
1.Create your account.
2.Enter an email. School emails are often blocked - use a

home email. 
3.Enter a password and confirm the password. 
4.Go to the email we sent (check junk box) 

a.Click the “Verify Email” button. 
5.Then login - you may need to refresh the login page.
6.Select the your local county contest you are

registering for from the dropdown.
7.Once logged in, choose ”I am a Teacher”. 
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History Day Registration Instructions
Note: Teachers must register and add projects and students first before students can register. 

Create your profile account 

1.Select the “User” menu on the left
and then “Profile”.

2.Create your profile “Account” 

1.Personal information
2.Pronouns are optional. You can also

put “chose not to say.” 
3. If the fields don’t load correctly,

refresh your browser. 

 

 

timothysmith1@gmail.com

Complete your personal information: 

Create your Account 

Teacher Version 

Note: Your contest may not include all of these questions. Complete only those that apply.



 

 

Complete releases & agreements: 

Complete school information: 

1.School Affiliated with - list the school
that you work at.  

2.You will be asked to add this school
when you add projects. 

3.You can also add additional schools
with projects if you are coaching
students from additional schools or
add yourself as a co-teacher (see
adding co-teacher section below).

Complete contest information: 

1.Enter contest information questions. 

Note: Your contest may
provide a link to complete a
release form (instead of the
system form), or it may not
require teachers to complete a
release at all.

Note: Your contest may not include all of these questions. Complete only those that apply.



Add Projects 

1.On the Project List page, click the “Add
Project” button Enter the project title. 

a.You and students will be able to edit the
title for a period of time set by your
contest administrator. 

2.Enter the division 
3.Select the category 
4.Add all of the projects for this school. 

 

Add Schools you have projects at: 

Add Students  

1.You can add one or more schools under your account. 
2.Select the “Schools” button on the side menu.
3.Click the “Add School” button. 
4.Use the “Select School” portal and complete the steps. 
5.In the Actions column, select the “Add / View Projects” icon to

add projects.

1.Select the blue people icon to go to the Student List for each project.



 

Edit Project Details & Upload Projects  

Student List view
1.See the students added for a project
2.Track if they have registered & if

payment was received.

1.Click the “Add Student(s) button on the right to add your
first student. 

2.Enter First & Last name 
3.Select if the school will pay the registration fee or if the

student/parent will pay. 
a.Add 1 student for individual projects and up to 5 for

group projects. 

 

1.Select the “Schools” menu on the left.
2.Select the action button for the school

you want.
3.On Project list select the edit project

icon for the project you want.
 

Use the blue person button to
edit the student or the payment
option. 

Use the blue arrows button to
move the student to a different
project if entered incorrectly.

Both Teachers and Students have access
to the Project Details page and are allowed
to make changes, add project links &
upload written materials. 

You must first go to the project you want to
edit.
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Go to next page for Project Details

Note: Some county contests require
payment from schools; individual student or
parent payments are NOT permitted. Check
with your county coordinator!



 

Adding Co-Teachers to a project 

Use the green teacher button
to add yourself as a co-
teacher to a project. Once
added your name will also be
listed as a teacher on the
project. 

You can use the filter to filter on
your projects or see all of the
projects from your school 
 



On this page you will be able to:

Change a title - This is how it will
print on forms and other printed
materials. 

Check spelling and capital
letters.

 
Submit: Websites,
Documentaries & Podcasts links.

Upload written materials - 
Title Page, Process Paper,
Annotated Bibliography 

Download judge sheets. The
“Score Sheet” button will appear
once they are ready.

Project Link for Documentary or
Podcast

Share settings must be set to “Viewable
by anyone with the link”  Be sure your link
includes https:// 
Have someone test your link to make
sure it is accessible.

Project Details Page 
Teachers can access project details for
any project by going to the schools tab–
click the action button and then click the
blue pencil/paper button on a project.

Project Link for Website 

Enter your NHDWebCentral URL for your project.
 

Example: https//12345678.NHDWebcentral.org

If there is a link in the “Project Link” field, then we

have your project stored in the database.  

Note: Your contest may
provide different
instructions. Follow your
contest guidelines.



 

You can only have one pdf uploaded at a
time. If you upload another pdf and click 
“Submit” it replaces the one you just
uploaded. 

Written Materials
1.Prepare a PDF of your written

materials. It must be ONE PDF
that includes: 

a.Title Page
b.Process Paper
c.Annotated Bibliography

2.Use the free software
ilnovepdf.com or smallpdf.com to
merge your pdfs into one PDF
Document. 

3.Drop the PDF into the Written
Materials Box.

Be sure to click “Submit” so your
changes are saved.  

You will NOT get a confirmation. 

To verify – go back to your Project
Details page and if you have a title
under the “Uploaded File Name:”
then we have your written materials
stored in the database. 

See rules for more information about written
materials: https://www.nhdca.org/contest-rules/ 

Project Details Page - Continued 

http://smallpdf.com/
https://www.ilnovepdf.com/
http://smallpdf.com/

