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Getting Started

Organizations will need to register teams on RobotEvents.com to participate in
competitions for the VEX 1Q Challenge, VRC, and VEX U programs. These instructions
will guide new and existing organizations through the team registration process.

Team ldentification

Teams are identified by a number and letter. The number is associated with an
organization and should remain with the organization from season to season. The letter
identifies a team within the organization. Team numbers and letters for new
organizations are assigned during the registration process. Team numbers and letters
for returning organizations are renewed from season to season.

Team 1234A
The number is The |l etter is a team \
associated with the is the first team. Additional teams would be
organization. n1234Bo0, n1234Co0, etc
NEW Organizations RETURNING Organizations
These instructions guide new These instructions guide returning
organizations that have not organizations that have registered
registered teams in previous seasons. teams in previous seasons.

NEW ORGANIZATIONS RETURNING ORGANIZATIONS

Click here to create your first team
and register additional teams

Click here to renew your teams and
register additional teams

Frequently Asked Questions

1 Howdo | change the Primary Contact for a team if a teacher leaves an
organization?
9 Howdo | pay using a Purchase Order?

1 More FAQ
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Registering Teams for New Organizations
Follow these directions register your first team.

1. Navigate to RobotEvents.com and select Register to create a new account. If
you already have an account, select Login.

L}
N 5 5 t
Robotics Education & Competition Found . .
RﬂbﬂrEvents.com Inspiring students, one robot at a time. ReQISter | Log n ,qa,,,,.,,,,.,,,ls
“r
Home | Robot Competitions ~ | Support | Map Search | Contact Us @en ~ Register Login
Register
First Name
Last Name
Date of Birth January v 1 v 2018 A
Email Address
Password

Cenfirm Passweord

Country United States v
State / Region -- Please Select -- v
Timezone America/New_York v

2. Once you create an account and login to RobotEvents.com, select My Account
to view your dashboard.

.
. . . . t
Robotics Education & Competition Foundation A
RobotEvents.com Inspiring students, one robot at a time. ﬁﬁ,ﬁlé
-r
Home | Robot Competitions v | Support | Map Search | ContactUs @en ~ & My Account | @ Logout
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3. Select + Register a Team to create your first team.

.
. . o t
Robotics Education & Competition Fo . T
RobotEvents.com Inspiring students, one rebot at a time. + Reg Ister a Team 555
.
Home | Robot Competitions ~ | Support | Map Search | ContactUs Q@en ~ ccount | @ Logout
My Account Welcome, Lisa Schultz Season:
2018-2019 v
Dashboard
Account Information e
Address Book ‘You don't have any teams registered in the 2018-2019 season.
Workshops
Recent Orders
My Orders
You have not created any orders in the last 30 days.
My Cart
Notifications & Account Information # Edit

4. Select the program associated with your team, and then select Next.

Team Registration Wizard

Robotics Program

Select Program:

Register a New VEX Team. Use this for NEW team numbers only.
) VEX 1Q Challenge Team Registration - VIQC 2018-2019: Mext Level ﬂ' VEX |Q ( Elementary and Middle Schoal )
) VEX Robotics Competition Team Registration - VRC 2018-2019: Turning Point ﬂ VRC ( Middle and High School )

) VEX U Team Registration - VEXU 2018-2019: Turning Point ( College or University )

1 VEXU

Register a New Team in Another Program

) CREATE Foundation Team Registration - CREATE 2017-2018

o 9

NOTE: If you see a drop-down menu above the program selection list, follow the

instructions for Registering Teams for Returning Organizations. Please do not
create a new team number if your organization participated in previous seasons. If

you are a new coach/mentor that needs to be associated with your organizat i o
previous teams, please see the FAQ or contact your REC Foundation Regional
Support Manager.

Notice: If your organization had a VEX Robotics team last season, and you would like to keep the same number, you must select it for renewal below. If the number does not
appear below then contact RECF for assistance.

Select an existing team. Use this to renew, or add to, existing teams.

Drop-down menu is available for renewing

and creating additional teams only. New
organizations will not see this menu option
until the first team is created.
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5. Complete the Team Organization fields and select Next.

Organization

“ What type of organization do you belong to? * School

School in the United States

* Address * City * Zip/Postcode

* Country * State/Province

United States v Tes m .

