
Step by Step Registration for Utah TSA State Conference 
 
1  Go to the State Conference page on the UtahTSA.org website and click the Register Now button. 

 
 
2  Log in with your email and password that was emailed to you on Feb 2.  Check your SPAM folder if you 
are not seeing it.  The password you created for the Fall Registration will not work. 

 
 
3  The next page you will see is the Dashboard for your chapter.  If the number of registered members 
says 0 then you have not done the final step of submitting your students on the National TSA Registration 
System.  Watch this video to see how to fix it: https://youtu.be/yGXrJTGfMAY 

 

https://youtu.be/yGXrJTGfMAY


4  Click on the first listing of your chapter name in the menu on the left.  Once it opens, you will 
see several options.  Click on Conference Attendance to add students and advisors that will be 
attending the state conference. 

 
 
 
5  The new screen will show a list of all the students who have been officially registered on the National 
TSA Membership System.  Find the students who will be attending state and click the + sign that is to the 
right of their name.  Then do the same with advisors who will be attending in the section below. 

 
 
 
6  Students who have been added will show up in the column on the left. 

 
 
 
7  Once you are done adding students and advisors, click the Save button on the bottom right of the screen. 

 
 



8  Once all of your students have been registered as attending, you can add them to specific contests.  To do 
this, click on the link in the menu on the left that shows the name of your chapter with the word Registration.  
The menu will open up and list all of the available competitions.  Click on the one you want to add a student to. 

 
 
9  The contest page will show the schedule for that event and then state how many entries are possible.  If it 
is a team event it will state how many team members are allowed to participate.  Click the blue button that 
says Add team or Add individual. 

 
 
10  Once you click the add button, you will see two new boxes appear.  On the left is a list of Available 
Students.  These are students who you have added to the attendance registration. Click on the name of the 
student you want to add and then click the right arrow button shown between the boxes. 

 



11  After you click the arrow button, the student’s name should appear in the box on the right.  Make sure to 
click the Save button after you have added all the names required for that entry. 

 
 
 
12  Repeat steps 9-11 until you have added all of your students to their appropriate contests.  Once you are 
done with the registration process you will need to make sure that all registration fees are paid.  To do this, 
open the first listing of your chapter in the menu on the left and choose Billing Status.  The Billing Status will 
list all of the students and advisors who have been registered and show a total balance.  Please note that the 
service to allow you to pay online with a card does charge a convenience fee.  Your total with the 
convenience fee added will be shown at the top. 

 


