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Apply for an event in the 
Community  

Purpose 

This QRG (Quick Reference Guide) is to enable schools to apply for an Arts 

Unit program.  

Outcomes 

Schools can apply for programs via Single Sign On (SSO) in the community 

portal.  

Once schools have submitted an application their principal will be sent an 

automatic email to ‘approve’ their participation. The Arts Unit will then will 

manage all applications.  

Business process represented Salesforce outcome 

Create/submit an application to a 

TAU program 

Applications are created in the 

Salesforce CRM.  

Participants are affiliated with Final 

Events and Activities associated 

with TAU Programs.  
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Log in to Salesforce  

Step Action 

1 Navigate to  https://theartsunit.force.com  

or the link provided by TAU for program application. 

2 Select Log In using Community SSO 

 

 

  

https://theartsunit.force.com/
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New Application 

Step Action 

1 Now that you have entered the ‘Community’ navigate to the ‘Home’ screen 

if not already there.  

 

2 Select the ‘Search for an Event’ in the text bar and type in the event you 

would like to apply for. A list of items will now become available for 

selection. 

Alternatively select the ‘Events’ tab in the top right menu to see a list of all 

events available.  
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Step Action 

3 Once all programs have displayed select which program you would like to 

see more details for.  

Select +Name of Program you want to apply for from the list using the 

blue text.  

 

Trouble shooting: If a limited number of events are displayed select the 

‘down arrow’ on the left hand side to ensure that ‘all programs are 

displayed’ alternatively you can search by all programs with ‘open 

registrations’.  
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Step Action 

 

3 The program page will show event details and information about the 

event.  

Check the ‘Event Detail’, ’Venue’ and ‘Teaching and Learning Outcomes’ to 

ensure the program is suitable for your school.  

Applications can be accepted for the program is the ‘status’ of the event is 

‘Open’. 

Applications must be submitted before the ‘Registrations Close’ date. 
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Step Action 

 

 Events may have final events associated with them. Dates and venues for 

these events are located in the right hand box.  

 

Select the name using the blue text to see further dates and venue 

information if needed.  
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Step Action 

 

 

4 Select ‘Apply for event’ to make an application for your school.  

 

5 Select your school from the search bar.  

Trouble shooting:  In order to bring up a list of school enter a minimum of 

two characters that appear in your school name, for example, enter Gr for 

‘Granville High School’ and press enter. 
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Step Action 

 

 

 

6 Select your ‘Application Number’ using the blue text in ‘Applications’ tab. 

Note: if you are applying on behalf of multiple schools each one of your 

school applications will be visible here. You will need to follow this step for 

each of your applications.  

 

7 The application is now completed in 2 parts.  

a. First edit the information on the left side of the page using the pencil 

icon to edit each section.  

b. Create participants for your event using the ‘add new student 

finalist’ button in the top right section.  

The application can be submitted together if participant information is 

known. If you are yet to determine your student entry details complete 
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Step Action 

part (a) then select ‘submit for approval’. 

Part (b) can be completed at a later time.  

 

 

7a. Each application completed should be done by the coordinating teacher. If 

you have completed the application and are not the direct contact teacher 

or coordinating teacher please contact The Arts Unit to change the ‘owner 

of the application’ and or add a second contact.  

 

Complete the text fields using the pencil icon to edit the fields.  

Use the information button to assist with entering the correct information.  

Part (a) 

Part (b) Submit 

for 

principal 

approval 
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Step Action 

If no participant information is known – proceed to Step 8. 

If participant information is available – proceed to Step 7b. 

 

7b. Select ‘Add new student finalist’ 
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Step Action 

 

Edit and complete the information 

fields that appear. 

Select ‘Save’ 

Repeat for each student entry.  

Note: Spelling Bee has a maximum 

of 2 participants per stage. final.  

Note: Participants can be edited at 

any time through the ‘participant 

window’  - Select the participant 

number to edit the entry.  
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Step Action 

 

8 Submit for Principal approval – ‘Submit/ Approve application’ 

 

One you select ‘Submit/Approve application’ a pop up window will appear. 

This will allow you to write any comments to your principal which will be 

visible when principals approve the participation in a program.  
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Step Action 

 

Your principal will be sent an email to approve the participation in the 

program.  
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Step Action 

9 Principal Approval 

Principals can approve the application using the link in the email to 

navigate to the application. Once logged in using Community SSO 

Principals will see the application form.  

Select ‘Submit/Approve application’ to approve participation in the event. 

  

A pop up box will appear.  

Change the Approval box to ‘Approved’ and add any approval comments 

for The Arts Unit staff if necessary. 

10 Withdraw an application or participant 

If you do not consent to your school or a particular student participating in 

The Arts Unit event please withdraw the application.  
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Step Action 

Use the drop down arrow in the top right corner to navigate to the 

‘withdraw application button’  

 

 

Or you can withdraw individual participants by clicking into their record 

number and then selecting ‘withdraw participant’  
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Once applications are approved by the Principal, there are no more actions 

from the school.  

The Arts Unit will contact the ‘owner of the information’ with further 

instructions about participating in the program.  

Schools may want to ‘follow’ the program to receive all news updates and 

information via the community ‘chatter’. 

 

All ‘chatter’ updates will be visible via the community using the ‘feed’ tab 

on the program name.  
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