
1. Login to the MyIHSAA website. 
2. You will the Associations in the middle of the screen along with a gear next to your 

current association. 
3. Click on the gear to access the admin area. 

 
 

4. Once on the next screen, click on Events tab near the top. 

 
5. To add an event, click “Add Event” on the right. 

 
6. Complete all information that is required for the meeting.  Use the Detailed Description 

for topics of discussion or other meeting notes.  The Max Attendees per registration field 



is there to set the maximum number you may have attend your meeting.  If you are 
restricted due to size of your room, you will need to enter a number here.  This is 
required so pad it to make sure everyone can attend. Set the event to published when 
ready to display online.  

 
7. Next, click on the Venue tab.  Complete the address information and then click save if 

you are done. 

 
8. If you have a meeting with multiple sessions, please use the Sessions tab to add other 

sessions. 



9. You may view who has registered at anytime by clicking the icon on the list of events. 

 
10. To take attendance, click the view registrations icon for your meeting.  Then click the 

attended checkbox next to the official when taking attendance. 

 
 


