National PTA Reflections®
Guide to Online Registration




The National PTA Reflections Online Registration is
an information and awards program management tool developed for
PTA Reflections program leaders.

Upon creating an account, you will be able to:
e Submit PTA Registration Form
e Submit and organize student entry forms
e Submit PTA Participation Form
e Review student submissions and advance finalists to the next
judging round.



Step by step

instructions
Screen shot of webpage 2
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notes
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Let’s get started and
create an account!



National F‘m INSTRUCTIONS:
PTH actlocally ¥ donate i‘- i Vi S |t

About PTA + Programs + Advocacy + For Parents + For Members
PTA.org/Reflections

g r-'u'.l';.':'|:|i]|'|. oHEVOIoE.

Home > Programs > Reflections Arts Program Login

Schoal of Excellence

e Click “Register Now”

Family-Schocl Partnerships

NOTES:

Bullying: Connect for Respect

Family Reading Experience

e Come back and
explore the online art
gallery and upcoming

Fire Up Your Feet
Health & Safety

Reflections Arts Program
= About Reflections
= Registration Process
= Gallery & Awards

: ::tieifing;{:;ﬂ:it eXhlbIt Openlngs,
:Lr"la-cek‘\"nl.r Family to Schoo About Reflections Reflections TOOIkit’
Urban Family Engagement :?:;’:t?:;‘EI:;ZEE:E;EV:;:'ES::?;:;:?; its a n d a d d itiO n a | ArtS i n
Network ldnd. Reflections program leader toolkits are .

available today! Education resources.

AXA Achievement™

e Grant Applications for
PTA Reflections Registration the 2015_2016 SChOOl

Before you create an account, confirm your

Rafiactions repistration process, Emroliment i year are available this
coming January 2015.

open annually from Juby-March,

Register Now —»
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INSTRUCTIONS:
P TI"‘ actlocally ‘+ donate + JOIR] *  Welcome to the Sign

About PTA Programs Advocacy For Parents For Members
In page,

National

{ r-'r_rl-_'l"hi]{l_.:ur.' VOI1CE,

Sign Up | Log In
* Need An Account?

Click “Sign Up”

Eml * Or, sign in using your

you@exampie.com .

email and password

Password:

Enter your password here... L] TO reset your
National PTA Reflections® Program mTroubleEgngh? password’ CliCk

"The word wouwld be 3 betfer place if. "

“Trouble Signing in?”

Need An Account?

B NOTES:

For technical assistance,
contact
support@myreviewroom.com

PTA regismraton opens July 1, 2044,
Before you create an account, confirm your state’s participation in
State PTA. Frem your account, you will be abde to register your BT,

participation numbers. Advance artwork sccording to your State's

Need More Help?
For technical assistance regarding Online Registration contact suppoti@myreviewroom.com.

Wisit wwew. pia.orgl/reflections to l2am more about Mational PTA Reflections.

You may choose to bookmark
or save this page to your
favorites.
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INSTRUCTIONS:

e Enter your full name, Email, and create a
password.

‘Welcome to the PTA Reflections online registration!

» Select your role: “PTA,” if you are a PTA

John Smith Reflections Chair - OR- Select “Student,” if you are
. a student participant submitting an entry to your
souBexample.com Local PTA.

e Click “register” to receive an email confirmation.
Click the unique link in your confirmation email to
activate your account.

Create a password

Create a password

Confirm your password

Could you repeat that?
NOTES:
e * |f you do not receive a confirmation email, check
A your junk box/spam
—
(GMT-0400) America/New_Yark ~|

By registering, you agres email communications from us. You may unsubscribe at any time.

Repister
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Next, we will learn how to
complete the following tasks:

]

1. Register Your PTA
2. Submit a Student Entry Form
3. Report Participation

4. Review & Advance Student Entries

Heidi Kyler “Dreaming”

National

PTA

rerychild. or



Task 1.
Register Your PTA



National

PTA

About PTA ¥ Programs ¥ Advocacy ¥ ForParents ¥ For Members actlocally ¥ donate "-

everychild. one voice.

Hedp | Settings | Log Out

ome Page! Please complete the following steps:

ister Your PTA. Click the green "register your FTA" button below to complete your PTA Registration Formn.

ent Entry. Click the green "submit student entry” button below to submit a new Student Entry Fomn.

articipation. Upon completing your PTA Registration Form, click the orange "view'edit” button below to complete your PTA Participation Form.
iew Student Entries. Upon submitting student entries, click the orange "view'adit" button below to review the entry.

. Advance Student Entries. To advance entries from your PTA to the next round, click your PTA's orange view/edit” button below.

register your pta i submit student entry

Create a new Subrission?

INSTRUCTIOM S:
f you are a PTA Reflections Chair, select "PTA" to get started.

f you are a student participant in the Reflections program, select "student” to begin your online submission.

