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Introduction - Create an Account

Create a Portal Account

This is the home screen for the new  
contract software.  

At this point, you will need to enter your 
family information into the system. Click 
“Create a Business Portal Account” 1

LSA has decided to go green! Registering online is easier for our membership and saves considerable 
volunteer hours. To meet this goal, LSA has adopted a software solution. As funds are limited, LSA 
selected a program that was affordable, but not skating-specific. The contract committee has logged 
many hours adapting and testing this software, but our registration process is very complicated.  
LSA members and volunteers may experience some imperfections initially. However, we will make 
adjustments over time and are excited to be heading in the right direction! Please be patient and 
thank you, in advance, for your cooperation and support!

1

You will be given the opportunity to create an account which will hold your skater, billing and  
contact information so you don’t have to fill out the same information for every contract. 
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2 �Most will want the second option. This tells Studioware how to log your account. If you are a parent 
who also wishes to skate, select the second option and input your information, along with your  
child(ren)’s in step 5 -Additional Family Members (see next page).

 
3 �Please use the billing name of the parent responsible for the account. If you have more than one  

parent/guardian who pays for skating out of different accounts, and would like the bills split up that 
way, let Lisa Hall know. Studioware can send invoices to both parties for partial amounts.

4 �It is ideal to have more than one phone number. The phone numbers will be printed on the ice  
monitor sheet and would be helpful if we need to reach you quickly. 

3

4

2

Enter Your Family Information
Studioware relies on family accounts to invoice. When signing up your family, please enter every 
member who may ever take a class with LSA. (At this time, it is difficult to add a member to a family 
once the account has been established.) 
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Family Information (continued)

5 �Again, please enter all members who may ever take a class from LSA. If you have less than four people  
to enter, just skip the next “Family Member” blocks. 

Items with a red star are required. Please try to fill out all the information that you know. If you are  
unsure and it is not a required field, it is fine to leave it blank. 

5
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Family Information (continued)

6 �Make a password. Once your account is finalized, you will be able to log in to the system and register 
for more classes without entering all the family information again. Each new contract season, just 
select “Logon to the Business Portal” on the home screen and you will be able to enroll in classes  
without entering all the family information again. 

7 �Remember to check this box and send in your waiver sheets and any ice monitor, Kroger or injury 
credits. 

8 �Once you click this box, you will return to the home screen.  

Once this information has been entered, you will not need to resubmit with every new contract. It is 
saved in the database.

6

7

8



Louisville Skating Academy 
Contract Software Introduction

- 6 -

Registering for Classes - Understanding the Grid

The class grid will be made available two weeks before registration. Use it to help plan your schedule  
with your coaches. Take note of class levels and the new Session ID numbers to the right of each class 
block.  1 You will be able to use the ID numbers to quickly find your classes during registration.

1
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Registering for Classes - Login

1 thru 5 �Follow the steps. Enter your email and password you entered during Family Registration.

6 �Once successfully logged in, your name will show in the left corner.  

7 �Eventually, you will be able to click this link to enroll in classes. However, right now, it takes you to a 
registration page that does not have the filters enabled. Please use the link that came in the email to 
access the proper enrollment page.  

6

7

1

2

3

4

5

betsy@testing.com
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Registering for Classes - Class Overview by Day

1 Filters are enabled for your convenience. 

Class Level Filter: Please remember that if you choose “High” as the Class Level, any High/Intermediate 
classes will not be shown. Choose more than one level to ensure you see all classes if you use this filter. 

Session Number Filter: The Session Number Filter corresponds to the grid distributed as “Part II”. If you 
want to jump to a specific class on the grid, this is the fastest way. 

2 �Click these boxes to see what classes are offered on that day in that discipline.   

2

2

1
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Registering for Classes - Specific Class Enrollment

3 General class information is here. 

4 �Find specific scheduled class information in the grid. Select your class by clicking Enroll.   

5 �If you did not find a class you want on this page, you can return to the master list of classes.    

4

5

3
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Registering for Classes - Specific Class Enrollment

6 Choose what family member(s) to enroll in the class. 

7 �Click to enroll those members.   

