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We are now 

able to 

CONFIRM and 

REGISTER on 

behalf of an 

artist who does 

not have an 

email address. 

 

IMPORTANT---please do all of the steps in order. Confirm profile, artwork name and 

medium, then category and award and finally registration. 

Open the database---go to ARTIST and select the artist that needs help.  

When you open their profile (screenshot above) you will see a box next to Artist name that says 

ARTIST CONFIRMED. Check the box and hit SAVE ARTIST 

Open the Artist again and go to VIEW ARTWORK.  Now you will see a listing of artwork. 
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In this example, I selected Chopsticks V. The screen above opens. Make sure all is right and then 

check the box at the bottom that says ARTIST CONFIRMED. Click Save Artwork. 

Next, you need to find the SHOW in which the artist competed with that piece of art.  Click on 

the Title of the artwork. 
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The screen above opens. Make sure all is correct and check the box that says ARTIST 

CONFIRMED. Click Save Artwork. 

Now you are ready to register their piece of artwork for the convention. 

Look at the menu items to the left. You will find REGISTRATION. (I have requested a sort by 

name—but we will have to live with this for now.)  

Select the 

artist’s 

DIVISION and 

then find the 

name of the 

artist.  

Click on the 

name. 
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Now, you see this screen where you can register artwork, attendance or non-attendance and 

guests. Remember to check the box and key in a sales price if the piece is for sale. If you do not-

-- it will default to NFS. 

 

If you have an artist who registered by mistake or registered before all of  their 

artwork was keyed in --- 

Find their name, click it and 

you will see the screen to 

the left.  

Click on RESET 

REGISTRATION and they 

will get a do-over. 

 

 


