
Step-by-Step Guide

For Student Online 

Registration (ORS)

CT Regional Scholastic Art Awards 2025

Ask Your Art 
Teacher for Assistance!
Read Directions Carefully – There are Changes for 2025



This is a guide is designed to help with online registration portal (The Portal):

·  Students must be age 13 before registering in ORS.

ASK YOUR ART TEACHER FOR ASSISTANCE!!!!!

·  You may complete the online registration/submission process in stages and save your work as you go or do it all at 

once.  - Unless you're running up against the submission deadline, it is recommended to complete it all at once, after 

the students have finished their work, so that you have all of the information you need in front of you.

·  You will need to upload either one or multiple images of your student’s(s) artwork depending upon the category.

·  Use your most frequently checked e-mail address for communication.

· You need to know a parent’s email and a parent MUST approve your account before adding work.

·  You MUST verify your own email

Online Submission Deadline: December 11, 2024

Paperwork Submission Deadline: December 14, 2024

(Signed Submission Forms, CT Invoice, & Payment Must Be Mailed together and  Received by this Date)



2025 Fees
Ask your teacher if you are included in the school’s payment.

Schools, Home School, Out of School Program, & Independent Submissions

Individual Categories: 
$10 per Submission (Limit of 30 per School/8 per Student)

Students – Check with your art teachers to see what other submissions they have.

Schools: To make it easier to plan - $100 per 10 Submissions: $10 for each additional 

submission

For  individual students who have a financial impediment and are unable to pay for submissions,

please fill out a Fee Waiver for EACH STUDENT SUBMISSION who needs one. 

Portfolios: $30 each (Limit 12 per School) Each Senior may submit up to 2 portfolios. 
This fee pays only for Adjudication of the Portfolio as a unit of 8 works but 

DOES NOT pay for any works that a student wants to ALSO have adjudicated individually outside of the Portfolio.



Payment and Forms

MAIL PAYMENT WITH ALL  FORMS IN THE SAME ENVELOPE – MUST BE RECEIVED BY 12/14/24

Make check out to CT Regional Scholastic Art Awards

Or Mail-In Paperwork:                               

Andrea Haas, Program Chair 

Connecticut Regional Scholastic Art Awards • PO Box 290683 • Wethersfield, CT 06129
(Do Not Ship Artwork to this Address

Payment MUST be delivered  

together with Invoice Downloaded 

from Submission Portal 

and Connecticut  Payment Form. 

If items are received separately, we can not 

guarantee that submissions will be accepted as one 

or more items may not be matched together.

CT Payment Form can be found at:
http://www.ctartawards.net/invoice-and-fees.html

Delivery/Check-in times and location sites:

• Saturday, December 14, 2024: 9:00 am – 3:00 pm

— Taub Hall, Hartford Art School, University of Hartford, 200 Bloomfield Ave., Hartford, CT

PREFERRED METHOD OF PAPERWORK/PAYMENT SUBMISSION

ALTERNATE METHOD OF PAPERWORK/PAYMENT SUBMISSION

CT Payment Form

Downloaded Bulk Invoice from the Portal

http://www.ctartawards.net/invoice-and-fees.html


New Student Registration:
If you are registering for the first time you need to click 

Create New Account on the Login Page.

You must enter your birthdate and 

the grade you are in.



New Student Registration: • Make sure to use 

correct spelling and 

capitalization.

• Fill out all 

information. You must 

have an email that is 

unique to you  and not 

the same email  as 

another student or 

parent.

• Use your HOME 

Address

• Choose your school. 
If you are a Home 
School student, 
please click Home 
School.

• Click United States 
and then CT. Type in 
your school's name 
and then click on the 
correct school.

Have a VALID Parent 
email. An automatic 
email will go to your 
parent for approval



Parental Approval

You will need Parental 

Approval before your work 

is ready for judging.

IMPORTANT:
An automated email will go to the parent for approval. 

Please make sure that the student or you tell the parent 

that the parent needs to approve before the student can 

proceed with submission.



Adding Entries:

Click the  

+ART Work 

button to 

add entries.



Artwork Registration: Basic Information
Fill in the Basic Information about your artwork

• Title (Try not to use 

Untitled, it will be 

easier to identify your 

work if it has a title)

• Click on Art 

• Choose an art category. 

Check the category 

description to make 

sure you are submitting 

your art in the correct 

category.

• Write a brief 

description of your 

work

Artwork registration is continued on next slide.



Artwork Registration: School/ OEP and Teacher Information

Where did you create this artwork???

• If you did not create 

your artwork in school 

or other program, click-

I did not create this work 

in class or program

• If you made your work 

at school,  make sure 

you see your school

• If you created the 

artwork in an 

afterschool, weekend or 

summer program click 

+ADD PROGRAM

• Choose the teacher you 

worked with when 

creating THIS work. 

Teacher might be from 

your OEP. Your 

teacher MUST 

Register Artwork registration is continued on next slide.

