SAPA WEBSITE USER INSTRUCTIONS
This tutorial is designed to show you how to use our web site for the
purpose of:
Registering as a User....page 2
Registering a Unit….page 3
Editing a Unit….pages 4-9





Editing your unit’s registration information
Completing all required forms online
Registering for shows
Building your unit’s SAPA profile page which includes a link to your website
and a picture of your group

 Viewing you billing information and making payments online
Making a payment by a non-registered user….page 9
Posting a classified ad….page 10

Please read this tutorial in its entirety to familiarize yourself
with our website and navigate through it easily.

Register as a USER
1. On the HOME page, on the right side is the login section. Click on the Register link to
the left of the Login button.

2. Fill in the boxes with the required information. ALL boxes must be filled in. Your email
address will be your login. For the Category dropdown, choose Director if you are the
director who will be registering a unit, and if you are a judge, select Judge. These are
the only two choices. For the Unit Type dropdown, choose the type of unit you will be
registering. When all boxes are filled in, type in the captcha code and click the Register
button.

3. You are now registered.

Register a UNIT
Important: Only one registered director account can register a unit. If a unit has two directors,
it is suggested that the registration email be an email that both directors have access to.
1. From the HOME page, click on MEMBERS at the top of the page. Then click on the Unit
Registration tab to the right.

2. This will open the unit registration page. Note there are four sections. The top section
is the information that will transfer to spiel sheets for the shows. The second section is
the unit director’s information, not the band director’s information, unless the band
director is the unit director. The third section is for a secondary contact person
associated with the unit. The fourth section is for the band director’s information or
other school official. When all the information if completed, click the Submit button.

Edit a UNIT
1. Once your unit is registered, return to the home page and click on the Account link.

2. You will be taken to your account page which will show your account information. Here
you can change your password, see all the units you have registered, and you can also
add another unit from this page.

3. From this page, click on a unit to edit the unit’s information. From the unit information
page, you can:
a. Edit your unit’s information
b. Complete all of the required forms for each unit
c. Register for shows
d. Add a link to your unit’s website along with a picture of your unit for placement
on your unit’s SAPA profile page
e. View your billing information and pay online

The Unit Information default page (which is the same page as the Unit Registration
page) will allow editing of any of the information fields that may have changed after the
unit was registered. The picture above will be used for the next four instructions.
4. Complete required paperwork – click on Additional Forms

A listing of all forms will be displayed. Each form name will be followed (in parentheses)
with which group type must complete that form. To complete a form, simply click on

the form name and the form will open. Follow the instructions on the form and fill in
the information boxes. Any box with a red asterisk is required to be filled in. Click on
the Submit button when complete. The form is now saved for that particular unit and
will show on the list as complete. Below is a sample view of the Video Release Form.

NOTE: You are required to complete all listed forms for your particular unit, and if you
have multiple units, all forms must completed for each unit. Depending on the form, all
units, or any combination of units may be required to complete a particular form.
5. Register for shows – click on Event Management

This page contains a dropdown which will list all available events. Click on the
dropdown, highlight an event, and click the Add button. The event will now be listed
under “Current Shows”. Once registered, you can’t remove your unit from that show. If
you require removal from a show, you must contact the circuit contest director.

NOTE: All shows may not be available for registration due to maximum number of units
set for each show. If you attempt to register for a show after the maximum number of
units is reached, you may still select to go on that show’s waiting list. You will be placed
on the waiting list in the order of registration. If a unit withdraws from a show, the first
unit on the waiting list will move into the show and all subsequent units move up on the
waiting list. If a show has reached its limit on units, it will appear like this:

6. Edit your unit’s SAPA profile page – click on Edit Profile

All units will be listed under our Members tab at the top of the page. Clicking on any
unit name will open that unit’s SAPA profile page. This page is for editing and
customizing what is seen on your unit’s SAPA profile page. On this page, you can add a
URL link to your unit’s website (if you have one) and you can also upload a picture of
your unit. Additionally, you can edit the name of the director and staff.

7. View your billing information and pay online – click on Billing

When a unit is registered, an invoice will be created for membership dues. The invoice
is accessible from this page. Additionally, should your unit incur other charges, such as a
show withdrawal penalty, the invoice for that will also appear here. To view the invoice,
click on the invoice number.

The invoice page will show the invoice number, date of the invoice, and amount. At the
bottom left side of the invoice, click on the Pay Balance Online link to be redirected to
Pay Pal to make payment electronically. All payments made through this method will
automatically and instantaneously be credited to you unit’s account and your billing
information will auto-update to show the balance is paid. Pay Pal can be used to pay
either by credit card or by bank account and is completely secure. In order to use this
feature, your unit(s) will require a Pay Pal account, which is free to open. Once the
account is opened, simply input credit card or bank routing information. Whenever a
payment is made through Pay Pal, you will be directed to log into your account and
verify the transaction. Clicking on the Pay Balance Online link will direct you to the Pay
Pal login page for easy transaction verification.

Making a payment by a non-registered user
If someone other than the director handles payments for a unit, that person can use the
website to pay online. That person will only need the invoice number and does not require to
be logged in as a user. From the HOME page, click on RESOURCES at the top of the page, and
then click on Make A Payment.

Type in the invoice number and the invoice will open with the same link at the bottom left to
make the payment through PayPal. Many methods can be used to make a payment with
PayPal, including credit cards, direct bank debit, and e-Checks.

Posting a classified ad
SAPA has a classifieds page for posting 3 different types of ads: selling, wanted, and job.
To post an ad, from the HOME page, click on RESOURCES, and then click Classifieds.

From here, click on Post New Item

Place a title for your ad, an email address for responses, select a category from the
dropdown (selling, wanted, or job), and place the ad in the description box. Once all
information is properly filled in, click the Submit button. The ad will then automatically
be routed to the SAPA secretary for approval. Once approved, you will receive an email
notifying you that your ad is posted.
On the main classified page, click on My Posts to see only ads you have placed. Click on
All Posts to return to the entire listing of posts. Use the filter dropdown to view only
selling ads, wanted ads, or job ads.

If you have any further questions or require any assistance, contact me (Christopher Lowery) at
mediatech@sapaonline.net.

