
KUNA Registration Walk-Through
Check out the comments on each page. Each one will vastly help you 

understand the best solutions to work on your conference registration. 



Starla Whitaker
Here is where you add students to your Student YMCA Chapter.
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Clicking on details allows you to see information about your intents and registrations.
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Adding Members is as simple as clicking a checkbox and assigning appropriate officer positions within your chapter.
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Sticky Note
Make sure grades are correct; you can only register students in the grades that correspond to the conference.They can fix this by re-completing the Delegate Info Form or reaching out to Y-Staff.
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Pre-conference reminder of changes and important notes. This will change for KYA or KUNA throughout the year.
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Registration starts and you can ONLY select students who have filled out their delegate info form to attend KYA or KUNA. If their grade is incorrectly labeled, they will not be on this page.
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Clicking this button or "Advisor Comment" brings up the next page where you can see relevant health information. There's been a small error in the Allergy, Medical, and Dietary checkboxes being accidentally marked. If there's no comments below, then it's not true. We're working on this. You can also add your own update or more recent information on any of your students for us to help have successful conferences.
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The "X" is coded white - we're trying to fix it, but the top white of this box will allow you to exit this screen.
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Make sure you label your adults as Advisors - Those who make decisions and are ultimately responsible.Chaperones - Parents or other adults who are supporting the lead advisor while at conference. They do not have permission to make room changes. THIS AFFECTS NAMETAGS, FAILURE TO LABEL COULD MEAN AN ADULT IS LABELED AS A STUDENT
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Officers will be entered in before you access your conference's registration. You'll review and let us know if we missed anyone. You cannot edit these boxes.
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Sticky Note
Look at this cool box that helps you keep track of who you've assigned to Specialized Roles.
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Sticky Note
You can only select a candidate if ALL students selected in Step 1 are Student Y members. This is what it looks like when you CANNOT select a candidate.
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Sticky Note
ICJ and Media Corps are High School only programs.
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Sticky Note
Adding students to a role is now a drop-down menu. If you need to remove someone from a role, you can select another name, or select no preference to enable the original name to be placed in another role.
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Sticky Note
PERHAPS THE MOST HELPFUL NOTE OF THEM ALL. READ ME! The online community automatically limits the number of countries you can have based on how many students you registered. The dropdown box will show all the countries you selected and were approved to reserve. Additionally this limits the number of people per country. Recommendation: Assign all the students in a given country first. In this case I would assign all USA, then all New Zealand. This way you don't put too many people in one country and you're aware of how many countries you're representing. Did you know? All the columns are sortable? Just click on the purple letters and you should be able to sort by grade or experience.
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Sticky Note
Each country you reserved on the previous page will have a Resolution and Sponsor(s), Security Council Member, Flag Bearer, and Sign Bearer fields. A student cannot be in Security Council and a Sponsor. A flag bearer and sign bearer can be anyone who is assigned to represent that country. 
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Sticky Note
Only use italics and numbered lists and Verdana font. The resolution guide is available here: https://drive.google.com/drive/folders/0ByrMz1sjifKbSzdfNlVBdTdNZjA
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Sticky Note
This is a spot to pre-assign some students to work the booth, representing any country. We don't limit you to four, but many more mean that people can't see your booth. Additionally these students should work in shifts so that someone is always at your booth during dinner. New Rule: Global Village booths can have absolutely no handouts with the exception of stickers/stamps for passports.
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Sticky Note
High School only, should not be someone in a specialized program. 
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Sticky Note
International Stage is based on a first-come, first-served basis AND approval by KY YMCA Staff and Officers. There are limited spots. Please remember this should be a culturally relevant, educational, and respectful performance.
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Rooming is now a drop-down! So long as you work through the list, every student will be placed in a room only once. You can also add notes to any room for information we/the hotel need to know. Rooms of 3 cost ($150): At the Crowne: You can have one room of three or fewer per gender at no charge. There are rollaways for rooms of 5. If you need to add a roll-away to a room, there's a button for that below the notes section.Galt/Marriott: You can have two rooms of three or fewer per gender at no charge. No rollaways are available. 
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Make sure you label whether you want a Private or Shared room for each room of adults. Private: $200 per person. Shared: $135 per person. You should not bring anyone into these rooms to stay the night without confirming with KY YMCA staff permission prior to conference. If your child or significant other plans to stay in the room, we need to know that. 

Starla Whitaker
Sticky Note
If all your adults are not staying the night for some reason, please contact KY YMCA staff to discuss cost differences and permission.
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When you're through with rooming, you'll be brought to a Registration Summary page which is your invoice unless you notice errors. Financial Assistance and the other school-based discounts are automatically deducted here. 
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