6. Complete the Team Information fields and select Next:

1 Use the Team Number generator to create the number prefix that will be
associated with your organization. You can also enter a custom number to
see if it is available. Next, use the drop-down menu next to the team number
to assign the first letter suffix. Certain letters, such as I, L, O and Q, are not
available due to display issues.

1 Please check the Game Manual or the FAQs to determine the appropriate
Grade Level designations.

Team
A m o
A BEST Robotics Competition
) v

Botball Robotics Competition
FIRST LEGO League

* How many boys are on your team? * How many girls are on your team? FIRST Robotics Competition
FIRST Tech Challenge

Team _ + _ n FIRST LEGO League Jr
VEXU
N um b er VEX Robotics Competition

rade Leve as this team competed before? i Way

* Grade L 1 * Has this te ted before? Project Lead The Way
TsA

kills USA

1d Robot Olympiad

Event Day Emergency
Contact Number:

Sponsor
P 5

‘Who Code

Please DO NOT use a
* Emergency Phone school or work number.
Use a phone number of

an adult that can be
reached in case of an
emergency.
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7. Complete the Contact Information and select Next:

1 Primary Contact: The Primary Contact is the person that has been
authorized by the organization to manage the team and must be 18+ years

of age (VEX IQ Challenge/VRC).

1 Financial Contact: The Financial Contact is the person that assists with the
payment of team and event registration. The Primary Contact can also be the

Financial Contact.

1 Secondary Contact: (Optional) An additional contact can be added to assist
with team management on RobotEvents.com.

NOTE: Contacts must create a RobotEvents.com account to manage team
information, including team and event registration. These contacts can be

modified as needed later in the season.

Primary

* Name

Financial

* Name

Secondary

Name

* Phone

* Phone

Phone

Contacts

Alternative Phone

Alternative Phone

Alternative Phone

RobotEvents.com Email
* Email Alternative Email

* Email Alternative Email

Email Alternative Email

=N
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8. Complete the Team Profile fields to the best of your ability. Note that these fields
can be modified later. Select Finish to complete the Team Registration Wizard.

Team Profile information

can be modified later.

9. After you complete the Team Registration Wizard, the team registration will be
placed into My Cart.

1 If this is your only team that you will be registering, please go to the Paying
for Team Registration section of these instructions to complete the team
registration process.

1 If your organization would like to register additional teams, please go to the
Register Additional Teams section of these instructions.

Home | Robot Competitions ~ | Support | Map Search | Contact Us Qen ~ (Z My Account ™= My Cart 1 | ® Logout
My Account
My Cart

Dashboard

Name Quantity Unit Price 4
Account Information

VRC Team Registration 2018-2019 1 $150.00 v x
Address Book Registration for team number 51946A

Workshops Begin Checkout

My Teams

My Orders
My Cart 1

Notifications 2

Return to Add
Payment FA
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Registering Teams for Returning Organizations

Follow these directions to get your first team renewed.
1. Navigate to RobotEvents.com and Login:

Robotics Education & Competition Foundation
Inspiring students, one robot at a time.

RobotEvents.com

Home | Robot Competitions v | Support | Map Search | Contact Us @en ~  Register | Login

2. Select My Account to view your Dashboard:

Robotics Education & Competition Foundation

RobotEvents.com Inspiring students, one robot at a time.
Home | Robot Competitions ~ | Support | Map Search | ContactUs Qen ~ [Z My Account | [ Logout

3. Select My Teams. A table including teams from previous seasons will appear.
Select Renew next to the first team to start the Team Registration Wizard.

Note: If you do not see your team number(s) listed from the previous season,
please see the EAQ or contact your REC Foundation Regional Support Manager
for assistance.

My Account My Teams

Dashboard Team  Team Name Program

Account Information

BlitzBotz VEX Robotics Competition

Address Book
Workshops botics B VEX Robotics Competition
My Teams
VEX Awards 5062C FVL-C RoboDoges 'VEX Robotics Competition
My Orders

50620 FVL-D Red Fox VEX Robotics Competition
My Cart

4. Update your Team Organization information for the current season. Some data
may transfer from the previous season. Select Next.

Organdzation
“ What type of organization do you belong to? * Schaal
School in the United States
* Address * ity * Zip/Posteode
. o m
) Texas
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5. Update the Team Information for the current season. The Team Number will
automatically transfer from the previous season. Select Next.

