he or

she is participating in pre-convention events and will not be attending the convention,

un-check the box so that the correct registration fee will be charged.

The next three boxes are to be checked for volunteer opportunities at convention. Check

the appropriate box for:

- high school students who wish to serve as Hosts or Hostesses during the awards cer-
emonies. They will be contacted prior to convention with their schedule.

- baptized young men who would like to help serve communion on Sunday morning.

- baptized young men in grades 11-12 who are willing to serve during the worship ser-
vice—leading singing or speaking. This does not mean that they will definitely be serv-
ing; this will just give the worship service coordinator information on who to see on
Saturday and how to contact the ones to speak and lead singing.

All students will be included in the email list that is provided to the Christian universities

that are associated with Lads to Leaders/Leaderettes. If someone doesn’t wish to receive

information from the schools, check the box to decline. Lads to Leaders/Leaderettes only
uses an individual’s contact information for our purposes. It will never be sold or shared
with anyone other than the schools.

The Event Registration section is very important. Accuracy is critical. We will cover reports

later in this tutorial to show you how to double-check registration.

- For events with a check box, simply check it to enter.

- For events with a drop down list with levels, check the box and select the appropriate
level.

- For events with a drop down list with grade divisions, select the grade division of the
team that the student is participating with. Remember that students can participate on
an older team, but they may not participate on a lower grade level.

- For team events where there may be more than one team in a grade division, use A if
there is only one team in that grade division. For example, if you have one puppet team
in grades 4, 7 and 12, each will be Team A. If you have one puppet team in grades 4 and
7, and two in 12, the teams in 4 and 7 will each be Team A, and the teams in 12 will be
A and B. For planning purposes, it is critical that puppet teams be registered properly.
Group the students together as they are on a team—marking the grade division of the
oldest student on the team, not the grade of each individual team member.

Indicate the quantity and size of convention t-shirts that are to be pre-ordered.

Click Save Changes and repeat until all students are registered.

20
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Reserving Hotel Rooms

Weliome to Hatel Resenvationst

This page sliows you 1o reguest hotel room ressrvatons for your attendess

Curre= Laen Avallabily:

Thiussifey Fricay Saturday
OIS L4 S ]
1T thes typee of Foam vou wand i nod svslabls an this iy ]

1 ar i
Pease check back a5 roors may be canceled by othe

liolel Roport

Retiarn To Madn Page

After adults and students are registered, you can enter your hotel reservation requests. This
is the hotel reservations main menu. The chart at the top left of the page shows the number
of rooms available in the convention hotel for your site. If any night says “None”, there are cur-
rently no rooms available for that night within our block of rooms. Please do not call the hotel
about rooms. They will only direct you to call us. Also, since their system will not show any
rooms booked in our block until about a month before convention, their information will not
be accurate.

1. To request a room, e S .
click the “Request a o
New Room” button. ' ey - R
Details about the | ... oo
room request page o :
pictured below are Eic e :
on the following Fa s '
page. Spocial Requests:
OR
e T
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Reserving Hotel Rooms

1. Select the room type. For one or two people, you must select a king room. Because of the
limited number of double rooms, they are limited to rooms of three or four people only. If
you must have two beds, you can select a king room and a rollaway.

2. Mark the box if you need an accessible room.

3. Checkthe boxif you need a rollaway bed in the room. Note that a rollaway bed can only be
placed in a room with one bed. Do not request one if you selected a double room.

4. Check the nights that you need your room. Please note that if you need your room all day
on Friday or Saturday, it would be best to book the night before because there is no guar-
antee of early check in.

5. Select the occupants of the room. Please select an adult for the first occupant, unless there
are none in the room. If you are a family of five and plan to make one double room work
for you, just leave one person unassigned to a room.

6. Enter any special requests that you may have for the room. This is the place to note things
like latex allergies or similar. Remember that these are requests and are not guaranteed. Note
that for Opryland and Texan, if you request a balcony room, you will most likely be charged
extra. If you take a chance on getting a balcony room, you will pay the regular convention
rate.

7. There are a few check boxes for common requests. Check them as needed.

- Before you check “Refrigerator” for all of your rooms, check to see if your hotel already
has one in each room. For the hotels that do not have them in all rooms, remember that
they have limited supplies and others will need them, too. Please do not request a re-
frigerator for every room.

- For connecting room requests, check the box and enter the name of the first occupant
of the other room. Do this for each room. If the rooms need to connect because one
room is only kids, indicate that in the Special Requests section.

8. If you selected Suite as your room type, you must now mark the specific suite that you
want. The list shows the suite options at all locations. Please select one of the options from
your convention site. Memphis groups note that there are no suites available for groups to
book. If you need a hospitality room for your group, you will need to book an extra sleep-
ing room.

9. Please note that rooms for any National Convention Event Coordinators in your group
must be entered along with the others in your group. The National Service Center will
communicate to the hotel that the room will be on the Lads to Leaders/Leaderettes mas-
ter account instead of yours.

