Title: Artist Performance Reports Submissions.

Email: techguides@naca.org.

Date: November 1, 2005 [11/02/2005]

Pur pose: The following walkthrough is intended to help guide an individua through the
submission of an Artist Performance Report on the National Association for Campus
Activities (NACA) Web site. The actual site can be found here;

http://www.naca.org/NA CA/Associ ates/Arti stPerf ormanceReports
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1. Click on“Enter a New Artist Performance Report” to start the process.
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2. Enter your username, your password, and click on submit.
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Mational Assodation for Campus Activities :: Linking
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3. Typein the name you are looking for and click on the search button.
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Members Only > Adi Perforgance Bepors (AFRG) > WACA Assoclate Perormance Efry

4. Select the name of the artist you are looking for (Move to Step 5)
OR if you are unable to find a match for the artist and agency click on “add a new
one’ to add an artist. (Move to 44)

Step Four A (4Q)
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Nathonal Assodiation for Campus Activitles : Linking and
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4a. If you were unable to find a match for the artist and agency then fill out the above
information to submit for the artist.

Step Five (5)
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5. Fill out the form for the artist based on the experience. After you have filled out
all the required fields, click on the “submit” button to submit the artist
performance report to the National Association for Campus Activities.

The following fields are required; Genre, Performance Date, Artist Cooperation,
Audience Reaction, Artist Rep Cooperation, Condition of Equipment, Publicity
Materials.
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Thank you. Your artist periformance report has been submittad for reviaw.
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6. You will receive a Thank you message for submitting the Artist Performance Report.
At this point you can continue entering new Artist Performance Reports or browse other
areas of the NACA Web site.

Additional | nformation




There could be additional steps that occur before the submission is active on the NACA
Web site. The submission must be approved by a NA CA staff member and the agency
must have a chance to reply to a poor suomission.



