
How to Upload Your Tracks to Groupanizer 
 
Click ‘My Music’ on the sidebar. Find the name of the track you are submitting. Click ‘Manage’ on the 
right hand side of the track 

 
 
On the next screen, upload your file by clicking ‘Choose File’.  

 
 
In the window that opens, find the file that is saved on your computer and click open. 



 
 
Click Upload to add it to Groupanizer:

 
 
Then, click Submit to save it and share it with your Section Leader.  

 
 
Pro tip:  Add the date of your track to the file name before submitting to make your Section Leader’s life 
easier! 
 
Your track will now be listed under ‘Recordings’ and is ready for review. If you change your mind or 
upload the wrong file, just click ‘Remove’  



 
 
Then scroll up to the Update status section and change your status to ‘Self Evaluated’. Add any 
comments if necessary (ex. if there are spots you know aren’t perfect, or have a question about 
something), and then click save!

 
 
Your Section Leader receives an email telling them you have uploaded a new track and that your status 
has changed. They will then review your track, add comments and change your status to ‘Section Leader 
Evaluated’  (still needs some work), or Pass – Notes & Words (good to go!) 
 
If you have been asked to upload a new track, don’t worry, just follow the same process. You don’t need 
to delete the older versions of your tracks – sometimes they are good reference points! When you 
upload a new track, make sure to set your state back to ‘Self Evaluated’ that will help your Section 
Leader know that they have something new to evaluate.  


