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Introduction:

The MECSP system is a system the coordinators at various schools in the Central Florida region to view the details of the annual competition, the Saturday workshops, and register for the annual SECME Regional competition organized by Minority Engineering and Computer Science Programs (MECSP) at UCF. 

Instructions on how to use the system

HELP FOR THE MECSP ORGANIZER
I. Signing in

1. Open Internet Explorer

2. Go to the MECSP Web Site

3. Click on “Sign on”

4. Enter User Name and Password in the provided spaces, as shown in the page (Figure 1), then press Enter, Or click the “Submit” Button.
5. If the Password is correct for  the User Name entered, the system will take you to the MECSP Organizer’s page 
6. If you wish to reset the information entered, for example if you think you entered the wrong information, click on the reset button
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Figure 1

7. If you did not enter the right information and clicked “Submit” you will see the following screen (figure 2). Click on “Try Again” to retype the username and password.
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Figure 2

III.  
How to view registered schools’ summary information 

1. The user needs to sign into the system by following Step 1.

2. The system will take the MECSP user to main page for the MECSP User, which is as shown below, in Figure 3:

3. The MESCP organizer should then click on the “School Details Summary” Link to view the registered school information which will open up(also shown below in Figure 4)
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Figure 3
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Figure 4

III. 
To notify school coordinators about events: 

1. The user needs to sign into the system by following Step 1.

2. This will take you to the MECSP organizer main page.

3. Click on ‘Send Notification to School Coordinators’ see Figure 3. 

4. This will take you the following page (Figure 5)

5. You can enter the subject and the Message.

6. Click on “Submit” to send the message(notification) to all the school coordinators.

7. Click on  “Reset” to clear the form in case of any error in the entered message or subject.
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Figure 5

SCHOOL COORDINATOR’S INSTRUCTIONS:

IV.  Sign On: 

1.The instructions are the same as that of the MECSP Organizer, instruction I.
V.    How to Register for the annual competition:

1. After the school coordinator logs into the system by following step 1, the user will be taken to    the School Coordinator’s Main Page (Figure 6)

2. Click on ‘Register Students Link’.

3. You will be taken to the registration form page (figure 7)

4. In this new page, the following information is required:

· Student Name = First, Middle Initial, Last

· Grade Level of the student = From 1 to 12

· Math Level of the student = the options are as follows: Elementary, Pre-Algebra M.S, Pre-Algebra H.S, Algebra I M.S, Algebra I H.S, Geometry, Algebra II H.S, Trigonometry H.S, Pre-Calculus H.S, Advanced Math.

· Click on the Event(s) the Student will participate.

· Click on “Add more Students” button if more students of the same school still need to be registered for the annual competition, otherwise, Click on “Submit” buttonwhen you are done registering all the students of your particular school.
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Figure 6.
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Figure 7.

VI.   To View the Summary and Modify the resigtration information entered :

1. After the school coordinator logs into the system by following step 1, the user will be taken to    the School Coordinator’s Main Page (Figure 6)

2. Click on ‘View Summary’Link.

3. You will be taken to the registration Summary page (figure 8)

 4. If you wish to delete a student’s record, you can select the checkbox next to the student’s name 


and click on delete

5.  If you wish to modify the student information, click on the name that will appear and then you will be taken to the registration form , where you can change the values of the information.


6. When you have completed making the changes, Click on the “submit” Button.
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figure 8

VII. To send query to the MECSP Organizer.

1. Sign in to the system By step I.

2. Click on the “Send Query “ link as on Figure 6.

3. The Form for an email will open with the Subject and the Message.(Figure 5)

4. After you have filled them in , click on “Submit” to send.

5. If you need to clear the form, Click on “Reset” 

