How to Register for an Event in EdTA’s Community Hub
Step 1: Click on this link to log into Community Hub. (or just log into EdTA page and click on My
Account in the upper right corner)
Step 2: Click on Upcoming Events
link at the top of the page.

Step 3: Click on View next to the event.

Step 4: Click
on Register.

Step 5: Select “Attendee - Adult” for who you want to attend as and click on Next. (Notice that
EdTA used the term Future Thespian Student for any student who is not inducted. These
students and adults are whom you need to put on the exel form and send in to EdTA so they
can be added to your ‘roster’)

Step 6: Select Conference Registration. If you are entering a Tech Challenge Team, select that as
well (and the quantity of teams you are entering – up to 3) and click on Next.

Enter the tshirt size for each participant. You DO NOT have to select a Chapterone Responsibility
for anyone this year (– just leave that area blank)

As a Troupe Director you will be registering all the students and adults you are bringing, so you
need to go back and register each student and adult through this process.
Answer “What would you like to do?” or if you are finished, click Submit.

If appropriate, click on Add Another Registration to register another student, going through the
process again.
When you have added all the people you need to register to attend the PA State Thespian
conference, click on Submit.

Input your coupon code if you have one. (Troupe Directors who have an STO will be notified of
the coupon code to use for them. This is the only coupon code being used this year.)
When using a coupon, only one coupon can be applied per order. If you are processing orders
for multiple registrations and using a coupon, complete the checkout for that registration
before adding additional registrations.

Review your payment information to ensure it is correct. After which, click on Submit.

IMPORTANT NOTE:
If you enter a purchase order number, the invoice will be addressed to your affiliated
organization.
When remitting payment by check, please remit checks to:
Educational Theatre Association
PO Box 7410260
Chicago, IL 60674-0260
(Not PA THESPIANS)

To access a copy of the invoice after ordering, return to your Personal Snapshot on the top
menu bar, and click My Orders.

Click on any invoice for the order you wish to view. A PDF copy of the invoice will open in the
window, with a Click to Pay Now link. You can forward this invoice to another payer for online
payment options.

