
How To-Torials

Coordinator Training



How to Access Your Coordinator Role Account



The Coordinator Role Account is a shared login for all Coordinators of
your Chapter. This account is used exclusively for Coordinator duties,
including: 

Updating & Editing the Chapter Page 
Creating Chapter events 
Messaging members 
Accessing Coordinator Central 

Login Information: 
Email: Your chapter email ending in @nsaichapters.com 
Password: Provided by the Director of Chapters 

How to Access Your Coordinator Role Account



Once signed in, you
will have access to
the “Coordinator

Central” tab on your
dashboard. This is

your hub
for Coordinator

specific resources,
including

information, your
Coordinator Kit,

Coordinator Guides +
Lesson Plans, and

other essential tools
used to run your

Chapter effectively. 

How to Access Your Coordinator Role Account



Important Reminder: 
Your Coordinator Role Account is separate from your personal NSAI

membership account, which uses your personal email and password to
login. Your Membership Account is where you access all the perks, services,

and resources as a songwriter and member. 
 

Think of it this way: 
Coordinator Role Account = Business Hat (for Chapter management only) 

Personal Membership Account = Songwriter Hat (for member services,
events, pitches, mentor sessions, etc.) 

 
⚠ Do NOT use the Coordinator Role Account to sign up for member-

exclusive events, pitches, evaluations, mentor sessions, feedback services or
to purchase additional credits. Always use your personal membership

account for those activities.

How to Access Your Coordinator Role Account



How to Edit Your Chapter Page



www.nashvillesongwriters.com 
Login Using your Coordinator Role Login and Password  
This will bring you to your Coordinator Dashboard 
Go to “My Chapters” on the right-hand side of the screen 
Click your Chapter Name  

How to Edit Your Chapter Page

http://www.nashvillesongwriters.com/


This takes you directly to your Chapter Page 
To edit your Chapter Page select the gray “Edit” tab 

How to Edit Your Chapter Page



Edit the area you are wanting to 
Once you’ve edited what you wanted to, click “Save”  

How to Edit Your Chapter Page



How to Create a Chapter Event



www.nashvillesongwriters.com 
Login Using your Coordinator Role Login and Password  
This will bring you to your Coordinator Dashboard 
Go to “My Chapters” on the right-hand side of the screen 
Click your Chapter Name  

This takes you directly to your Chapter Page 

How to Create a Chapter Event

http://www.nashvillesongwriters.com/


Go to the grey “Content” tab

Select the teal tab that says “Add New Content”

How to Create a Chapter Event



Select “Group node (Chapter Events) 

Input the following for your Upcoming
Chapter Event: 

Event Title
Date  
Time 
Time Zone 
Description

How to Create a Chapter Event



Description Examples:

Join Us for Our Next Chapter Event! 
Hey Songwriters! Mark your calendars for [Chapter Event Name] at [Venue Name] on [Date &
Time]! 
What to Expect: 

A welcoming, supportive, and fun community of fellow songwriters 
Insightful discussion on this month’s songwriting or music industry topic, followed by
an interactive networking exercise to help you connect and collaborate. 
Song Share & Feedback – Members can share a song with the group and receive supportive
and encouraging feedback.  
An opportunity to network, connect, and get inspired by your local songwriting community! 

 
Please RSVP - To attend and participate in this upcoming meeting, please RSVP to this Chapter
Event. A Chapter Coordinator will follow up with the song submission & consent link, along with
any additional details you may need. 
 
We look forward to getting to know you and your music more soon! See you there!  

How to Create a Chapter Event



Event Type (in person, hybrid, online) 
If you select “In Person” or “Hybrid” from the drop down, you will be
prompted to input the address of where your upcoming meeting will
be.  
Once all information is entered as you wanted, select “Save”

How to Create a Chapter Event



How to Edit a Chapter Event After It’s Been Created



www.nashvillesongwriters.com 
Login Using your Coordinator Role Login and Password  
This will bring you to your Coordinator Dashboard 
Go to “My Chapters” on the right-hand side of the screen 
Click your Chapter Name  

How to Edit a Chapter Event After It’s Been Created

http://www.nashvillesongwriters.com/


This takes you directly to your Chapter Page 
To edit your Chapter Page select the gray “Content” tab

