How to Register on the ShoWorks Portal
September 2022

Student Registrations are done online through the ShoWorks portal that is linked to our account. @e pay

fee per entry, sglease read instructions to avoid unnecessary charge#cademic RodeoFollowing is

a stepby-step guide to completing a registran andincludessome special scenarios you may encounter.

Thelink for Student Registrationsvill be located on th&eneral Infopage and on eaciontest page. The
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QUICK LINKS TO PAGES

Choose th(REGISTER STUDEN N the General Info page or the specific Contest page

The Link takes yaio the ShoWorks Welcome Pader Academic Rodeo
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ClickSign Into begin
DoNOTclick 1¢ Register. If you begin there, you will be creating a new account tiNDiBassigned to
your School.

ax



On theSign In screerchooseClulh NOT Schoogs yourExhibitor Typefrom the drop-down menu. This
will link all of your studerks togethemaking it easier to create a list of your studentg
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¥ Tip: Will you be working wit§ more than one exhibitor?

Choose Quick Group if you will bsubmitting entries for multiple family members or a group of exhibitors and check out all iffthe same cart.
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-- Choose a type -

-- Choose a type --
Exhibitor

School

Quick Group
Buyer
Administrator

On theClub paggyou will be directed taChoose a Clufyvom the dropdown menu available after your
click the down arrow. l@oseyour School or/Group name from the Club chaggvn menu.
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Then, clickGo to My Account




On theAccountpage, you have 3 choices:
1. Approve entries made under this Club
2. View/Print Transactionsade by this Club
3. Begin adding Exhibitors and Entrig¥ou will most often choose this option.

\cademic Rodeo

ast Texas State Fair

ShoWorks

You may want to take a quick look to see what students have alreadyrbgestered for your group. This
could be important as you begin registering studeis.this by clicking View/Print Transactions. IF

previous Coaches and Sponsers have registered their students correctly under Club, you will be able to se
all of thoseby clicking any Transactions in the list.

Usually for your first set of registrations and UNLESS others have registered students before you, you will
go to Begin Adding Exhibitors.

REMEMBER: You are just registering students. gfoup iSALREADY regesed for contests(or should
be)with you as the Sponsor for the contest, so no need to register yourself!

TheRegistration pageshows your progress as you make registrations.
Begin by typingil KS FANB O & thadfRS Mam@and hast Mainelds.
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After typing in First Name and Last Name in the box provideohse eitherThis is a New Exhibitor OR
This Exhibitor has already registergthen clickContinue
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Last Name

e This is a new exhibitor This exhibitor has already been registered

If you are theFIRSTeacher to enter students, all of your Exhibitors willriewv Exhibitors If another

Sponsor has already registered some students for a different contest, there is the possibility that a student
is already registered. You may want to check with yourestiglor with other sponsor® see who has

been registered and how each student is listed.

L¥ @&2dz (& L)S thatRasiaizd ydemragisygriend Slick as a New Exhibitor, you will get a
messaggelling youthat i K Bamé already exists This will also occur if a student with the same name is
register&d at another school. That rarely happens, but IS possible.

IF you KNOW this student has not been registered in other contests, the stisdenabablyat a different
school but with the same name as your student. In that case, you will need to add something to the
student name to make it differeng Sally S. Smith (instead of Sally Smith) or Sally 2 Smith (instead of Sally
Smith) If you do this pleaselet any othér sponsors who may be registering students later know that you
have done this so they can use the game name as a Returning Exhibitothelgeregister the student for

a different contest.
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After putting in student name, clicdBRontinue



An additional screen will ask you to entePasswordand retype it, the Schoglalso the Clulfchoose
from drop-down menu), theGradefor the student,Yesor NOon Code of Condudfwhether or not student
has agreed to the Code), aivdsor No for Photo Permissiorfwhether or not you have permission on file
F2NJ GKS &l dzR Sy )i vol willietiie Zam@sswor& Y odeI8RPassworddr all
students.Please do NO@reate unique passwosrdfor your students as you may make it impossible for
another teacher to register that student.

