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The Putnam Dance Center 
Student Portal Tutorial 

~Current Students~ 
 

This is a step by step guide on how to register for classes in our new online portal. 
If you have any questions, please email us at putnamdanceinfo@gmail.com 

 
Step 1:  
Type in this link, and click on the portal link: http://www.putnamdance.com/about1/student-portal-link/ 
You may also go to our website and do the following: 

1. www.putnamdance.com  
2. Look under "Menu" 
3. Look under "About" 
4. Click on "Student Portal Link" 

 
Once you are at the portal, you will need to click "Forgot password" in order to access your account. 
 
You must use your email that is associated with the studio. Only one email per family is set at the login email. Please do not create a 
new account, this will create a duplicate student and family. We can change any login emails if needed. Let us know if you have any 
questions regarding this.  

 

 
 
Step 2: 

• Enter your email address 
• You will receive an email instructing you to click a link in order to log in and change your password.  

• Enter a new password 

• Log in with your new password 
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Step 3: 
In order to continue, you must sign the waiver. Please speak with us if you have any questions about this.  
This waiver will also need to be signed on your Enrollment form, which will include a photo release section.  
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Step 4: 
1. Under the tab that says, "Edit Student Info," please edit any information such as school name, age, grade, etc.  
2. Check out the studio documents under “View Account Documents.” This will include information such as class schedule, 

studio policies, enrollment form, registration letter, etc.  
3. Click on “Enroll in My Pre-approved Classes” 

 

 
 
Step 5: 
You will find a list of all classes you are eligible to take. (You can organize the information by clicking on the headers.) 
 
Check off the boxes of the classes you want to enroll in and click “next.” 
 
***IMPORTANT***  
Once you delete a class from your pre-approved class list, you will not be able to get it back without contacting us. If you would like 
to enroll in a class you deleted, please contact us at the new studio email, and we will bring the class back to your list.  
 
A few notes: 

• Classes: 
o Pre-approved classes were chosen based on previous experience and previous class enrollment.  
o If you were given two of the same class, pick which one fits best with your schedule. 
o Class levels and titles may have been changed this year. This was to keep things cohesive on our end, and do not 

necessarily mean your dancer is being held back or skipping levels.  
o Please discuss with Annette and Kelsey directly if you have any questions or concerns with this.  

 
 

• You do not have to take all classes that are provided for you.  

• If a class is full, you will be "waitlisted." All classes are first come first served. We will contact you if this is the case. 

• All Ballet Technique classes are non-recital classes. 

• Teen Modern, Int. II Modern, Int. IV Modern, and Adv. Modern require a full ballet class.  

• "Styles" is the new name for conditioning classes that were held on Saturday morning last year.  

• Conditioning is a fitness based class.  
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Step 6: 
Review your classes, and click “Checkout.” You MUST Click checkout to complete the process. No money will be asked to be 
collected at this time.  
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
Step 7: 

• Click either of the “Next” buttons.  

• Choose a payment plan 
o MONTHLY PAYMENTS PLEASE NOTE: Your May Monthly Payment is due when you hand in your enrollment form. 

September Monthly Payment is due by September 10th. Your last monthly payment will be April 10th.  

• Read through this statement and click “Next.”  
o Although you have been enrolled in the payment plan, your current balance does not yet reflect all the payments 

that are due now, nor does it reflect any discounts. We will adjust your balance due once we receive your 
Enrollment Form.  

• Click: Pay at the studio or by mail. Then click “Next.” 

• Click: “Accept” to finish the process.  
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YOU MUST PAY YOUR REGISTRATION FEE AND FIRST PAYMENT TO THE STUDIO WITHIN 4 WEEKS OF ENROLLING ONLINE 
 
Your spot will be saved for 4 WEEKS ONLY.  
After this time period, you will be removed from the classes and you will have to be re-approved for these classes before you can 
enroll again. 
 
Step 8: PAYMENT AND REGISTRATION FORM  
The studio must receive your registration form, payment for your registration fee, AND your first tuition payment within 4 weeks to 
save your spot in the class.  
You may do this in 3 ways: 
 

1. Come to the studio to fill out registration form 
2. Mail us your registration form 
3. Email us your registration form 

 
Payment can be made by: Cash, Credit Card, Money Order, or Check 
 
Step 9: REVIEW 
Please review all forms before classes begin in September as we have made some adjustments to our studio policies, dress code, 
and tuition.  
 