User Rale: PTA ﬂ

INSTRUCTIONS:

e Upon activating your
account / logging in,
your home page will
provide you
instructions.

* Step 1. Register Your
PTA by clicking the
green “register your
PTA” button.

NOTES:

You may also start your
registration by creating
a new submission,
selecting “PTA” and
clicking “get started.”

Register Your PTA (step 1 of 3)
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Home » Untitled Application
Untitled Application
Application Round

register another pta | create new student entry

s

Step 1. Register Yiour PTA. Click task 1. "Register Your PTA" to complate your PTA Registration Form. To complete an additionsl PTA
registration, click the green "register another FTA" button sbowe.

Step 2. Submit Student Entry. Click task 2. "Submit Student Entry” or click the green "submit student entry" button abowe o submit 2 new

Student Entry Fom.

Step 3. Report Participation. Click task 3. "Report Paricipation” to submit your PTA's parbicipafion information. To perform this task, your

completed PTA Registration is required.

Step 4. Advance Student Entries. Click task g "Advance Student Entries” to review entries and advance your finalists to the next round. To

perform this task, your completed Partig Form is required.

Task

1. Register Your PTA

2. Submit Student Entry

3. Report Participation Prerequisites Mot Met

4. Advance Student Entries Prerequisites Mot Met

INSTRUCTIONS:

e Your PTA Submission Page will
provide you instructions. Click
task 1. Register Your PTA to
complete your PTA Registration
Form.

 To complete an additional PTA
registration, click the green
"register another PTA" button
above.

Register Your PTA (step 2 of 3)
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INSTRUCTIONS: To complete your PTA registration form:

A e Search & Select the National PTA 8-digit ID number of
“w your PTA. If you do not know your National PTA 8-digit ID
 — number, contact your PTA President or state PTA.

e Enter Official PTA/PTSA Name, Address, City, State & ZIP
Code.

* Enter Reflections Chair Full Name, Title, Phone & Email.
e Enter School Information (Optional)

e Click “Submit” at the bottom of the page or click “Save”
and finish later.

* You will receive an email confirmation and the
application name will change to its PTA Name, upon
submitting this form.

NOTES:

* Double check responses for correct and complete
spelling. All future correspondence will rely on this
information.

Required information is marked with (*).

National
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Task 2.
Submit Student Entry



National

' ] H actlocally + donate 6'-

About PTA + Programs + Adwvocacy *+ For Parents ¥ For Members

ychild.onevoice.

Help | Settings | Log Cut

Hamne
Search...

Welcome to your Home Page! Please complete the following steps:

Step 4. Review Student Entries. Upon submitting student entries, ciick the orange "view'edit" buthon below o review the entry.

Step 5. Advance Student Entries. To advance S from your PTA to the next round, click your PTA's orange "viewiedit” button below.
St e i

Submissions
Title Category Status
Untitled Application PTA - m
—

INSTRUCTIONS:

Click Home to go back to
your Home Page. Here you
will see your created PTA
submission. Click your PTA
title or view/edit to access
your PTA Page.

Follow step 2. Submit
Student Entry and click the
green “submit student
entry” button.

NOTES:

Submit student entries for
only those advancing to the
next judging round.

You may consider having
students or volunteers
assist you with submitting
entries.

Submit Student Entry (step 1 of 3)

National

PTA

everychild.onevoice.”



National

PTA

everychild. onevoice.

About PTA Programs Advocacy For Parents

Your Submission has been created.
Home » Unfitled Application

Untitied Application

This Submission is in stage Application Round with a status of Active

Please complete the tasks below.

Application Round

et nowsent ey

Task Actions Status

Student Entry Form

Incomplete

For Members

act locally ¥ donate dr-

Administration | Help | Settings | Log Out

INSTRUCTIONS:

Your Student Submission
Page will provide you
instructions to complete
the task below.

Click “Student Entry
Form” to begin your
student entry form.

NOTES:

Create another new
student submission by
clicking “create new
student entry.”

Have the student’s
original paper student
entry forms available so
you can easily transfer
information online.

Submit Student Entry (step 2 of 3)

National

PTA

everychild.onevoice.”



INSTRUCTIONS:

To complete your student entry form, please submit the
T following:

e Search & Select the National PTA ID number of the
PTA you are submitting the student form to.

e Select your State.
* Enter Local PTA Name.
e Select Division & Arts Category.

e Enter Title of Artwork; Artist Statement & additional
artwork information.

* Click “Next” at the bottom of the page.

NOTES:
* Double check responses for correct and complete
spelling.

e All future correspondence and recognition will rely on
this information (including your use of upper and
lower case letters).

e Required information is marked with (*).