If you created your work in another 

program, choose your program and 

add then pick your OEP Art teacher



Artwork Registration: Uploading
• General information about 

the work

• Special Instructions

• Put in the artwork 

dimensions. For 3D work 

you will need H x W x 

Depth. For film you will 

need length. (add weight too 

where necessary)

• Media/materials (Type in 

media, materials, software, camera, 

etc.) After typing click enter/return.

Upload a GOOD quality photo of your 

work.  (For some categories you will be submitting 

multiple slides. Read category directions.)

Please review our Copyright and Plagiarism Guide before 

answering the questions. If your work was influenced or 

inspired by other sources, you must list them here. This 

includes any websites, artworks , or other sources you 

references while creating this artwork. 

https://www.artandwriting.org/awards/how-to-enter/copyright-plagiarism/


Artwork Registration: More Opportunities

• Read Additional Opportunities and 

decide if the artwork is eligible for 

these programs. (If you click yes to 

any of the Additional 

Opportunities then you will be 

asked to describe how your 

artwork fits in with the 

opportunity’s criteria.)

• Click Review



Artwork Registration: Review and Submit

Click the boxes:
• I have read and understand 

the Alliance's Copyright and 

Plagiarism policy.

I acknowledge that if my work 

violates this policy, then my 

work will be disqualified and 

any award received will be 

revoked.

• I have read and understand 

the Participation Terms.

Make sure to double check 

that ALL your Information is 

correct and that your parent 

has gotten an email and 

APPROVED your submission.

https://www.artandwriting.org/awards/how-to-enter/copyright-plagiarism/
https://www.artandwriting.org/awards/how-to-enter/copyright-plagiarism/
https://www.artandwriting.org/participation-terms/


Artwork Registration: Payment

If your 

school/teacher is 

paying or you 

have multiple 

entries, click Pay 

Later.

CHECK WITH YOUR ART 
TEACHER AND SCHOOL.

Your school maybe paying 
for your submission.

If you are submitting 

independently from your 

school/OEP or home school 

and paying by check, click  

Pay Now.

Click Pay with 

check and click 

the Download 

and Print 

Checkout Form

Go to next  page for 

check and paperwork 

submission directions.



Artwork Registration: Payment by Check

MAIL PAYMENT WITH ALL  FORMS IN THE SAME ENVELOPE – MUST BE RECEIVED BY 12/14/24

Make check out to CT Regional Scholastic Art Awards

Or Mail-In Paperwork:                               

Andrea Haas, Program Chair 

Connecticut Regional Scholastic Art Awards • PO Box 290683 • Wethersfield, CT 06129
(Do Not Ship Artwork to this Address

Payment MUST be delivered  

together with Invoice Downloaded 

from Submission Portal 

and Connecticut  Payment Form. 

If items are received separately, we can not 

guarantee that submissions will be accepted as one 

or more items may not be matched together.

CT Payment Form can be found at:
http://www.ctartawards.net/invoice-and-fees.html

Delivery/Check-in times and location sites:

• Saturday, December 14, 2024: 9:00 am – 3:00 pm

— Taub Hall, Hartford Art School, University of Hartford, 200 Bloomfield Ave., Hartford, CT

PREFERRED METHOD OF PAPERWORK/PAYMENT SUBMISSION

ALTERNATE METHOD OF PAPERWORK/PAYMENT SUBMISSION

CT Payment Form

Downloaded Invoice from the Portal

http://www.ctartawards.net/invoice-and-fees.html


Portfolio Registration: Creating a Portfolio

On your  Dashboard, click the 

Portfolio tab and then click 

Add Portfolio button.
ART PORTFOLIO
(For Graduating Seniors Only)

CATEGORY DESCRIPTION

A series of 6 distinct works that 

communicate a single cohesive idea or 

visual investigation. If you have a strong 

work that is not part of a themed 

collection, please enter those works 

individually. Works can come from one 

category or any combination of multiple 

categories.

Graduating seniors may submit up to 

two Art Portfolios but may not submit 

the same work in both portfolios.



Portfolio Registration: General Information

• Create a Portfolio 

Name – This 

should be an 

overall title for 

your body of work 

and not the title of 

a single work

• Choose Art

Fill in the General Information about your Portfolio

Portfolio registration is continued on next slide.



Portfolio Registration: School/OEP and Teacher Information

Where did you create this Portfolio???

• If you did not create your 

Portfolio in school or 

other program, click- I 

did not create this work 

in class or program

• If you created your 

Portfolio at school,  make 

sure you see your school

• If you created the 

Portfolio in an 

afterschool, weekend or 

summer program click 

+ADD PROGRAM

• Choose the teacher you 

worked with when 

creating THIS work. 

Teacher might be from 

your OEP. Your teacher 

MUST Register 

Portfolio registration is continued on next slide.

If you created your Portfolio in another 

program, choose your program and 

add then pick your OEP Art teacher.