Team

* Team Number * Other Programs

Number

Transfers BEST Robotics Competition

Botball Robotics Competition
FIRST LEGO League
FIRST Robotics Competition
FIRST Tech Challenge
FIRST LEGO League Jr.
VEXU
B VEX Robotics Competition
B Froject Lead The Way
TEA
Skills USA

Event Day Emergency World Robot Qtympiad
Sponsor Contact Number: o
Girls Who Code

Please DO NOT use a e

school or work number.
* Emergency Phone Use a phone number of an

adult that can be reached
The arvergeney e i s e in case of an emergency.

* How many boys are on your team? * How many girls are on your team?

* Grade Level

High School

C=l

6. Complete the Contact Information and select Next.

1 Primary Contact (VEX IQ Challenge/VRC): The Primary Contact is the
person that has been authorized by the organization to manage the team and
must be 18+ years of age.

1 Financial Contact: The Financial Contact is the person that assists with the
payment of team and event registration. The Primary Contact can also be the
Financial Contact.

1 Secondary Contact (Optional): An additional contact can be added to assist
with team management on RobotEvents.com.

NOTE: Contacts must create a RobotEvents.com account
to manage team information, including team and event

registration. These contacts can be modified as needed
later in the season.
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Primary

* Name

Financial

* Name * Phone

Secondary

Hame Phone

RobotEvents.com Email

Alternative Phone

Alternative Phone

Alternative Phone

Alternative Email

* Email Alternative Email

Email Alternative Email

7. Complete the Team Profile to the best of your ability. Note that these fields can
be modified later. Select Finish to complete the Team Registration Wizard.

® Team Hamie

Publish coment to team profic page

bzt Team

About Season

Instagram

Facobook

f

Robot Hame

About Sponsor

Twitter

‘Weksibe

Team Profile information

can be modified later.
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8. After you complete the Team Registration Wizard, the team registration will be

placed into My Cart.

1 If this is your only team that you will be registering, please go to the
Paying for Team Registration section of these instructions to complete the

team registration process.

T I'f you would I
and repeat this process.

ke to

r e n select MynTeamis e r

1 If your organization would like to register additional teams that have not
participated in previous seasons, please go to the Registering Additional

Teams section of these instructions.

Address Book Registration for team number 51946A

o m

My Teams

My Orders

o w

Notifications 2

Home | Robot Competitions ~ | Support | Map Search | ContactUs Qen ~ (@ My Account | /! My Cart 1 | @ Logout
My Account
My Cart
Dashboard
Name L2
Account Information
VRC Team Registration 2018-2019 v x

Payment

Return to Add
Top Teams

Registering Additional Teams

REIEN

1. Select Dashboard to return to your Dashboard view. Next, select + Register a

Team.

Home | Robot Competitions ~ | Support | Map Search | Contact Us Gen ~ (# My Account | MMyCart 1 | & Logout
aloczao 1 b Season:

My Account

2018-201% +

— Dashboard

Account Information Registered Teams & Regicter 2 Team
Team Order

Address Book Number Season Approve on  Number Links

Workshops 548694 VIQC 2018-2019: Next Yes + ReQISter a ™ In Your Cart [# Edit

Level Team Unpaid

My Teams

My Orders Recent Orders

My Cart 1 You have not created any orders in the last 30 days.

Notifications '3
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2. The Team Registration Wizard will open. Select the drop-down menu to choose the
program, team number, and Add Team.

Team Registration Wizard

Robotics Program

Drop-down
menu oes not

Notice: If your organization had a VEX Robotics team last season, and you would like to keep the same number, you must select i
appear below then contact RECF for assistance.

Select an existing team. Use this to renew, or add to, existing teams.

Add Team
VIQe 54869
‘ { Elementary and Middle School )
Add Team nt { Middle and High School )

( College or University )

3. This will open the Team Registration Wizard. Complete the four sections of the Team
Registration Wizard as you did for your previous teams.

Select a letter for this team from the drop-down menu in the Team section of the Team
Registration Wizard. Only available letters will appear in the list.

Team

* Team Number Sel ect a Ietter * Other Programs
BEST Robotics Competition
B
- Botball Robotics Competition
FIRST LEGO League
* How many boys are on your team? * How many girls are on your team? FIRST Robotics Competition

FIRST Tech Challenge
- + FIRST LEGO League Jr.