You will see a list of each Chapter Event you’ve created

How to Edit a Chapter Event After It’s Been Created



Select the Chapter Event you
would like to edit, by clicking
on the Title of it, listed in teal  

Select the gray “Edit” tab

How to Edit a Chapter Event After It’s Been Created

Update the area you are 
       wanting to

 Once all information is entered and edited as you wanted,
select “Save”



How to Check RSVP Results



www.nashvillesongwriters.com 
Login Using your Coordinator Role Login and Password  
This will bring you to your Coordinator Dashboard 
Go to “My Chapters” on the right-hand side of the screen 
Click your Chapter Name  

How to Check RSVP Results

http://www.nashvillesongwriters.com/


This takes you directly to your Chapter Page 
To edit your Chapter Page select the gray “Content” tab

You will see a list of each Chapter Event you’ve created

How to Check RSVP Results



Select the Chapter Event you would like to check RSVP’s of, by clicking
on the Title of it, listed in teal  
Now select the gray tab that says “RSVP” 
This brings you to a page that lists every person who has RSVP’d for the
upcoming event 

How to Check RSVP Results



If you want to send those that
have RSVP’d a message (song
submission and consent link/
zoom link, etc.) you can select the
small white square beside
“Name” and it will select all 
Then click the teal button that
says “Send Message” 
Write the message you would like
to send 
Once you are finished, hit the
purple “Send” button on the
bottom right

How to Check RSVP Results



How to Message Members



www.nashvillesongwriters.com 
Login Using your Coordinator Role Login and Password  
This will bring you to your Coordinator Dashboard 
Go to “Send Message to Chapter” on the right-hand side of the screen 

How to Message Members
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You can select individual members, or you can “select all” 
To “Select All,” click the small white square beside “Name” and it will
select all the active members in your Chapter  

Then click the teal button that says “Send Message”   

How to Message Members

Test Member Name
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Write the message you would like to send 
Once you are finished, hit the purple “Send” button on the bottom right  

How to Message Members



You can also message members another way: 
www.nashvillesongwriters.com 
Login Using your Coordinator Role Login and Password  
This will bring you to your Coordinator Dashboard 
Go to “My Chapters” on the right-hand side of the screen 

Click your Chapter Name  
This takes you directly to your Chapter Page 

How to Message Members

http://www.nashvillesongwriters.com/


Select the gray
“Members” tab on your
Chapter page 
You can select
individual members, or
you can “select all” 
To “Select All,” click the
small white square
beside “Name” and it
will select all the active
members in your
Chapter 
Then click the teal
button that says “Send
Message” 

How to Message Members

Test Member Name



Write the message you would like to send 
Once you are finished, hit the purple “Send” button on the bottom right

How to Message Members



How to Create Chapter News



www.nashvillesongwriters.com 
Login Using your Coordinator Role Login and Password  
This will bring you to your Coordinator Dashboard 
Go to “My Chapters” on the right-hand side of the screen 
Click your Chapter Name  

How to Create Chapter News

http://www.nashvillesongwriters.com/


This takes you directly to your Chapter Page 
Go to the gray “Content” tab 

Select the teal tab that says “Add New Content” 

How to Create Chapter News



Select “Group Node (Chapter News) 
Input the information: 

Title  
Description 

How to Create Chapter News



(Optional) Add an image to go along with your Chapter News: 
Select the gray button labeled “Add Media” 
You can drag and drop files from your computer into the “add file” area 
Files must be in one of the following formats: PNG, GIF, JPG, or JPEG.  
Hit the blue “Insert Selected” button, once you’ve input your file 

Click “Save” to complete your Chapter News entry 

How to Create Chapter News



How to Check Coordinator Central



www.nashvillesongwriters.com 
Login Using your Coordinator Role Login and Password  
This will bring you to your Coordinator Dashboard 
Select the “Coordinator Central” teal button on the right-hand side of the
screen 

How to Check Coordinator Central

http://www.nashvillesongwriters.com/


How to Access Your Coordinator Kit



www.nashvillesongwriters.com 
Login Using your Coordinator Role Login and Password  
This will bring you to your Coordinator Dashboard 
Select the “Coordinator Central” teal button on the right-hand side of the
screen 

How to Access Your Coordinator Kit

http://www.nashvillesongwriters.com/


This takes you directly to Coordinator Central where you can access your
Coordinator Kit as well as additional information, resources, Lesson Plans +
Coordinator Guides, and all things Coordinator related 24/7.  

