
 Logging In to the new Ladysmith 
 Arts Website 

 If you’ve already 
 set your password 
 simply enter the 
 email address 
 associated with 
 your membership 
 and press Log In. 

 If it’s your first time 
 logging in to the 
 new website,  Lost 
 Password. 

 Enter your email address and click on 
 Get New Password. 

 Check your email for a link to reset 
 your password. If the email does not 
 arrive, check your Junk or Spam 
 folder. 

 If its not there, try again or call us for 
 assistance at:  250-245-1252 
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 Enter a Members Show 
 In  the  ARTIST  PORTAL  you  can  respond  to  a  CALL  FOR  ENTRY  to  enter  a  member 
 show. 

 Click  on  Submit  Artwork  for  an 
 Upcoming Member Show. 

 Items  you  have  already  entered 
 will  be  shown  on  the  next  screen. 
 If  you  are  ready  to  make  an  entry 
 click  on  Add  Artwork  to  see  the 
 entry form. 

 Notice  that  you  don’t  have  to  enter  your 
 personal  details,  just  the  details  of  the 
 artwork! 

 Click  Add  Entry  when  done.  Repeat  this  for 
 the  number  of  pieces  you  are  entering  - 
 you  will  not  be  able  to  enter  more  than  the 
 number allowed for this show. 

 When  you  have  completed  your  entries 
 be  sure  to  click  the  Members  Show 
 Submission  consent  check  box  and  sign 
 your  name  using  your  mouse,  trackpad 
 or  touch  screen.  And  don’t  forget  to 
 press  Submit! 
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 Sign up for a Volunteer Shift 
 In the Volunteer Portal, you can sign up for a specific date and time for our Volunteer 
 Opportunities. Select  Pick a Shift  to see these. 

 Click on the type of opportunity you want to sign up for - note that you  must have POS 
 training  to sign up as a Gallery Show Host. 

 Select a shift from the calendar. If you have 
 already signed up, your shift will show in 
 green as well as in the  My Upcoming 
 Shifts  tab. You will receive an email 
 confirmation for your shift and email 
 reminders. 
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