JEY 1]

9. After you complete the Team Registration Wizard, the team registration will be placed
into My Cart. If you need to add additional team, return to your Dashboard and repeat
this process. If this is your final team that you will be registering, please go to the Paying
for Team Registration section of these instructions to complete the team registration

Home | Robot Competitions ~+ | Support | Map Search | ContactUs Q@en ~ My Account ®™MyCart 2 | &Logout
My Account
My Cart
Dashboard
v

AECHRE oA, Dashboard

2018-2019 v x
AddreRaak Registration for team number 54869A
Worksh VIQC Additional Team Registration 2018-2019 1 $100.00 4 x
e Registration for team number 548698
My Teams
My Orders
My Cart @ _
Notifications w

Return
eturn to Payment

Top
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Paying Team Registration

Once your teams have been added to My Cart, you are ready to pay for the team

registrations.

1. Select My Cart to view a summary of the team registrations.

Home | Robot Competitions ~+ | Support | Map Search | ContactUs Qen ~ (# My Account | ®™MyCart 2 | & Logout
My Account
My Cart

Dashboard

Name Quanti
Account Information

VIQC Team Registration 2018-2019 1 x
Address Book Registration for team number 54869A
Worksh VIQC Additional Team Registration 2018-2019 1 $100.00 x

= Registration for team number 548698

My Teams
My Orders
o w
Notifications 4

2. Select Begin Checkout, and this will create an order with all the registrations

included in My Cart.

Home | Robot Competitions + | Support | Map Search | ContactUs Qen ~ @ My Account | ®mMyCart 2 | & Logout
My Account
My Cart

Dashboard

Name Quantity Unit Price
Account Information

VIQC Team Registration 2018-2019 1 $150.00 x
Addios Boic Registration for team number 54869A
Worksh VIQC Additional Team Registration 2018, $100.00 x

sk Registration for team number 548698 Begin Checkout
My Teams
My Orders
My Cart 2
Notifications 4
Team Registration on RobotEvents.com 12 10/18/2018



3. Complete the Billing and Shipping information. Billing information is related to
the payment process, and Shipping information is for the location the team
Welcome Kits will be shipped.

Billing Information Shipping Information
Checkout st ng Information Checkout Shipping Information
Address & 2ddress Book Address 8 acdress Back
First Name * Last Name * First Hame * Last Name *
Company Company
Phone * Phon
Address Line 1% Address Line 1 *
R B RR o [ ———
Address Line 2 Address Line 2
e TRt g [ T
City* State / Province * City * State / Province *
- Please Select - ‘washington v
Zip / Postal Code * Country * Zip / Postal Code * Country *
Urited States B United states v
Save to Address Book Save to Addres Book

4. Review your order and select a Shipping and Payment Method. Select
Complete Checkout to finalize the order.

Checkout Payment Information

Mame Sku Unit Price Quantity Price

VIGC Team Registration 2048-2049 3116286 $150.00 1 $150.00
Registration for team number 43694
1 x VIQE 2018 2019 Welcome Kit
Ships in: 2 Weeks

VIQC additional Team Registration 2018-201% 311-6267
Registration for team number S48695

T x VEX i) Licersse Plate

Select

subtotal $250.00 Sh | p p | n g
shipping Total 50.00
Amount Dug $250.00 M et h (0] d

Shipping Method
Ground 50.00 SeleCt v C I

Payment Method Payment Emr:(ete
Please choose a payment method. '| Method Checkout

Please choose a payment method.
Credit Card

Check

Purchase Order

Pay Later

1 Paying by Credit Card will ensure your registrations will be immediately
processed and you will be able to register for events.
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1 If paying by Purchase Order, the signed PO will need to be uploaded or
sent to the REC Foundation Accounting office. Once the REC Foundation
Accounting office receives and processes the signed PO, teams will be
able to register for events.

Payment Method Purchase Order Number

Purchase Order v |

Upload Purchase Order (optional PDF or Image)

Option 1: Upload TP s e
an approved PO OR

Please submit a copy of your purchase order to:

. Robotics Education & Competition Foundation
Option 2: Fax, P.O. Box 8276,
A A Greenville, Texas 75404
email, or mail an ot St
approved PO Fax number: 214-481-6335

Email: accounting@roboticseducation.org

Please be sure to include your order/invoice number on the purchase
order.