National
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Studant Entry Form

Unsdad LggPesrian. » Sxadans Cramy Parm

INSTRUCTIONS:
Student Entry Form (Page 2 of 3):

Enter Student Name, Grade, Age, M/F;

Enter Student Address and Mailing Address (if
different);

Enter Parent/Guardian Name(s), Phone & Email;

Click “Next” at the bottom of the page.

NOTES:

Double check responses for correct and complete
spelling.

All future correspondence and recognition will rely
on this information (including your use of upper
and lower case letters).

Required information is marked with (*).
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4 About PTA Programs Advocacy For Parenis For Members

traticn o= | Log Ou

Student Entry Form

Hame = Ethan Clark » Student Entry Form

Student Entry Form

Emaw

Ownership in any submission shall remain the property of the enfrant, but entry into this program constitutes entrant’s irrevocable
permission and consent that PTA may display, copy, reproduce, enhance, print, sublicense, publish, distribute and create derivative
works for PTA purposes. PTA is not responsible for lost or damaged entries. Submission of entry into the PTA Reflections program
consfitutes acceptance of all rules and conditions

Confirmation

[ 1am a student aver 18 years of age and ] understand that the submission of my entry into the Reflections Program canstitutes acceptance of the sbave conditions.

[ 1am the parent/legal guardian of the student winner for Reflections and I understand that the submission of my child's eniry into the Reflections Program

\stitutes acceptance of the above condition:

O 1am a PTA volunteer completing this form on behalf of 2 student winner for Refisctions. | have decumentation of a signature from a pareny/legal guardian or
student over age 13. The signature indicates an understanding that the submission of the student entry into the Reflections Program constitutes acceptance of the
above conditions. Note: submit original form with artwork.

Type Your Full Name Below

Signaturs

INSTRUCTIONS:
Student Entry Form (Page3 of 3):

Read acceptance of program conditions and rules;
Enter Your Full Name

Click “Submit” at the bottom of the page or click
“Save” and finish later.

NOTES:

Click “view” to download/print a copy.

You will receive an email confirmation for
completing your form. Also, your “Student Entry
Form” task status on the Student Submission Page
will be “Complete.”

All submitted student entry forms are locked for
editing to ensure consistency and fairness of the
entry’s review. If you discover a mistake on the
student’s form, contact your State PTA Reflections
Chair to make corrections and notify the next
judging round.

Submit Student Entry (step 3 of 3 continued)
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Task 3.
Report Participation



INSTRUCTIONS:

PTA e Click Home to go back to
About PTA + Programs * Adwvocacy ¥ For Parents * For Members actiocally "-
your Home Page. Here you

National

everychild. onevoice.

el Setis| Lo Ok will see your created PTA
Hame submission.
Search...

Welcome to your Home Page! Please complete the following steps: ) Fol |OW Step 3. Re port

Step 1. Register Your PTA. Click the green "register your FTA" button below to complete your PTA Registration Form. P .. . d I . k

i o i o ot St B articipation and click your
Step 3. Report Participation. Upon completing your PTA Registration Form, elick the orange "view'edit” bution below to complete your PTA Participation Faorm. H H H
: : 2 = S ; PTA title or view/edit to
Step 4. Review Student Entries. Upon submitting student entries, ciick the orange "view'edit" buthon below to review the entry.
Step 5. Advance Student Entries. To advance entries from your PTA to the next round, click your PTA's orange iew/edit” button below. a Ccess yo u r PTA Pa ge .
gt yourp

Submissions

Title Category Status N OTES:
Untitled Apglication FTA - m (] You m ay repo rt

participation for each PTA

submission you create.
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A INSTRUCTIONS:
Untitled Application
rostcaton Found * Your PTA Submission Page will
pErp——— provide you instructions. Click

Step 1. Register Your PTA. Click task 1. "Register Your PTA" to complete your PTA Registration Form. To complete an additionsl PTA ta S k 3 . Re po rt Pa rtiCi pation to
registration, click the green "register another PTA" button above. CO m p I ete yo u r pa rtiCi patio n

Step 2. Submit Student Entry. Click task 2 "Submit Student Entry® or click the green "submit student entry” button abowe to submit a new fo r m
Student Entry Fom.

Step 3. Report Participation. Click task 3. "Report Participation” to submit your PTA's participafion information. To perform this task, your

completed PTA Registration is required.

Step 4. Advance Student Entries. Click task 4. "Advance Siudent Eniries” to review entries and advance your finalists to the next round. Te

perform this task, your completed Participation Form is required.

Task Actions Status

1. Register Your PTA Imcomplete

2. Submit Student Entry

3. Report Participation requisites Mot Met

4. Advance Student Entries Prerequisites Mot Met

National
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INSTRUCTIONS:

T ——— To complete your participation form, please submit the
following:

e Select Local PTA Unit/Council PTA/District PTA/Region
PTA/State PTA.