ClickContinuewhen this is completeYou will see a Confirm Registration Information screen with the
a0 dzRSY (G Qa Ay mcdmeluse the yadk arrow B gaibéckdiniake your correction.
Next you will be on th&ntriespage.

You will see a small window at the upper left of your screen, showing the entries you have in your Cart. (It
is called a Cart, even though there-aT€ NO fees to y¥ol can edit your Cartdm that window.

Onthis page you will choose the contests for this student.
You will choose a DepartmeqtAcademic Rodeo.
You will choose a Divisigthe Contest the student is entering.




After the Division (Contest)is selected, an additional screen will &skmore information about the
Student you are registering. You will also see a note that will indicate any limitations to the numbar you
ay register.

You will do the following:
1 Choose &lasdor the Divisiorfrom a dropdown
1 Type theSponsorfor the Contest
 ¢@LJS G K SGradé dzRIegt GingEelps uscheckin ea
registered correctly.
1 Answer Yes or No regardifipoto Permission
For some contestyou mayhave togive additional informationsuch as Art or Kinder Titles, Teamed with
for Computer Science or Science Fair, etc.
When you are satisfied that you have correctly provided the information, BdkEntry to CH.
If a small box appears at the top of the scregau may be missing some required information. For the
most part, if &\box is theréAft or Kinder TitleTeamed Withetc., it needs to be filled. Exceptions would
be in contests (Xouth Fashion Shavtjere all Divisions do not allow a Team, but at least one does.

u Kinder Critters does not have a class.

contest to see that students are

ClickAdd Entryagain, and if the database is satisfied that you have entered all required information, it will
move you to the next screen.
The next screen wishow that the entry was added and the Cart will update as well.
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If the Exhibitor is in other contests, you can continue adaitngr entries for that student by clicking Add
different entryand repeating the process of choosing the Division (Contest) and Class and providing other
information until you have registeredla&ontests for the studentYou will still be able to go in and

register additional contests at a later time for the student.

DoNOTchoose Add Similar Entry. That is for events like Livestock Shows and Fair contests where an
individual can have mufile entries in a class.

With the exception oDrama andyouth Fashion Shqwa student care registered in one Classly in a
Division (Contest). The exception in Drama is to allow High School students to do a Monologue or
Duologue and also do MusicHheater. The exception in Youth Fashion Show is to allow Middle School
and High School students to have a garment entry and be a part of a Design Team.

If you do not have any additional entries for that studgrdy can clickContinueto review the entres you
have made.

When you have completed registering a student for contests (1 or several), and have Clakadig you
will see theReviewscreen to show what you have registered for that student.

Make sureall information on theReview Screnis correct. You can remove an item by clickingXhe
beside it or edit the item by clicking the pencil icon. /
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Notice that your carbalanceis always $0.00!

After Reviewing, you have the following options:

1 Add more entrie$or the current Exhibitofstudent)

1 Empty the cart, This will remove any Students that have not already been submitted.

1 Save the cart for later This allows you to save and return to finish at another time.

1 Checkout ¢ Do this ONLYW you are completelyinished with entriedor this session or contest
However, do not waipast the registration deadline for the contesAcademic Rodeo does not see
the entries you are making until you have Checked Ouit.

1 Add entries for a Different Exhibitoryou will @ this over and over until you have registered all of
your students for your particular contest.
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will see that the cart is updated to show alltbe entries made thus far.

If youchooseto Save Carat any point, everything that you have registered in that session will be saved,
but you willNOThave submitted the registrations.
When you are ready t€heck Outyou will be asked to review ¢hentriesinyourcat Yy R &I INBE S €

registered items /

At the bottom of the screen is the Signature section and where you Submit the registration.

You will typeYESo indicate that you are agreeing to abide by all rules and regulations for Agade
Rodeoand that the student registered has read and agreed to the expectations in the Code of Conduct
You will then cliclSubmitto finalize the entries.

You willseeSubmission Successfahd you willget a summary of your entries withGonfirmation
Number. You may want to print this.




