Junior Festival 2008
On-line Registration Instructions (for ALL instruments)
Registration begins March 22nd and ends April 2nd 
IMPORTANT! Register your students as soon as possible because times are assigned on a 
“first come, first served” basis.

Read ALL INSTRUCTIONS before beginning the registration process.  There are several specific notes dealing with entering data (SCJM, Hymn, Folk, rooms etc).  
Organizing Your Student Information:  

Have all your student information at hand, including: name, birthdate, number of points earned in previous years, level, repertoire, and a requested time.  The form provided in this newsletter may help you organize this information and is available on the website (www.lvmta.org) – click on “Jr. Festival Student Tracking.”  When you download it into Microsoft Excel, you may click on the tabs at the bottom of the page to view a legend that explains the form, a master copy, and an example.  

Group students by family and level, keeping in mind that students in the same family may need to be in more than one room (according to their levels) and will need at least fifteen or twenty minutes between their times to allow them to get from one room to another.  There are two level groupings: 1) PP through E-IV and 2) Medium through Musically Advanced II.  Therefore, a family with children in P-I, P-IV, and E-II will be able to remain in the same room and play one after another.  However, a family with children in E-II and D-I will have to go to two different rooms, with ample time between.  

Please make sure that all information you type in is accurate and spelled correctly.  Your student’s rating sheets and participation certificates will be printed using the information that YOU provide. 
Accessing the online registration (Login):  

1. From the www.lvmta.org website Home Page, click on the Junior Festival Registration link, and you will be taken to the Log In screen.  
2. To log in for the first time, type the following in lower case letters:
· Login Name: first initial of your first name, all of last name. 

· Ex: helhalta (all one word for Heidi ElHalta)
· Password:  music

· After typing in the word “music”, click on the Submit button.
· You may be prompted to enter a new password.  After you select one, be sure to write down your chosen password and keep it in a safe place.  Once you log in, you will be taken to the Main Menu page.
Step 1: Create a Student Roster
1. Select “Student Administration” from the menu on the left.
2. Enter the student’s name (middle name can be omitted).
· If you have previously entered your students, their information may already be in the computer.  
· If you are entering a student under the SCJM (Specially Capable Junior Member), please type “SCJM” as an addition at the end of their last name.  Also please contact Heidi with these names and information regarding their specific disabilities and accommodations that may need to be made.
3. Enter the student’s birthdate.
4. Select an Instrument from the drop-down list.
5. Enter the number of “Points to date” that the student has earned in previous years participation (for new students, enter “0”)
6. After you have completed the form, click the Add Student button.
7. Repeat Steps 2-6 for each student in your studio.
8. Double check your student list at the bottom of the page to make sure it is correct.
9. Select “Event Registration” on the left to move to the next step.
If you have to leave the page before you complete your roster, you can return at any time and continue adding students.  You may also update or delete a student at any time by clicking on the “pencil” to the side of their name (to update) or X (to delete) links next to each student’s name.  

Step 2: Enter Your Students in the Junior Festival
1. From the Menu on the left, click “Event Registration”.
2. Click Submit to select LVMTA as your association.
3. Choose the Instrument needed (Piano). 
4. If it is a “hymn” entry, please click the appropriate box.

5. Click Submit.
6. Select (highlight) the Student’s Name from the list.  
7. Select the appropriate “playing level.”

8. Type the name of the composition and composer in the appropriate boxes for the required piece on the first line and the choice piece on the second line.  Please give complete information for the titles including Opus Numbers, etc., where possible. (Note:  If you are entering a “Folk and Patriotic --” entry – please type “Folk -- ” at the beginning of the title for the required piece.)

9. Request a performance time and room from the list.  If you need up to 10 minutes for higher levels, hold down the Control (Ctrl) key to select two consecutive 5-minute time slots.  



Rooms (things to keep in mind when choosing a room): 
· Rooms 159 and 160 are for Levels Medium-MAII.  All other rooms are for Levels PP-EIV.

· Room 224 has an upright piano (not a grand).  
· Room 173 is quite small and will only allow a few observers (it does have a grand).

· Rooms 212, 214, 222, 238 are all larger rooms with grand pianos available to PP-EIV levels.

10. After you have completed the form click the Submit Entry button.
11. Repeat Steps 6 through 10 for each solo.  (If you need to go back to the screen that lets you select “Hymn” or change the “Instrument” – click on the Enter Another Performance button.)
12. Double check all student information in the list at the bottom of the page and print or copy the information for your own records.
13. To exit – click the Log Off button in the top right hand corner.
If you have to leave the page before you finish making entries, or if you have made any mistakes, you can come back and make changes up until the April 2nd  registration deadline.

FINAL PERFORMANCE SCHEDULES

When scheduling is finished (after April 2nd) your final schedule will be made available to you and you will be notified.  The times and rooms you chose for your students may be altered on the final schedule.

For all questions please contact Heidi ElHalta at 810-7992, heidi@ekstrom.org  