.,ﬂ — e Search & Select the National PTA ID number of the PTA
: you are reporting on.

e Local PTA Units will submit the following:
* Select all divisions your PTA Reflections Program offers.

e By division, enter student participation totals for each
arts category. Your grand total will populate for you.

e Select how you celebrate Reflections.

)

e Click “Submit” at the bottom of the page or click “Save’
e S ———————— and finish later.

e Required information is marked with (*).

National
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INSTRUCTIONS:
Participation form continued:

Council, District, Region & State PTAs will submit the
following:

e For their area, total number of PTAs and total number of

ool bekoss your ETA judging mond!

e SO PTAs participating in Reflections.

e Enter the total number of students participating in your
Council, District, Region or State.

e By division, enter the total number of entries your PTA
receive and advanced in each arts category. Grand total
S — will automatically populate.

e Click “Submit” at the bottom of the page or click “Save”
and finish later.

NOTES:
e Required information is marked with (*).

National
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Task 4.

Review & Advance Student Entries
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About PTA + Programs + Adwvocacy *+ For Parents ¥ For Members actlocally ¥ donste "-

Help | Settings | Log Cut

Hamne
Search...

Welcome to your Home Page! Please complete the following steps:
Step 1. Register Your PTA. Click the green "register your FTA" button below to complete your PTA Registration Form.
Step 2. Submit Student Entry. Click the green "submit student eniry” button below to submit a new Student Entry Form.
Step 3. Report Participation. Upon completing your PTA Registration Form, elick the orange "view'edit” bution below to complete your PTA Participation Faorm.

Step 4. Review Student Entries. Upon submitting student entries, ciick the orange "view'edit" buthon below to review the entry.

Step 5. Advance Student Entries. To advance entries from your PTA to the next round, click your PTA's orange iew/edit” button below.

Submissions

Title Category Status

Untitled Application PTA - m
—

INSTRUCTIONS:

e Click Home to go back to
your Home Page. Here you
will see your created PTA
submission.

e Steps 4 &5 are completed
from your selected PTA
submission. Click your PTA
title or view/edit to access
your PTA Page.

Advance Student Entries (Step 1 of 3)

National
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Home » Untitled Application

Untitled Application

Application Round

register another pta [l create new student entry

INSTRUCTION 5:
Step 1. Register Your PTA. Click task 1. "Register Your PTA" to complete your PTA Registration Form. To complete an additionsl PTA

registration, click the green "register another PTA" button abowe.

Step 2. Submit Student Entry. Click task 2. "Submit Student Entry”™ or click the green "submit student entry" button abowe to submit a new

Student Entry Fom.

Step 3. Report Participation. Click task 3. "Report Participation” to submit your PTA's participafion information. To perform this task, your

completed PTA Registration is required.

Step 4. Advance Student Entries. Click task 4. "Advance Siudent Eniries” to review entries and advance your finalists to the next round. Te

perform this task, your completed Participation Form is required.

Task Actions Status

1. Register Your PTA Imcomplete

2. Submit Student Entry

3. Report Participation Prerequisites Mot Met

4. Advance Student Entries uisites Mot Met

INSTRUCTIONS:

Your PTA Submission Page will
provide you instructions. Click
task 3. Advance Student
Entries to view a list of entries
submitted to your PTA.

NOTES:

Registration (step 1) and
Participation Form (step 2) are
prerequisites and required to
begin step 4. Advancing
Student Entries.

Submit Student Entry (step 2) is
an open task and will not
appear completed because you
can submit students at
anytime.

Advance Student Entries (Step 2 of 3)

National

PTA

everychild.onevoice.”



INSTRUCTIONS:

e After your judging is complete, determine your finalists that will advance to the next round
of judging.

* You may choose to search for your finalists by name, category or division.

* Select “advance” from the dropdown menu next to their name. If you accidently advance
the wrong entry or an entry contains incorrect information, communicate this with the
next round Reflections Chair. To view advance entries, click “view my rankings.”

NOTES:

* Click “See/Hide Reference Material” to download/print individual submissions.
* (Click “download reference material” for a bulk download of all submissions.

* Click “Download Report” for a spreadsheet of all submissions.

Applicants to be Reviewed

Submission Reference Material Ranking Round 1

Alana Weyers Appcanon See neterence niateral T ARQuance ||
=]
Ashani Tennakoon's Application See Reference Material LAt
Ava Raham See Reference Material [=]
Clarissa Miller See Reference Material [=]
Clasrissa Miller's Application See Reference Material [=]

National
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Next Steps

Attached original entry to back of artwork
and send to the next judging round.

Visit PTA.org/ReflectionsToolkit for
additional resources to help you celebrate
student participation in the arts!



Leadership Training & Technical Support

Visit PTA.org/ReflectionsToolkit
Contact Your State PTA

For step by step assistance, contact
info@pta.org
(800) 307-4PTA (4782)

For technical support, contact
support@myreviewroom.com
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