
STATE CONVENTION REGISTRATION: 
STEP-BY-STEP GUIDE 

REGISTRATION AT A GLANCE 
We recommend completing State Convention registration in this order: 

Step 1: Book hotel rooms through Orchid and receive your hotel acknowledgement / confirmation  numbers. 

Step 2: Register your club and attendees for State Convention. Enter your hotel acknowledgement / confirmation  

numbers to receive applicable Stay to Save rates. 

Step 3: Enter your students for competitions. 

BEFORE YOU BEGIN 
Having the following information ready will make registration easier: 

•	 Hotel Master Acknowledgement Number and/or Individual Acknowledgement / Confirmation  Numbers from Orchid 

•	 Names of members attending State Convention 

•	 Names of sponsors attending onsite 

•	 Names of guests and chaperones 

•	 Emergency contact information 

•	 State Convention trading pin quantities, if ordering 

•	 State Convention t-shirt quantities and sizes, if ordering

•	 Shipping address for merchandise 

•	 Competition selections for participating students 

•	 Payment information 

Registering More Than One Division? 
If you sponsor clubs in more than one division, you must complete a separate registration for each division. 	

Use this guide to complete your State Convention registration, apply your hotel acknowledgement 
/ confirmation  numbers for Stay to Save rates, and enter your members for competitions. 



PART 1: ACCESSING REGISTRATION 
You can access State Convention registration in either of the following ways: 

1.	 Visit the State Convention page on the National Beta website, click Register, and log in to the Sponsor Site. 

2.	 Log in to the Sponsor Site and click Register within the State Convention section. 

 

 

 

 

 

 

 

 

 

 

 

 

 

If you sponsor more than one division, select the division you wish to register first.  

 

 

 

 

 

 

 

 

 

 

 

3.	 Click the yellow Begin Registration button to begin.



PART 2: ENTER STAY TO SAVE HOTEL INFORMATION 
Understanding Stay to Save 
To receive the Stay to Save registration rate, you must enter eligible hotel acknowledgement / confirmation  information 

during registration. 

Attendees who are not accounted for by an eligible hotel acknowledgement / confirmation  number will be charged the 

Non-Room-Block attendee fee. 

When the Stay to Save acknowledgement appears, review the information and click the yellow I Understand button to 

continue.

Locate Your Hotel Numbers 
At the top of the registration screen, you will see an area to enter the hotel information you received after booking through 

Orchid, National Beta’s official hotel provider. 

These numbers appear in red on your Orchid acknowledgement / confirmation  emails. 

Which Number Do I Use? 

IMPORTANT: Only hotel acknowledgement / confirmation  numbers provided through Orchid will work for registration. 

Master Acknowledgement Number 
Provided to clubs booking 2 or more rooms 

Individual Acknowledgement / 
Confirmation Number 

Provided for 1 room bookings



Don’t Have Your Numbers Yet? 
We recommend having your hotel information available before beginning 

registration. However, you may add hotel numbers at any point  

before finalizing your registration. 

The Stay to Save section will appear at the top of pages where  

you register members, sponsors, and guests.

PART 3: SUBMIT YOUR HOTEL ACKNOWLEDGEMENT / CONFIRMATION  NUMBERS 
Option A: Master Acknowledgement Number 
Enter your Master Acknowledgement Number. 
The system will display the individual rooms associated with that number, including: 

•	 Name listed on each room 

•	 Reservation status 

•	 Whether the room has already been assigned to a Club ID 

All available rooms will automatically be selected for assignment to your club.

If you do not want to assign a particular room yet, deselect that room before clicking Submit. 

Orchid confirmation email
with Master Acknowledgement Number

Orchid confirmation email
with Individual Acknowledgement Number



IMPORTANT: Once you click Submit, the selected rooms cannot be removed from your registration. 

If you have multiple Master Acknowledgement Numbers, enter and submit them one at a time. Entering multiple Master 

Acknowledgement Numbers at once will result in an error. 

Option B: Individual Acknowledgement / Confirmation  Numbers 
Individual Acknowledgement / Confirmation  Numbers are also sent by Orchid after hotel booking.

If parents booked their own rooms, they will need to provide their Individual Acknowledgement / Confirmation  Numbers 

to the club sponsor. Consider using a simple online form to collect these numbers before beginning registration. 

You may: 

•	 Enter multiple Individual Acknowledgement / Confirmation  Numbers separated by commas, or 

•	 Enter each number individually 

There is no limit to the number of Individual Acknowledgement / Confirmation  Numbers you may enter. 

IMPORTANT: Individual Acknowledgement / Confirmation  Numbers are automatically applied when entered. 

Make sure you are ready to use an acknowledgement / confirmation  number before submitting it.



IMPORTANT: Using Hotel Rooms for Multiple Conventions 
A hotel acknowledgement / confirmation  number can only be applied to one convention. 

If your club is staying in the same hotel rooms while attending more than one convention and needs to use those rooms for 

separate registrations, contact hotelsupport@betaclub.org for assistance. 

PART 4: CHECK YOUR STAY TO SAVE AVAILABILITY 
After submitting your hotel rooms, the Stay to Save table will automatically update. 

The system calculates your available Stay to Save capacity based on the number of submitted rooms and the occupancy 

allowed for those rooms. For most reservations, this is four individuals per room. 

