
Ohio FCCLA State Leadership Conference Step-by-Step Instructions 

State FCCLA Leadership Conference Registration Step-by-Step Directions 

Registration Close April 10 

Onsite registration will be available for any non-competing student, and guests 

Step 1: Login to registration System 
Login to https://www.registermychapter.com/fccla/oh  

Step 2: Confirming Chapter information 
1. The first screen you will see you will need to make any changes in the information located on this page.   
2. Cell phone Number is required in case of an emergency. Please put the Cell phone number of the phone you will have on you at State Leadership 

Conference.  
3. On this page you must include all events you are registered for and indicate if they would attend National Leadership conferences if they place in the top two 

spots in their event.   
4. Then click Save. 

 

 

https://www.registermychapter.com/fccla/oh
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Step 3: Confirming CDE participants who are pre-populated 
All CDE participants have been pre-populated into the system below.  Please confirm all information for all competitors. 

 
1. After each participant it will give you the option to purchase a Parking pass.  

2. Click Next to go to next page 

 
1. Click Finish Participant 
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Repeat Step three until all competitors are registered. 

Step 4: Make Substitution of Competitors 
If Adviser would like to change name of competitors:  

1. Select Substitution Request 

2. Click Select student to choose the student want to substitute for that event from the drop down. If student does not appear, you must contact Cheryl 

Hamblin to have it fixed manually 

3. Select substituted students grade 

4. Click Save 
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Step 5: Adding Adviser 
1. Click on the button Add Adviser 

 
1. Select Adviser from Participant Type drop down ($15.00)  

2. click submit 
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Step 6: Adding Additional Student (non-competitors) 
If you are bringing students that are not competing: 

A. To add an Affiliated member click Add Student  

B. To add non-affiliated members, click Add Other Name  

 

 
To add an Affiliated member: 

1. Click Add Student 

2. Click Search  

3. Then Select Student $30.00 in the drop down located next to student’s name 

4. Once all Affiliated students are selected, Click Continue 
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To add a Non-affiliated member: 

1. Click Add Other Name 

2. Enter Student First and Last Name 

3. Select Student as Participant Type and their Gender 

4. Once all Affiliated students are selected, Click Continue 
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Step 7: Adding Guest 

To add a Guest: 

1. Click Add Other Name 

2. Enter their First and Last Name 

3. Select Guest as Participant Type and their Gender 
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Step 8: Finalize Registation  

Once you’ve added everyone: 

1. Click view registration to check your registration is correct.  

2. When you are ready to submit your registration you need to click Finished Registration.  Once you click Finished Registration you are responsible for 

payment.   

3. An Invoice will be emailed automatically. 

 

 
Reminders: 

All Registation must be paid by April 21, 2017. 

All CDE Schedules will be found in the registation system on April 21, 2017. 

Conference is not just for competing students. Check out the Schedule at a glace located on State Leadership Conference Tab for all the events taking place at 

conference! 

 