After rooms have been entered, you may change them using the “Change a Room” option or
“Cancel a Room” option. The “Hotel Report” is the same information that the hotel will see to
enter reservations into their system, so if you don’t see something on there that you need, the
hotel won't either.
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Checking for Errors

LALDS
TQ
LEADERS

LEADERETTES

Welconsa to Ehe Binal step bn the web registration prooess! From this sage you miy MR Fesorts on ysur grosg or verdly your registration by compietisg the lollowing six steps:
1. Bk, th "k, B oo Flam el b b miy g sber e mib g mgekewt i i H mip i e e, po el vl (s Wewen bl b

scircied

That's it Gnce yeur paymsant is

nonived, you will by ghenn o seating naumber Lor 1ha awards Conemany.

On-line Convention Registration

Verify Registration

Verily Pre-Convention Cvents
Ewinnbs Eletap Hsfsor]

Fimancial Recap Repeo

REturm (o Maln Page

The next couple of steps are critical for accurate and complete registration. After all registra-
tion is entered, you need to check for errors and for anything that may have been missed or
entered incorrectly. From the main registration menu, click the Verify Registration button. This
will take you to the Verify Registration menu shown above.

1. Click the Check Registration button. The system will go through a process to check for com-
mon mistakes. If any are found, they will be listed. Correct the problem and run the Check
Registration again. When no problems are found, you will get a“Celebration” page with fire-
works. This process should be done before the registration deadline so that any problems
can be corrected before the deadline.

Click Verify Pre-Convention
Events to see the students
and adults that need to be
verified before their registra-
tion is complete. Note that
until you verify these events,
their registration will not
show up in any reports for
winners’ lists or awards. Be-
low is a screen shot of a sec-
tion of the verification page.
If there are no names under
any of the event headings,
then you don’t have any to
verify at that time.

Year-Round Bulletin Board

Check the box next to &sch partiapant to certiy that the your vear-Round Bulstin Board registrants ne conmect.

P prarticipants noed verification.

Year-Round Bible Reading

Check the box nex: to each participant to certify that the your Year-Round Bible Reading registrants ane comect

Mo participants necd verification.

Year-Round Puppet Theater

Check the box next to &sch partiapant to certify that the your Year-Round Pupoet Theater registrants ane fomet.

Mo participants need verification.
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Adding Church Leadership

'Welcome to the Church Leadership paget

Fleass provhis us W the coftsct nformation fior your ministers and sders 5o thal we will be pbie to mone effioently contact them i needed, Messs be assaned Chatl his ifoematon will De ued anlyf by The LIS Do Lej
Note:Entry on this page Goes nal regster these incviduals far the convenbion, That must be completed as wsual an the Adult Registrabon page

Update Leader 1 Loaaber

Dedete Leader

Leader Reqpot

Rt b Main Page

An optional step in registration is to enter your congregation’s leadership, whether they are
attending convention or not. Since they can be marked as elder, deacon, etc., during the reg-
istration process, many may already be marked.

- For those not attending convention and those not marked previously, click the Church
Leadership to enter the information. This information will ONLY be used by the Lads to
Leaders/Leaderettes National Service Center.

- For anyone not already registered, click the Add New Leader button. Entering informa-
tion here will not affect convention registration or charge any fees. This page is basically
the Adult Registration page with only the contact information and leadership sections.

- For anyone already registered, click the Add From Existing button and select the person
from the list. Make necessary updates and

CIICk Save ChangeS Contact information:
You can update or delete anyone from this list Mg arens '
as long as registration is open. If you need to iz
make an update to this when registration is = Statn dibeme
closed, email ladsoffice@lads-to-leaders.org.
Call Phaorss

el Mow
Brmary Groug Lesde
Alteriate Group Leade
Cascon
Meniste
ASLOO3EN Mt
Fisulh Mniitr
SRCPRLATY

Elden
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Running Reports

1. The Events Recap Report is a chart that shows the number of participants in each event. It
is broken down by levels and grade divisions. (This report is mainly useful to National Con-
vention Event Coordinators and the National Service Center Staff).

2. The Financial Recap should be run when
you know that you have all of your regiS- Lisds Office Stafl (Atlanta) at Montgomery, AL (Atlanta/Color Mot Set) 10273 - 12
tration entered, double-checked and ver- —— ]
ified. This report will show the amount —
that is owed to Lads to Leaders/Leader-
ettes for registration. All hotel charges
will be paid directly to the hotel. et
- The Financial Recap automatically i o

charges the appropriate registration ~ s

fee based on how each person was — ;
registered - attending or not, grade/ =
age and event participation. Ifyou | Lo emesss
think that there is an error, please Con- | fres e v o e o s Sucers e s oo 0 s nfo & e
tact us at the National Service Center.

« An amount in the Balance Forwarded space indicates that your group had a balance
that was owed from a previous convention or, for a negative amount, a credit from over-
payment.