NOTE: You will not receive a confirmation email right away. Someone from the contract committee  
will need to manually send confirmation emails. This email will have all the classes you enrolled in and 
any wait list information. (We hope to also be online during enrollment and send them out as soon as 
possible, but note there is a 30 minute queue wait-time for the software to send emails.) Automatic noti-
fications/invoicing are some “wish list” items we hope to change with the software, but for now, it is what 
it is. Please keep these emails as confirmation of your enrollment in the class. You will also receive an 
invoice within 48 hours of registration that will confirm your classes. Check your schedule carefully for 
any errors*.   
*If you do not receive any emails from LSA Registrations within 48 hours, it is your responsibility to 
email Jodi Michel or Lisa Hall in order to avoid any late payment fees.

7

6
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Registering for Classes - Completing Enrollment 

8 �Pay attention to this area. Your skaters are confirmed for the class or put on a wait list if it is full. If you 
have tried to enroll in a class that you have already signed up for, it will tell you that here. 

7 �Either choose to enroll in more classes, or if you are done enrolling, click “I’m finished”  

NOTE: YOU WILL NOT GET A CONFIRMATION EMAIL RIGHT AWAY WITH A LIST OF  
CLASSES. In fact, there is no fanfare at all (another wish list item!). It takes you back to the portal home 
page. Believe us though, when we say that we are excited you took the time to enroll online and save us 
time! We will manually send out a class confirmation email to you as soon as we can. Please check over 
that email and let Jodi Michel (joschmo@bellsouth.net) know any changes you may need to make*. 

YOU WILL RECEIVE AN INVOICE WITHIN 48 HOURS*. 

THE PAYMENT PROCESS HAS CHANGED. PLEASE SEE THE NEXT PAGE FOR DETAILS.
*If you do not receive any emails from LSA Registrations within 48 hours, it is your responsibility to 
email Jodi Michel or Lisa Hall in order to avoid any late payment fees.

8

9
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Completing Payment

Once you sign up for classes and receive the confirmation emails, your registration is logged into the 
system. The Contract Account Manager will check the data and adjust for any discounts or membership 
dues. An invoice will be emailed to you within forty-eight hours.  

This invoice will have a link to PayPal and also a tear-off stub if you wish to put payment in the mail. 

Installment payments:
If you wish to pay in installments, make a note on the invoice, attach any credits, and mail to the  
Contract Account Manager.  
A new invoice will be issued and emailed when it is time for the second installment. 

1

1 This is a sample email with a link to view the invoice online. 
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Completing Payment (continued)
This is an example of the invoice summary you will be shown when you click the link:

1

3

2

1  Note the invoice number. (You will need it for installment payments) 

2  Click this box to view an itemized invoice. (Example on next page)

3  �Only use this PayPal link if you are going to pay the ENTIRE invoice at this time. (If you have any 
credits, you will have to pay manually through PayPal using the instructions below.) You will still 
need to send the signed waivers and any credits to Lisa Hall or drop them in the LSA box at the rink.

INSTALLMENT PAYMENT INSTRUCTIONS
1. Log on to www.paypal.com. Choose the “Personal” tab. If you are new to PayPal, you will have to  
    create an account profile. Simply fill in the online form and click “Agree and Create Account.” To  
    protect your privacy, PayPal will ask you to confirm your email separately and confirm your credit card  
    account. This can take 2 or 3 days.				  
2. From the “Personal” page, click on the “Send Money” option. 				  
    Send to: payment@skatelouisville.org. Enter your email address and the amount due.  
    Choose the “Payment Owed” button and click “Continue.”						    
3. Before hitting the “Send Money” button to confirm the transaction, write your skater’s name and  
    invoice number in the message box.  
4. Send the signed waivers and any credits to Lisa Hall or drop in the LSA box at the rink.		
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Completing Payment (continued)

This is an example of the invoice you will be shown when you click “View Invoice Details”.  
To pay by check, write the installment amount in the box below, attach any credits and send to:  
Lisa Hall
11114 Vista Greens Drive
Louisville, KY 40241