1 If you select to pay by Check only (not a PO), please note that the team
registration will not be processed until the REC Foundation receives and
processes the check. This may take up to 21 4 weeks. Teams can only register
for events when the check has been received and processed.

1 If Pay Later is selected, the team registrations will not be completed. To
complete the Checkout process later, select My Orders and update the
Payment Method to complete the order.

Approved POs that are uploaded, faxed, or emailed to the REC Foundation may take
2-3 business days to process. Approved POs that are mailed to the REC Foundation

may take 2-3 weeks to process. Teams can register for events only when the approved
PO has been received and processed by the REC Foundation Accounting Office.

Return to Add Renew
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Frequently Asked Questions

T

= =4 -4 -4

T

How do | change the Primary Contact for a team if a teacher leaves an
organization?

How do | modify the Financial or Secondary Contact for a team?

How do | pay using a Purchase Order?

What do 1 do if | cannot see my team number(s) from a previous season?
How do | edit Team Information?

How are Grade Levels determined?

How do I change the Primary Contact for a team if a teacher leaves an
organization?

The Primary Contact can be changed by the current Primary Contact. If this person is
no longer with the organization, then contact your REC Foundation Regional Support
Manager, and they will assist you with this process.

Changing Primary Contact (Previous Primary Contact is available):

1.

It is recommended that the new Primary Contact first create an account on
RobotEvents.com.

2. The previous Primary Contact will need to login to their account and select My

Account. Next, select My Teams to view a list of available teams from the
organization. Then select Manage Contacts by the team you would like to edit.

Home | Robot Competitions ~ | Support | Map Search | Contact Us Qen ~ (# My Account | & Logout

My Account My Teams

Dashboard Team Team Name Primary Contact

Account Information

917A  Quantum Alpha VEX Robotics Competition
Address Book
W Renew
Workshops Quantum Barrage VEX Robotics Competition
My Teams
Man n eney
My Orders 917C  Quantum GetOuttaMyJungle a age Co taCts
Manage Contacts
My Cart
Renew
% = R
Notifications. (& 917F  Quantum Flux VEX Robotics Competition
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3. The Contacts for the team can be modified by using the drop-down menus. If the
person is not in the drop-down menu, then select + Add Participant at the
bottom.

Team 33405A Contacts

Primary Contact *

Lisa Schultz <Lisa_Schultz@roboticseducation.org> v

Financial Contact *

Lisa Schultz <Lisa_Schultz@roboticseducation.org> v

Secondary Contact

-- Please Select -- v

Save

Team 33405A Participants

Name Phone

Add Participants il
LLLLLLLLLLLL ¥ to be included in ZrEEEXe
the drOp-dOWﬂ list.

Add Participant

Name *

Email *

Use the RobotEvents.com

email address that the new
Phene Number * Primary Contact used when

creating their account.

After you click the "Invite" button, an email will be sent to the provided email
address requesting that they participate in your team.

Users who have not accepted their invitation will be shown in italics.

cancel

4. After you Invite a contact, an email will be sent to the provided email address
requesting that they participate in their team. Users that have not accepted their
invitation will be shown in italics. After the user accepts the invitation, the team
will appear in their account under My Teams.

Team Registration on RobotEvents.com 16 10/18/2018



5. The new Primary Contact will also need to Edit the Team Information to reflect
these changes. Go to My Account and select Edit in the table of teams.

Select Edit to modify Contact
Information.

IMPORTANT: This does not
transfer access to the teams
but is used for events.

6. After selecting the Edit button, scroll down to the Team Information section to
edit the contact information. This does not transfer access to the teams, but this
data is used for events and should be kept updated.

Return to

Top

How do I modify the Financial or Secondary Contact for a team?

Ye)

You can add or modify the Financial or Secondary Contact using the same process for

Changing the Primary Contact.

Return to
Top

=Ye)

How do | pay using a Purchase Order?

1. Select the Purchase Order payment method during the Checkout process. Enter
the PO Number in the first text box.

Payment Method

| Purchase Order

Select Purchase
Order

Purchase Order Number

Upload P aseWizder (optional PDF or Image)

No fil=y

an

Please submit a copy of yd Enter PO

Robotics Education & Co Number
P.0. Box 8276,
Greenville, Texas 75404
United States

Fax number: 214-481-6335

Email: accocunting@roboticseducation. ong

Please be sure to include your order/finvoice number on the purchase

order.

Team Registration on RobotEvents.com
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