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State leadership and Skills Conference Registration 
Registration Information 
 
To access the Conference Registration section of the SkillsUSA-Register web site, log into the site, and then using the top 
menu, select Conference � My Registrations: 
 

 
 
The grid on the following page contains a high-level view of the information about each registered participant from your 
state, including the Name, School, Contest, Division and Team information.   
 

 
 
While browsing through the registrants on this page, there are several useful navigation controls you may find helpful.  
Each of the column headings is a hyperlink you can click on to resort the table by that column.  By default the registrants 
are listed in alphabetical order by last name, but if you’d rather see them sorted by School or Division, just click the 
desired column heading to resort.  You’ll also notice navigational numbers at the bottom center of the page to help you 
move from page to page.  The grid should list about 10 registrants per page.  Once your state has enough registrants to fill 
more than 10 pages, you can use the ellipsis (…) after the last page number to navigate to the next set of ten pages. 
 
To add a new NLSC Registrant, just click the New Registrant button, which will open another page where you can fill in 
the Registrant details.  To edit an existing registration, click the unique ID number in the Edit column of the grid.  In 
either case, the following page is presented, which displays the basic demographic information required for an NLSC 
registration. 
 
If you are using the site for your own State Competition or a Regional Conference (in addition to the NLSC competition) 
then you and your advisors need to pay close attention to the “Filter Event” drop down list.  Using this list, you can select 
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the National Leadership Skills Conference attendees, or only your State Conference attendees.  When you add a New 
Registrant, the system automatically assumes they are registering for the selected Event in this list.  Be aware that Contest 
Numbers are different between the State competitions and the National competition.  So if you accidentally register a 
competitor for Welding, but you choose the State Competition, that registration record will NOT be reflected in the 
National Competition database that is used in Kansas City.   
 
Double-check all your registrants to make sure your advisors have selected the correct Event! 

 
Once you have filled in details about your individual conference attendees, you can click the NLSC1 link in the registrant 
table to preview and print a complete NLSC1 Medical Release form for parent / guardian signature. 
 
Registrant Details 
Clicking the Registrant ID number column in the table will open the following page, which allows you to add or edit 
Registrant Details, such as home address, parent’s names, and contest information. 
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� Screen image continues on next page � 
 

 

 
 
This page is fairly self-explanatory, but there are a few important details to remember.  For students and other Skills-USA 
members, you should select their Division and Level (Secondary/Postsecondary and Student/Professional).  Be sure to 
associate the competitors and other students with their correct Chapter (or School) – this should happen automatically 
based on the school your login is associated with, but you can override this here to move a registrant to another school.  
Also please enter the names of your Competitors in Upper and Lower Case (proper noun) format, as we will print 
name badges and display winners during the Award Ceremony using the data exactly as you enter it here.   Home 
address information is required. 
 
In order to register someone for a competition, they MUST be configured as a Contestant in the Reg. Type drop down list 
box.  This means that for Nail Care Models, you still need to indicate they are Contestants on this page. When selecting 
the competition details on the next page, you can specify additional competitor details. 
 
It is important to supply age and date of birth information for students and competitors, but not necessarily for 
professionals and other adult registrants.  However, if you do not supply an age or birth date, the system will default in 
some values there, such as an age of 0 and birth date of 1/1/1900 – you can ignore these values for non-competitors.  You 
can Show or Hide the Emergency Contact Details and State Specific Details to make data entry easier.  Obviously the 
more details you and your advisors enter online, the better your printed NLSC1 forms will appear.   
 



 Page 4 of 5 

If you are entering registration details for a non-competitor, you can just enter as much information as you have and click 
Save to return to the previous grid of registrants, or click the New button to save this registration and clear the screen to 
enter another Registrant.  This way you can quickly process through a number of registrations online, without having to 
go back to the previous page to add another. 
 
When you have entered all the demographic details for a Competitor, you then need to click the Add Contest button to 
specify which contest they will compete in.  Clicking that button (or clicking the Edit button on an existing Contest) takes 
you to the Contest Details page. 
 
Competition Registration 
 

 
 
This page allows you to supply the details about what contest a particular student will compete in, and in what capacity 
they will compete.  Just work through these drop down lists in sequence from top to bottom.   
 
The Event list will indicate whichever Event your Contestant is registered for, which will usually be the National 
Leadership Skills Conference.  If your state were using this web site for your State Competition Registrations, then your 
State Event would also appear in this list.  
 
It is critically important that you select the correct division for the competitor and contest.  Since most contests have 
both a Secondary and Postsecondary division, you need to be sure your contestant is registered with the correct grouping.  
Each Contest has a unique Contest ID Number internally in the database, and if you register a Secondary contestant for a 
Post-Secondary Contest, this will obviously cause problems at the conference.   
 
 
For Team events, two additional drop down lists will be available – Team Code and Team Sequence.  These are used to 
group competitors together into teams as required by the particular event.   In the example above, this registration is for 
Opening and Closing Ceremonies, which is considered a Team event.   In general, the site will automatically supply the 
appropriate values for these fields.  Each state and team will get a unique Team Code.  For example, the first North 
Carolina Contestant in Web Design could be Team Code A, Sequence 1, and the second contestant would be Team A, 
Sequence 2, etc.  When Web Design contestants from Delaware register online, their first contestant might be Team Code 
G, Sequence 1, and the second would be Team Code G, Sequence 2.  Obviously this implies that some very popular 
events will have Team Codes like AB-1, AB-2, or AF-1 and AF-2. For events with a Model (such as Nail Care), the main 
competitor should always be Sequence 1, while the model or other team members begin with Sequence 2.  For events like 
Community Service, that allow more than one team to compete from each state, the site should automatically assign a 
unique Team Code to each team – Team G, Team R, Team X, etc.  Within each team, assign a unique sequential Team 
Sequence number to each Contestant.  These Team Codes and Team Sequence numbers are important to the inner 
workings of the entire NLSC registration and scoring system, so it is important to understand how these work and enter 
them correctly.  To reduce confusion this next year, the name badges of team members will include their team code and 
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sequence numbers on them, so it is important to verify that all the students who are expecting to compete together have 
the same Team Code and sequential Team Sequence numbers. 