Portfolio Registration: Uploading
• Title your work 

• Choose Art 

• Choose the Category

• Write a brief 

descriptive statement

• Read the Special Instructions

• Put in the artwork dimensions. For 3D work you 

will need H x W x Depth. For film you will 

need length. (add weight too where necessary)

• Media/materials (Type in media, materials, software, 

camera, etc.) After typing click enter/return.

You will need to register 

all 6 of your portfolio 

pieces separately. 

Portfolio registration is continued on next slide.



Portfolio Registration: Uploading Continued

Protfolio registration is 

continued on next slide.

Upload a GOOD quality photo of 

your work.  (For some categories you 

will be submitting multiple slides. Read 

category directions.)

Please review our Copyright and Plagiarism Guide before 

answering the questions. If your work was influenced or 

inspired by other sources, you must list them here. This 

includes any websites, artworks , or other sources you 

references while creating this artwork. 

https://www.artandwriting.org/awards/how-to-enter/copyright-plagiarism/


Portfolio Registration: Continued

Portfolio registration is 

continued on next slide.

Repeat Portfolio 

Registration for all 6 

pieces of your Portfolio



Portfolio Registration: Two Written Statements

Artwork registration is 

continued on next slide.

Artist Statement: Write about your art! 

This required statement should provide insight into your creative process: How did you curate 

the works in your portfolio?

Consider questions like:

• What do you want viewers to understand about your 

collection of works?

• What are the key ideas, issues, struggles, or goals within 

the portfolio?

• Did you make deliberate decisions about materials, 

processes, etc.?

Your artist statement should be at least 100 words must not exceed 500 words. The statement 

will be visible to jurors. Do not use self-identifying information in the statement.

Personal Statement: Write about you! 

Tell a story from your life, describing an experience that either demonstrates your character or 

helped to shape it.

Consider questions like:

• What is a significant challenge, setback, or failure that you 

experienced? How did you respond to it? How did it affect you, 

and what did you learn from the experience?

• Have you ever had a long-cherished or accepted belief challenged? 

How did you respond? How did the challenge affect your beliefs?

Your personal statement should be at least 100 words and must not exceed 500 words. This 

statement will be viewed by the scholarship committee if your work receives a Gold Key and 

goes on to be considered for a national portfolio scholarship award.

Portfolio registration is continued on next slide.



Portfolio Registration: Review and Submit

Click the boxes:
• I have read and understand the Alliance's Copyright and Plagiarism 

policy.

I acknowledge that if my work violates this policy, then my work will be 

disqualified and any award received will be revoked.

• I have read and understand the Participation Terms.

Make sure to double check that ALL your 

Information is correct and that your parent has 

gotten an email and APPROVED your submission.

•Click the button to see all 

6 of your portfolio 

artworks. Check to make 

sure all the information is 

correct, and the image is 

uploaded.

•Check to make sure your 

statements are there and 

correct

https://www.artandwriting.org/awards/how-to-enter/copyright-plagiarism/
https://www.artandwriting.org/awards/how-to-enter/copyright-plagiarism/
https://www.artandwriting.org/participation-terms/


Portfolio Registration: Payment

If your 

school/teacher is 

paying or you 

have multiple 

entries, click Pay 

Later.

CHECK WITH YOUR ART 
TEACHER AND SCHOOL.

Your school maybe paying 
for your submission.

If you are submitting 

independently from your 

school/OEP or home school 

and paying by check, click  

Pay Now.

Click Pay with 

check and click 

the Download 

and Print 

Checkout Form

Go to next  page for 

check and paperwork 

submission directions.



Portfolio Registration: Payment by Check

MAIL PAYMENT WITH ALL  FORMS IN THE SAME ENVELOPE – MUST BE RECEIVED BY 12/14/24

Make check out to CT Regional Scholastic Art Awards

Or Mail-In Paperwork:                               

Andrea Haas, Program Chair 

Connecticut Regional Scholastic Art Awards • PO Box 290683 • Wethersfield, CT 06129
(Do Not Ship Artwork to this Address

Payment MUST be delivered  

together with Invoice Downloaded 

from Submission Portal 

and Connecticut  Payment Form. 

If items are received separately, we can not 

guarantee that submissions will be accepted as one 

or more items may not be matched together.

CT Payment Form can be found at:
http://www.ctartawards.net/invoice-and-fees.html

Delivery/Check-in times and location sites:

• Saturday, December 14, 2024: 9:00 am – 3:00 pm

— Taub Hall, Hartford Art School, University of Hartford, 200 Bloomfield Ave., Hartford, CT

PREFERRED METHOD OF PAPERWORK/PAYMENT SUBMISSION

ALTERNATE METHOD OF PAPERWORK/PAYMENT SUBMISSION

CT Payment Form

Downloaded Invoice from the Portal

http://www.ctartawards.net/invoice-and-fees.html
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