
How to Make Changes to an Existing Festival Registration 
 
1. This first thing to do is to find the student whose record you want to change. When you do, expand 

his/her file and you’ll see “Event Performances” below the name. 
 
2. Expand “Event Performances” and you’ll see all of the events the student has done. 
 
3. Right-click on this year’s event you want to change. Make sure you select the correct event, as solos, 

concertos and theory are separate entries. 
 

 
 
4. Make the necessary changes in the Event Viewer screen (right) just as if you were making the initial 

entry. 
 
5. Click “Save Changes” and you’re done! 


