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Update Your Artist Directory 

1. From nyfa.org click the blue Sign In button at the top right corner. Enter your user ID (e-
mail address) and password. *If you have forgotten your password, please click “Forgot 
Password?” If you have forgotten your User Id, please contact sponsorship@nyfa.org. 

 

2.  Click the blue drop down box marked “hello (username)
i
” and select Fiscal Sponsorship. 

 

3. This is your Dashboard. From here you can navigate through and manage your Fiscal 

Sponsorship account and requests. Click the Project Editor button on the left of the 

screen. 
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4. Fill out your project information accordingly. Click the Update button to save your 

changes. 

5. To add images to your project gallery, click the Gallery button at the top right of your 

information page.  

 

6. Click the Upload button to add a photo(s) to your project page. To remove photos click the 

orange X box in the top left corner of the photo thumbnail. Currently, there is not a way to 

edit the order of photos after they have been uploaded.  

7. To return to your summary edit page click the Summary button at the top right. 
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8. Please familiarize yourself with the toolbar in the Description section of your Project 

Editor. This field gives you a multitude of formatting options.  

9. Video: to imbed video into your project page, you must imbed the “source code” into the 

Description section of your Project Editor. The steps are as follows: 

a. Copy the source code of your video from your YouTube, Vimeo or other video 

sharing platform. Often you can find the source code through the “share” option 

for your videos. You will want the source code for imbedding your video.  

b. In the toolbar of the Description section of your Project Editor (shown above), 

select the Tools dropdown box.  

c. Select Source Code 

d. Paste appropriate source code into the description. You can worry about moving 

or formatting the text around your imbedded video AFTER you have left the source 

editor. Select OK at the bottom of the source code editor screen. 

e. Edit and move text around the imbedded video as you see fit. 

10. After adding your project information and images you may check your directory listing by 

returning to your Dashboard and clicking the Go to Project Page link. Update and Edit 

your project information and photos as needed.  

 

 

                                                           
i
 Please e-mail sponsorship@nyfa.org if your name does not appear here. The phrase “Site User” is default text and 
should be updated. 

mailto:sponsorship@nyfa.org

