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Contest Registration Deadlines
NKU
: 
        
          
February 22, 2014
Louisville
: 
 
March 1, 2014
EKU
: 
        
March 8, 2014
SKCTC
: 
   
March 15, 2014
Kentucky Wesleyan
: March 15, 2014
Morehead
: 
March 23
, 2014
)       History Day Contest Registration





This guide contains information to help teachers, students and parents register and prepare for your district History Day Contest. It will assist you in completing your online registration. Participants should read this guide carefully before beginning. If you have questions about your district, please contact Cheryl Caskey at cheryl.caskey@ky.gov or 502-564-1792, ext. 4461.


REGISTRATION INSTRUCTIONS

Each registrant – whether a teacher or student – must have a Registration Profile in the online system. Student accounts are established by a teacher or state coordinator. 

All registrants will need the following items:
· Home Telephone Number
· Home Contact Information
· Your Email Address (valid email addresses are required)

Students and Teachers will need these additional items: 
· Teacher Name and School
· Entry Category, Division and Title
· Names of All the Students in a Group Entry
· Description of Entry
· Purchase Order or Check Number (if applicable)

Registration will open _January 15, 2014_ for all contests and will close on the above deadline date.
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Begin the registration process by going to ky.nhd.org. Click on the “Online Registration” button on the left on the homepage.  Select the contest for which you intend to register. Select your registrant type from the drop down menu (Educator with Competing Students, Competing Student, etc.).

TEACHERS 
You MUST log into registration to set up your teacher profile and enter information for your students BEFORE they can login and complete their registration. 


· If this is the first time you are registering for a contest online this year, click on the red (Don't have a username and password? Click here to begin) link. You will then enter basic information and create your new username and password.  You can then login and begin entering information for your school, students, and their entries and complete your registration.  
Note: it is important that you enter complete and correct information for yourself, your students and their entries. This information is used for contest materials, and allows contest coordinators to contact you or the students should there be a problem. 

· If you have registered for a local contest online this year, use the same username and password to log in. If you cannot remember your username/password, or if it does not seem to work, contact your contest coordinator.  Once you login, you will enter information for your school, students, and their entries and complete your registration. 

· Once you have entered this information in for your students you can let them know that registration is open to them. Please allow enough time for them to complete their registration.


STUDENTS

· If this is the first time you are registering for a contest online this year, click on the red (Don't have a username and password? Click here to begin) link. You’ll be asked to identify yourself using your school’s state, your first and last name, and the last four digits of your home telephone number. Once the registration system has located your information, you will be asked to create a username and password.  Once your username and password are created, the system will “log you in” so you can continue registering.
Note: If you are having difficulty logging in, check with your teacher first to make sure he/she has entered your correct information.  

· If you have registered for a local contest online this year, use the same username and password to log in. If you cannot remember your username/password, or if it does not seem to work, contact your contest coordinator. Once you are logged in, you can fill out the required information to complete your registration. 

Please make a note of your username and password, as you will need them again should you wish to return later to update or complete your registration. This will also be your username and password for the National contest should you advance.  

NOTE: Group Entries 
If you are registering in a group entry, each person in your group must register individually. During the registration process, make sure the other members of your group are listed under your entry in your registration profile. You also will want to check with your group members to make sure everyone has completed their registration information and paid all applicable fees before the registration deadline.  
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STEP TWO: NAVIGATING YOUR REGISTRATION STATUS PAGE

Once you’ve logged in, you will be presented with your personal Registration Status Page. This page displays a list of items that are required for Contest registration, as well as items that are optional. Items marked with a red asterisk (*) are required. 

The registration status page features green “check marks” which allow you to quickly see which required items in your Registration Profile are complete. You can enter or update items linked from your Registration Status Page at any time prior to the registration closing date by logging in to this system and clicking on any linked item on your Registration Status Page. 
· Click “Save” at the bottom of each page when you have finished entering or updating your information. This will take you back to the Registration Status Page, where the status of your items and any fees will be reflected. 
· If you need to leave your online registration before completing all items, return to the Registration Status Page, and click the button at the bottom of the Status Page that says “Finished for Now? Save and Log Out.” This will ensure that you have properly recorded your changes.
· Be sure to login to your registration and complete all items, including payment for any applicable fees, before the registration deadline.

TEACHERS
Once logged into your new account for the first time, you will need to add your school, co-teachers (if any), your students and the students’ entries. This is done by clicking each corresponding link on their registration profile page: Add a School, Add a Co-Teacher, Add a Student, Add an Entry. You must then enter some basic information about students and their entries in order to create their students’ registration accounts:
· The name of the school
· The state in which the school is located
· Each participating student's name
· The last four digits of the student's home phone number (Note: it may be simpler for you to assign each student the same 4 digit number).
· The Category and Division of each entry
· A title for each entry (which can be changed later if necessary)

Note: It is important to understand that information is entered into the registration system based on the Entry. When you fill out the Entry Information section, you MUST associate the correct student(s) with the entry by choosing their name(s) in the drop-down menus. 

After the initial student/entry information has been entered, you must notify the student(s) that registration is now open to them.  If you created a username and password for the student(s), this information must also be relayed to them. The student(s) will then be able to complete their portion of registration. Your registration cannot be completed until all of your students have green checkmarks beside their names as well. You must also complete all of their own required items in registration (marked with a red “X”), including payment, if applicable. 
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You can receive a copy of your registration information by clicking the “Email Me a Copy of My Registration” button found at the bottom of your Registration Status Page. The registration system will send a recap of the information you’ve entered, including your username and password, to the “preferred e-mail contact” address you provided during your registration. 

Please confirm that your name, mailing address, phone number, and email address are complete and accurate.  This information is necessary for NHD staff to contact you in case an issue arises, or to mail back student certificate packets after the contest.
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Once you’ve completed all of your required Registration Status Items (indicated by a green checkmark next to each required item), you can begin the check-out process by clicking on the “Confirm Registration and Review Fee Summary” button at the bottom of your Registration Status Page. For each step of check-out, follow the instructions on each page. You must confirm registration and check out even if you do not have fees to pay.

On the payment page, select the fees that you will be covering with a particular payment. Next, indicate the payment type (check, or purchase order) and enter the details for your method of payment. Once your payment has been submitted, you will see a confirmation screen with a summary of your fees. A payment confirmation will be emailed to your “preferred e-mail contact” address. After the registration system has acknowledged your payment, you can log out of the system. If you want to log into your account to check on the status of your fee payment (if you paid by check or purchase order) click on the View Your Payment History link, located in the red box at the top of the Registration Status Page. Additional payments can be made by clicking on the “Confirm Registration and Review Fee Summary” button at the bottom of your Registration Status Page. 
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IMPORTANT: You will receive an invoice for your fees once registration has closed. 
Each student must pay the $5 registration fee to attend the contest. KHS accepts school purchase orders, personal checks, or cash. 


Please make checks payable to Kentucky Junior Historical Society and mail them to:
100 W. Broadway, Frankfort, KY 40601
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For any technical or general registration issues, please email cheryl.caskey@ky.gov or call 502-564-1792, ext. 4461 



IMPORTANT ENTRY INSTRUCTIONS

· Paper Entries
· All papers must be submitted to the state coordinator two weeks before your contest by mail or one week before the contest electronically. 
· By mail, send to: Cheryl Caskey, 100 W. Broadway, Frankfort, KY 40601.
· By email: cheryl.caskey@ky.gov
· Website Entries
· All website URL’s must be submitted one week prior to your contest.