- TheTotal Fees space is the total of everything above it.

« TheT-Shirt Fees space shows how many shirts are pre-ordered (number in parentheses)
and the total cost. The system will automatically adjust for the group rate when 10 shirts
are ordered.

« Other Fees would be for de-registering after the deadline or anything else not covered
under normal registration. There will be an explanation of any other fees in the descrip-
tion box.

« Credits are for National Convention Event Coordinators whose registration fees are cov-
ered by Lads to Leaders/Leaderettes. Details will be in the description box.

- Materials fees are for any outstanding materials orders for your group. Details will be in
the description box.

- The Paid space will show a list of all payments made for registration, t-shirts and/or ma-
terials. Note that the date of the first registration payment will be used when determin-
ing the seating order for the awards ceremonies.

- Total Amount Due is the amount that is owed based on the details shown on the Finan-
cial Recap.

« The Seating Number space will show the number that your group is assigned for the
awards ceremonies. Please note that this number will not be set until after the registra-
tion deadline. Because some groups have their color set prior to the deadline because
of emcees or other stage help, they will show a number that is not final.
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1.

Running Reports

On the main registration menu, click the Reports button to access a list of reports to help you
double-check and verify your registration. While there are many reports that can be run, we
will highlight a few that will be very helpful to you in verifying the accuracy and completeness
of your registration.

Run the Event Judging Ratio report to
show any shortages in judging that
you may have.

The three best reports to use to verify
your registration are the Adult Event
and Judging Report, the Student
Event Participation Report and the
Hotel Reservation Request Report.
When you have all registration en-
tered, run each of these reports and
print them. Click the gray button for
each—not the gray with CSV above
it. When these are printed, go to each
adult and the parents of each student
and have them check their registra-
tion and hotel requests. Have them
sign off that they are OK.This will avoid
any confusions or problems later.

You can click the tabs at the top to access
even more reports.

Event/Registration

Event and Registration ;
Events Rucss Report

Dverel Juckgarig Eatis Report

Afult Event and Riagng

Stadent Dvert Parlicoation

Grous Lasder Lint

Awrards Sealing:
fia i Bmpodt

Seanr Order Feport

Ruspraation RBaqueet ect
Room Report by Day

Conhdmalot L

BHiost and bostess;

Mol voluribesrs List

Laadar Luk

Communion ¥olunleers;
Commimesn Volmbess List

Waorship Service;
Wirship Servce Altendes List

Worsh Sarace Volunbesrs List

Adult Geant and Judgng (Mon- attendses]

Student Event Particnation {hen-atterdees! (D

Q0O0 . LoLOD
Q0L ~ WL
Hatess Volunteers List “m._ -' UDUD

57 1 T o RO Y o0 Tl T |

Q0O oL oD

@
Q@RO0. OO0

(974
QOO0 . LOUOD

Convention Group List Report to see what other congregations are attending your conven-
tion. For sites with multiple colors, you will see a breakdown by color after they are set.

All other tabs are participant reports that you can run to make sure that teams are set prop-
erly for Puppet Theater, Bible Bowl, Debate

3. On the Group/Attendee tab, run the
4,

Came reports are svadabls in mare Hhen one (5

Lt Report: Most reports use thes format. Examples nolude: 3 serpie bet of
aitendees o event parbopants

List Report CVE: The Lene i Ehe List Report, buf i § conms-meparsted
wirvabie Rorrr gl Fhat £an b aroortad ce pisted v ot apple shong aek
reatshests or mord procesiorns,

List Report by Groeg: iy delall, soms Lt epors e orouged iy O o
W Grade. This impor® ahaecs Bhe imeulty e garased by Cioug.

a allieeg L ii: Halrg aifdress fvmated a5 & would appear on an ervebpe

) madling Uit 5V Tha Mading List reort in comena-senarsesd vanabls farmat
Msome I3 Shows attendas nama, phore, and Bas nomber.

8 Pleaenn Lis CEV: Tros BN Lint papaet in comma-Sapiented-yaniabis fomae

Emall Lisk Show atbendes name and emad adaress hrmatbed a0 that € canba
WY pesd and paeted vtn the “Te” hl

l:} Emall Lisi CSV: The Emad Lisk raport in comma separated-sanabs fomat
u Comdact Ll &8 @ onides cortact rinmutcn m ore report

0 Costnct List OS5V The Contss Lt et i o0mma-sepi i ad-vanabls format

MHere are ol the difsnent formats and the nssocated button) 5

and other team events.

On the Miscellaneous tab, you can
run reports on convention t-shirt preor-
ders. You will want to print the T-Shirt Or-
der Detail report and bring it to conven-
tion with you. This will show each person
who ordered a shirt, along with the size.
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Final Reminder:

If you are ever in doubt about
the reqgistration process, have
questions or need assistance,
please do not hesitate to
contact the National Service
Center for assistance.

334-215-0251
ladsoffice@lads-to-leaders.org

We are here to serve!



