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Studio Managers - How To Register For Groups (Small / Large) 
 

1. Under “My Registrations” you will note the following Tabs 

    
 

2. For the moment, you can ignore this Tab 

 
 

3.  If you are registering Groups, click on the Tab “Small Groups” or “Large Groups”.  
**Please refer to the Competition Syllabus for what they define as Small or Large 
 
a) Select  the Groups sections you with to enter 
 
b) Your Studio Name will automatically populate under “Group Name” you can edit this if 
you wish e.g. add a ABC Studio Group A 
 
c) Select the number of Performers in the Group. (Note that once you have selected the 
number of performers in the group, you cannot select a LOWER number, but you can select a 
HIGHER number.  If you need this to be changed, Contact the Comp Organiser) 
 

 
 

(a) (b) (c) 
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You can scroll down the page and select as many Groups as you like 
 

 
4. Once you have finished making your selection of Groups, Click on the button at the Bottom 

of the Page to save your registrations 

 
 
 

5. You Will See the screen below with a summary of your Group Registrations 
If you need to Register Groups, you can click on the Text highlighted below: 
 

 
Important – When you have added your performers, you will need to come back to this page 
to allocate Students Against each of the Groups (see step 15 Below) 
 
 

6. If you are happy and wish to pay for your Groups entries, you can click on “Pay Your Fees” 
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7. This will bring up any Outstanding Invoices you have. 
Click on the Invoice number to view the Invoice in Full 

 
 
 

8. Check the invoice to see if it is correct.  If there are any issues, please contact the 
Competition Organiser. 
 
If it is correct, please click on “Click here to Pay this invoice by Credit Card Now” 
 

 
 

9. Click on the “Pay Now” Button 

 

 
 

318.30 
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10. A pop up screen will appear,  check details then click on “Next” 
 

 
 

11. Enter in your credit card details, then click on “Next” 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

$318.30  AUD 

your@emailaddress.com.au 

Competition Name 

Invoice Nbr 10056 

Competition Name 
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12. Enter in your Address and Click “Continue to Payment Confirmation” 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

13.  The following screen will show outlining your Card Surcharge and total amount 
payable.  Click on “Pay $XX.00” 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Competition Name 

Competition Name 

your@emailaddress.com.au 

$318.00  AUD 

$  63.60  AUD 

$381.60  AUD 

Pay $318.30 AUD 
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14. A pop up box will come up with a Green Tick if your payment is successful 
before going into the screen below: 
 

 
 

15. Allocating Your Dance Students To the Groups 
 
*** This step assumes that you have Entered a list of your Students Names, Email Addresses 
& Dates of Births under the Performer Tab.  For instructions on how to do this, Click here 
 
We recommend that you DO NOT complete this step until ALL your students have been 
entered into the “Performers” Tab.  
 

 
 
In this example above, the Studio has invited several students but only Tom Cruise has 
registered.  The rest have “Not Responded” 
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15a. Click on the Groups Tab 
Click on “Your Studio Name” next to the relevant Section  
 

 
 
 

15b. The system will ask you to select which of your students are in the “10 Year and Under 
Broadway Jazz Small Groups” 
 
As we specified in Step  3 that there were 8 performers in this group, the System has 
generated 8 empty fields for us to select Student Names.  You can opt to increase the 
number of students in this Group, but you cannot decrease the number without contacting 
the Comp Organiser. 
 
Click on the “down arrow” highlighted below, and select the relevant Students.  It doesn’t 
matter if they have been Invited or Registered 
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15c. Click on “Click to Update this Group” (a) 
The page will refresh, and you will need to click on the “Small Groups” Tab (b) 
 

 
 
 
 
 

15d. You will see that Studio Name next to 10 Years and Under Broadway Jazz Small Groups is in a 
different colour (i.e. you’ve allocated the students for this Group). 
 
You will need to repeat the process for the other Groups until none of them show up in 
Bright Blue. i.e. Start step 15 again on page 7.  

 
  
  

 

 

(a) 

(b) 
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