As you register attendees, the table will continue to update. 

Use the Stay to Save at a Glance section to see: 

•	 How many Stay to Save registrations have been used 

•	 How many Stay to Save registrations remain available 

•	 How many registered onsite attendees currently qualify for the Stay to Save rate



PART 5: REGISTER ATTENDING MEMBERS 
Select all members who will attend State Convention. 

Members are listed alphabetically by last name. 

Once all attending members have been selected, click the yellow Continue button. 

 

PART 6: REGISTER ATTENDING SPONSORS 
Select only sponsors who will be onsite at State Convention. 
The main sponsor on file and the sponsor completing registration will be automatically selected. If either individual will not 

attend, uncheck the appropriate box. 

Interested in Judging? 
If an attending sponsor is willing to assist with judging: 

1.	 Change the judging selection to Yes. 

2.	 Enter the sponsor’s cell phone number. 

Once all attending sponsors have been selected, click Continue. 
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PART 7: ADD GUESTS AND CHAPERONES 

Enter all guests and chaperones who will attend State Convention. 

The registration form begins with three rows. Use Add 1 Row or Remove 1 Row to adjust the number of entries. 

If you already know the total number of guests and chaperones you need to enter: 

1.	 Enter the total number at the top of the section. 

2.	 Click Set Rows. 

For each guest or chaperone, enter the individual’s first and last name. 

If the individual is willing to assist with judging, select the judging option and provide their phone number and email address. 

When finished, click Continue. 

PART 8: ADD AN EMERGENCY CONTACT 
Enter the contact information for one individual who will be onsite and responsible for your club in the event of an 
emergency or other issue. 

Once the information is complete, click Continue. 

 



PART 9: ORDER OFFICIAL CONVENTION MERCHANDISE 
The Beta Shop offers an official State Convention t-shirt and pin available for pre-order only. 
These items will not be available for purchase at State Convention. 

Select: 

•	 Quantity needed for each t-shirt size 

•	 Number of official convention pins needed 

•	

•	

•	

•	

•	

Next, enter the physical address where you would like the merchandise shipped. 

Orders will ship at least one week before the beginning of your convention, so select an address where the shipment can 

be easily received. Shipping charges will be added to the order. 

 



PART 10: REVIEW AND SUBMIT REGISTRATION 
Before submitting, carefully review all registration information. 

You may return to previous sections and make changes during the review process. 

Before You Submit 
Once registration is submitted, it cannot be edited. 

Double-check: 

•	 Attending members 

•	 Attending sponsors 

•	 Guests and chaperones 

•	 Hotel information 

•	 Stay to Save availability 

•	 Emergency contact 

•	 Merchandise order 

•	 Shipping information 

 

Once everything is correct, submit your method of payment. 

After payment information is submitted, you will receive an invoice by email from info@betaclub.org. 



PART 11: REGISTER FOR COMPETITIONS 
After completing general registration, you will automatically move to Competition Registration. 

State Officer Candidates 
If your club is running a candidate for State Office, complete the candidate form first and click Continue. 

 



Individual Competitions 
Next, you will move through the academic, visual arts, and other individual competitions. 

For each competition: 

1.	 Select the registered member who will participate. 

2.	 Leave the competition set to No Entry if your club will not participate. 

Competition Reminders 
•	 A member may participate in no more than one academic competition. 

•	 A member may participate in no more than one visual arts competition. 

•	 Academic test access is linked to the member’s Beta Membership ID. 

•	 Only members included on a valid convention registration will be available for competition selection. 

•	 Student eligibility is also determined by each competition’s grade requirements. 



Academic Testing Rules 
If you register a member for an academic test, you must agree to the academic testing rules before continuing. 

The acknowledgement will appear when you select Save and Continue. 

 

PART 12: REGISTER FOR GROUP AND PERFORMING ARTS COMPETITIONS 
Next, select any group or performing arts competitions in which your club will participate. 

Complete the requested information for each competition and save your selections. 

 



PART 13: CONFIRM COMPETITION REGISTRATION 
Once you reach the Competition Registration management screen, your registration process is complete. 

From this screen, you can: 

 

REGISTRATION COMPLETE 
Before closing your registration, we recommend confirming that you have: 

•	 Registered the correct club division 

•	 Entered all applicable Orchid hotel numbers 

•	 Reviewed your Stay to Save availability 

•	 Registered all attending members 

•	 Registered all attending sponsors 

•	 Added all guests and chaperones 

•	 Added an onsite emergency contact 

•	 Completed your merchandise pre-order, if applicable 

•	 Reviewed and submitted general registration 

•	 Registered all State Office candidates, if applicable 

•	 Selected and saved all individual competitions 

•	 Selected and saved all group and performing arts competitions 

•	 Uploaded required music, if applicable 

•	 Generated a printable competition summary for your records 

View All Competitions 

Generate a printable summary of all competitions 

your club has entered. 

Music Upload 

Upload required music for 

applicable competitions. 

View Testing Links 
Once the testing window opens, all testing links 

can be found by clicking the View Testing 

Links button 

Final Reminder 
Your competition selections must be made and 

saved for your club or members to be officially 

entered into those competitions. 


