
SOAR DANCE TEACHER
PORTAL GUIDE
Start-to-finish guide for setting up your school and entering events

•  Create your SOAR account

•  Set up your dance school

•  Add dancers, teams and groups

•  Register for competitions

•  Manage tickets, music and resources

www.soardance.com
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1. Create Your SOAR Account STEP 1

Go to www.soardance.com. Click the blue LOGIN button
in the top-right corner, choose REGISTER NOW, and
complete the Create Your SOAR Account form.

Enter your first name and last name.

Enter your date of birth and country.

Choose a username and enter your email address.

Create and confirm your password.

Click CREATE ACCOUNT.

NEXT

You will receive an email from SOAR. Open the email and
follow the link to verify/accept your account. If you
cannot see it, check your junk or spam folder.
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2. Set Up Your Dance School STEP 2

After verifying your account, select
Dance School and complete your school
profile.

Dance school name

Email address

Phone number

Website (if applicable)

School description

Address, city, postcode and country

IMPORTANT

Use current contact details. SOAR may use
these details for competition registrations
and important event communication.

SOAR Dance Teacher Portal Guide | www.soardance.com Page 3



3. Add Your Dancers STEP 3

From your Dance School Dashboard, select
DANCERS and then ADD DANCER. Enter the
dancer information and save the record.

CHECK CAREFULLY

Make sure the dancer name, date of birth
and competition level are correct. These
details affect categories, registrations
and qualification information.

For larger schools, you can also import
multiple dancer records using the Import
tab.
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STEP 4

Parents can connect to your dance school
in two ways:

Send an invitation using INVITE TO LOG IN.

Or give the parent your unique school
reference number so they can request to
join your school.

REQUESTS

Requests to join your dance school appear
under REQUESTS on your dashboard. Review
and approve the correct requests.
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4. Add Dancers & Connect Parents

GOT LOTS OF DANCERS?

CSV Import is optional. Use the fourth Dancers tab -
IMPORT - to add multiple dancer records at once.
Follow the field order shown on screen.



5. Create Teams, Megacrews, Duos & Quads STEP 5

Once your dancers have been entered, create the groups you will need before registering them into an event.

TEAMS TAB: Teams and Megacrews GROUPS TAB: Duos and Trios/Quads
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6. Register for a Competition STEP 6

Once your dancers, Teams and Groups have been entered, go to COMPETITIONS. All available SOAR competitions will appear here. Click
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OPTION 1 - ESTIMATION

Reserve Your School Place

Enter estimated numbers and pay your deposit. You can complete your actual dancer,
Team and Group entries later in Event Registrations.

OPTION 2 - DIRECT REGISTRATION

Start Your Entries Now

Pay your deposit and begin registering your dancers, Teams and Groups at the same time. This
does not mean paying the full event balance.



7. Continue or Amend Your Registration STEP 7

Once your deposit has been paid, you can
return to your registration at any time
before the registration deadline.

From your Dance School Dashboard, select
EVENT REGISTRATIONS. Any competitions your
school has already registered for will
appear here.

Open the event you want to manage. This is
where you can continue your registration
or make changes before the deadline.

IMPORTANT

Paying your deposit secures your school
place at the event. You do not need to
complete every entry at the same time.
Return to Event Registrations later to
continue or amend your registration before
the deadline.

EASY TO REMEMBER

COMPETITIONS = register for the event and pay the deposit. EVENT REGISTRATIONS = continue, manage
and amend the detailed entries afterwards.
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8. Complete Entries & Upload Music STEP 8

Open the event in EVENT REGISTRATIONS. Here you can add or amend all of the competition entries linked to that event.

COMPLETE YOUR ENTRIES

Select the Solos, Teams/Megacrews and
Groups (Duos/Trios/Quads) you want to
enter. For each Solo, tick the dancer and
choose the correct eligible category.

SAVE YOUR CHANGES

When you have finished adding or amending
entries, click UPDATE REGISTRATION to save
your changes.
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MUSIC UPLOADS

At the bottom of the Event Registration page, label the file
and choose the correct audio track.

Click UPLOAD for each Team or Megacrew.



9. Manage Dancer & Spectator Tickets STEP 9

SOAR Dance Teacher Portal Guide | www.soardance.com Page 10

MANAGING TICKET PAYMENTS

Once entries are confirmed, invite parents/dancers to pay for their dancer ticket through their own SOAR account. You can see who has paid and resend invitations where required. Schools that prefer to
collect payments themselves can pay the final balance by invoice.

IMPORTANT: Direct parent/dancer payments must be completed by the ticket deadline so your school receives all competition tickets before the event. Invoice balances must be paid 5 days before the event.



10. Parent Ticket Purchase - Quick Guide STEP 10

1 Ask your dance school to send you an invitation to purchase your dancer ticket.

2 Once the invitation has been sent, you will receive an email notification. Click the link in the email or log in to your SOAR account.

3 On your dashboard, click Invitations. Select your dancer ticket and add it to your cart.

4 Return to your dashboard and select Step 4 - Competitions.

5 Scroll through the competitions and select the event you are attending.

6 Click Spectator Tickets, select your dance school and choose the spectator ticket(s) you require.

7 Add the spectator ticket(s) to your cart.

8 Return to your dashboard and click View My Cart to review and complete your purchase.

DEADLINE REMINDER

Parents and dancers must complete payment by the ticket deadline so
your dance school receives all competition tickets before the event.
If your school is paying the final balance by invoice instead, that
invoice must be paid 5 days before the event.
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TEACHERS: Screenshot or share this page with your parents.



11. Dance Teacher Hub & Ongoing Resources STEP 11

The Dance Teacher Hub is your central
resource for everything you need to
manage your SOAR experience. The hub
will continue to grow as new resources
are added throughout the season.

Competition rules and regulations

Safeguarding and data protection policies

Health & safety guidance

Photography and social media policies

Equality, diversity and inclusion guidance

Parent packs and information to share with
families

Procedures, templates and useful documents

Future competition guidance and updates

KEEP CHECKING BACK

New resources, policies, procedures and
support materials will continue to be added
to the Dance Teacher Hub.
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CHECKLIST

Dance school information is correct and up to date.

All dancers are added and their names, dates of birth and levels are correct.

Teams and Megacrews are created correctly.

Duos and Trios/Quads are created correctly.

The correct competition has been selected and your school is registered.

All Solos, Teams/Megacrews and Groups have been selected in Event Registrations.

Team/Megacrew music has been uploaded by the deadline.

Parent/dancer ticket invitations have been sent where required.

Spectator and dancer ticket payments are completed by the deadline.

Final invoice payment, if used, is paid 5 days before the event.

You have reviewed the latest rules, policies, schedules and event information in the Dance Teacher Hub.

NEED HELP?

If something does not look right, contact the SOAR team before
the registration deadline so there is time to resolve it.
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12. YOUR SOAR EVENT CHECKLIST
Use this checklist before every SOAR competition to make sure your school is ready.