How to Access Your Coordinator Kit
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How to Host a Chapter Meeting



Welcome & Sign-In –  
Greet all attendees and introduce yourself. 
Have guests sign in and collect necessary
information. 
The Coordinator must enter all attendees’ details
via the Chapter Monthly Attendance Report and
submit it at the end of the meeting. 

Announcements & Updates  
Share any important NSAI or Local Chapter news. 
Mention upcoming events, workshops, or
networking opportunities. 
Review any provided lesson plans or Coordinator
Guide materials. 

Lesson Plan Review / Discussion  
Present the monthly lesson plan or topic provided
by NSAI. 
Encourage group discussion and participation. 
Answer any questions and provide relevant
insights. 

Song Share and Feedback Session 
Members only may share original songs for
feedback. 
Provide supportive feedback based on NSAI
guidelines. 
Keep discussions positive and productive. 
Encourage participation and peer engagement. 

 
Next Meeting Invitation & Closing  

Announce the next meeting date and time. 
Encourage attendees to bring guests to the next
meeting. 
Thank everyone for attending. 
For first-time guests, send a thank-you
message after the meeting (template available on
Coordinator Central). 

How to Host a Chapter Meeting

Have fun!
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How to Check Song Submission and

Consent Results



Each Chapter is assigned a specific "Song Submission and Consent Link”
that they provide to their Chapter Members via the NSAI messaging
platform.  
Your specific “Song Submission and Consent Link” is in your Coordinator Kit,
located in Coordinator Central 
This is the Chapter's go-to link for members (in-person, hybrid, and online)
who choose to submit a song for feedback for the upcoming Chapter
meeting.  
Each Chapter must use their specific link for all meetings, anytime a song
will be played. This is not only for privacy reasons but also for legal
compliance.
Coordinators CAN include their specific Chapter Song Submission and
Consent Link on their Chapter Page and in their Chapter Event descriptions.

How to Check Song Submission and Consent Link Results
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To check the results, please see the instructions below:   
www.nashvillesongwriters.com 
Login Using your Coordinator Role Login and Password  
This will bring you to your Coordinator Dashboard 
Select the “Coordinator Central” teal button on the right-hand side of the
screen

How to Check Song Submission and Consent Link Results
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Click the Song Submission and Consent Link assigned to your Chapter
(located in your Coordinator Kit)  

How to Check Song Submission and Consent Link Results



Select the gray button
labeled “Results” 
There you will see
every submission and
be able to access and
listen to the
submissions 

How to Check Song Submission and Consent Link Results



How to Play/Display Song Submissions

at Meetings



www.nashvillesongwriters.com 
Login Using your Coordinator Role Login and Password  
This will bring you to your Coordinator Dashboard 
Select the “Coordinator Central” teal button on the right-hand side of the
screen

How to Play/Display Song Submissions at Meetings
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Click the Song Submission and Consent Link assigned to your Chapter
(located in your Coordinator Kit)  

How to Play/Display Song Submissions at Meetings



Select the gray
button labeled
“Results” 
There you will see
every submission
and be able to
access and listen to
the submissions 

How to Play/Display Song Submissions at Meetings



Click on an individual song submission 
This will bring you to a screen with the following information: 

Month of Meeting 
Songwriters Name  
Lyrics 
MP3 File 

How to Play/Display Song Submissions at Meetings



To Play: 
Play the Mp3  
The Lyrics will remain displayed  
Once the song is complete you can move to the next submission by
clicking “Next Submission” on the upper right hand corner
Repeat the above process until you’ve listened to all submitted entries 

How to Play/Display Song Submissions at Meetings



How to use Attendance Link and Submit



Chapter Attendance Forms are the responsibility of Coordinator to Submit.
The results from this form are used to track monthly attendance for each
Chapter.  
Before each meeting begins, pull up the following link: 
https://www.nashvillesongwriters.com/form/chapter-monthly-attendance-
repor  
Please have the link ready before the meeting and ensure attendance is
taken as each attendee arrives. For in-person meetings, Coordinators should
manage a laptop or iPad at the entrance and sign members in upon entry. 

