Leadership
Camp
2018
Director’s Guide to the
AZ Thespian registration system
for Camp.

After filling out the information in the Google Form on the
registration link from the website, you will need to enter your
schools and delegates’ information into the registration portal.

Registration Portal Instructions:
Registration for the Arizona Thespian Leadership Camp has a couple of steps.
Please read the instructions carefully.

Go to www.arizonathespians.org to complete registration.
**FOR NEW SCHOOLS
If this is your first time registering your SCHOOL, please follow the steps below.
STEP 1: Clicking “SUBMIT” from the first step of the registration process will take you to the registration portal. It is
recommended that once you reach this point you bookmark the site.
STEP 2: Under the ‘ACTIONS’ to the right, click on ‘REGISTER’.

STEP 3: Choose ‘HIGH SCHOOL’ login.

STEP 4: Type in your Email, Password, Repeat Password, and Enter Code in the available spaces.

STEP 5: You will be emailed a confirmation code.

STEP 6: Click on the link provided.

STEP 7: Copy the confirmation code and paste it to the link provided. Then click confirm and log in.
(If you do not receive a code your school may have marked it as spam.)

STEP 8: Please read the information on the dashboard. (the opening screen when you log in)
STEP 9: Once you have entered into the system. Hover over your email in the upper right corner, then click on
ACCOUNT.

STEP 10: Click on EDIT.

STEP 11: Fill in the information for your school and hit SAVE the bottom of the page when you are done.

*Registering Students
You need the following information to register students: Student name, e-mail, cell phone
number, class, induction date (if already inducted) and t-shirt size.
STEP 1: If you haven’t logged in, do so.
STEP 2: At the top of the Menu bar click “DIRECTORY” then “ADD STUDENTS”.

STEP 3: From here you can register your students. Click the ADD link in the upper right-hand corner.

STEP 4: Please enter all the information. Shirts are included in the cost of camp. You will need to click on the box next to
“register for Leadership Camp 2018” and “order shirt for Leadership Camp.”

STEP 5: Always hit “SAVE” located at the bottom of the page.

*Troupe directors
STEP 1: click on “DIRECTORY” on the menu bar.
STEP 2: Click on “TROUPE DIRECTOR”. Your name should come up on the list.

STEP 3: Click EDIT next to your name. Make sure information is correct and check the box by “register for Leadership
Camp 2019” and Order shirt for Leadership Camp”

STEP 4: Always hit “SAVE”

*Chaperones
STEP 1: click on “DIRECTORY” on the menu bar.
STEP 2: Click on “CHAPERONES”.

STEP 3: Click on “NEW”.

STEP 4: Fill in their information. You will need their email address and cell number.

Step 5: Always hit “SAVE”

**FOR NEW TEACHERS
If you are a new teacher BUT your new school has previously attended festival, please email Jenell Riordan at
Jenell.riordan@arizonathespians.com . I will change the account over to your name and email. Once the change is done,
you will need to change your password at that time by clicking the “lost password” on the login screen. Using the email,
you provided. You will then follow the instructions “for schools who have previously attended”

*FOR SCHOOLS WHO HAVE PREVIOUSLY ATTENDED
*Registering Students
Step 1: If you haven’t logged in, do so.
Step 2: At the top of the Menu bar click “DIRECTORY” then “ADD STUDENTS”. From here you can register your
students. If a student has attended any AZ Thespian event in the past, their name should appear on the list. If they haven’t,
you will need to add them to your account. See step 4.

Step 3: Click on the EDIT button their name to register them.

It is in this page where you order a shirt for them. (Shirts are included in the Camp fee.)

Step 4: If a student has not attended any AZ Thespian event before, click on “New Student”. (Small icon at the top right
of the field).

Step 5: Proceed to enter their information. You will need their emails, induction date (if applicable), shirt size and cell
phone numbers.

Step 6: Always hit “Save” located at the bottom of the page.

*Troupe directors
Step 1: Click on “DIRECTORY” on the menu bar.
Step 2: Click on “TROUPE DIRECTOR”.

Your name should be on the list.

Step 3: Click on the EDIT button next to your name.

Step 4: Click on the box next to “Register for Leadership Camp 2018”. Click the box next to order t-shirt if you are doing
so.
Step 5: Hit save at the bottom of the page

*Chaperones
STEP 1: Click on “DIRECTORY” on the menu bar.
STEP 2: Click on “Chaperones”.

STEP 3: If your chaperone has attended festival before just click on the EDIT button next to their name

STEP 4: Click the box next to “Register for Leadership Camp 2018” to register them and the t-shirt too if ordering a shirt.

If your chaperone is new…
STEP 5:, Click on “New Chaperone”. (Small icon on upper right corner of the field)

STEP 6: Fill in their information. You will need their email address and cell number.

STEP 7: Always hit “save”

