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Chapter Advisor ICDC Registration Instructions (Provided by National DECA)
Follow instructions below to register your chapter with your chartered association advisor (State/Provincial advisor).
1. [bookmark: _GoBack]Go to http://www.decaregistration.com/hs
2. Click on the Menu, pull down Report and choose ICDC Export
3. Click Students
4. Choose Student, Event/Academy, Team # (*See below for numbering.), Other Activity, check if insurance is needed and if so, input beneficiary information
5. Click Save
6. Click Return to ICDC Export
7. Click Advisors
8. Choose Advisor and fill in pertinent information
9. Click Save
10. Click Return to ICDC Export
11. Click Guests (Chaperone, Spouse/Family or Judge)
12. Input each of your chaperones, spouse/family or judges attending one in each box
13. Click Save
14. Click Export to have a copy of the registration in excel .csv format for yourself
Depending on your instructions from your chartered association advisor, please follow their requirements for submitting ICDC registration.

Information will be saved in the system so you can come back and anytime and add or edit any of your selection.

*Team members should have the same team number. Please keep the number consecutive throughout your association chapter.