How to Use Attendance Link & Submit
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For online meetings:  Designated Coordinator will send the following template
via the chat:  

Hello Songwriters! Thank you for joining us online. Please direct
message (Designated Coordinator Name Here) the following info for our
attendance records:  

First and last name  
Email
Are you a member or guest  
Guests please include phone number  

Coordinators should keep the attendance link open throughout the meeting to
add any late arrivals. Once the meeting concludes, the designated Coordinator
can submit the form for NSAI’s records

How to Use Attendance Link & Submit



How to Verify Memberships



Go to www.nashvillesongwriters.com. 
Log in using your Coordinator Role information. 
You will be directed to your Coordinator Dashboard. 
On the right-hand side, navigate to “My Chapters”. 
Click on your Chapter Name to access your Chapter Page. 

How to Verify Memberships
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Select the gray “Members” tab on your Chapter Page. 
This will display a detailed Member List, where you can verify membership
statuses of those in attendance. 

Active Members are listed in the top section. 
Expired Members appear in the bottom section. 

How to Verify Memberships



Coordinators CAN message Active Members. 
Coordinators CANNOT message Expired Members. 
We are developing a method to communicate with non-members/guests. 
Once available, the Director of Chapters will provide updates and
instructions. 

How to Verify Memberships



How to Sign Up a New Member



When a guest attends your Chapter meeting, greet them kindly and let them know
that joining NSAI grants them full access to exclusive benefits and services. 

Steps to Guide a Guest Through Membership Sign-Up: 
Direct them to the NSAI website: Join NSAI. 
When prompted with "How did you hear about NSAI?", ensure they select your
Chapter from the drop-down menu. 
Before completing payment, provide them with the Discount Code (CHAPTER25)—
available in Coordinator Central—to receive $25 off an annual membership. 

Once the membership is finalized: 
The guest saves $25 on their annual NSAI membership. 
Your Chapter Fund earns a $20 referral reward for each new annual member who
selects your Chapter. 
You welcome a new songwriter, collaborator, and friend into the NSAI community!

How to Sign Up a New Member

https://www.nashvillesongwriters.com/join-nsai


Guest Attendance Policy



Non-members may attend up to 2 Chapter meetings for free. 
After the second visit, they must either: 

Join NSAI as a member ($200 annually or $17.50 monthly), or 
Pay a $20 guest fee for each additional meeting they attend

Guest Attendance Policy



How to Host an Online Meeting using your

Assigned Zoom Link and Host Code



Log into Zoom using your personal Zoom account login information.  
(If you do not have a Zoom account, you can sign up for a free account
that will allow you access to the settings needed to host a Chapter
meeting effectively.) 
Your specific Zoom Link and Host code are listed in your Coordinator
Kit, located in Coordinator Central.  

How to Host an Online Meeting using your Assigned Zoom Link and Host Code



To host an online Chapter meeting on Zoom, please follow the steps below: 
Select the assigned Zoom link for your monthly Chapter meetings 
Once the meeting link has opened, select Participants 
A tab will open to display participants.  

On the bottom righthand corner of that tab you will see an option
to Claim Host. 

Select Claim Host 
A window will open up and ask for a 6-10 digit number (this is the Host
Code) 
Type in the Host Code provided to you, in your Coordinator Kit to Claim
Host 
You’re all set!  

  

How to Host an Online Meeting using your Assigned Zoom Link and Host Code



NSAI Website
https://www.nashvillesongwriters.com

Coordinator Central
https://www.nashvillesongwriters.com/node/1330

Chapter Monthly Attendance Link
https://www.nashvillesongwriters.com/form/chapter-monthly-attendance-repor

Guest Fee Attendance Form
https://www.nashvillesongwriters.com/form/guest-fee-attendance-form

About General Membership/New Member Sign Up
https://www.nashvillesongwriters.com/learn-about-membership

Volunteer Chapter Coordinator Manual & Agreement
https://www.nashvillesongwriters.com/volunteer-chapter-coordinator-manual-agreement

Video Recording of How To-torials
https://vimeo.com/nsaiofficial/howtotorials?share=copy

IMPORTANT LINKS FOR ALL COORDINATORS



Thank you for sharing your time
and talents, and for putting in

the work to set yourself and the
Chapter up for success!

You are appreciated!


