1. Register Now button on event page

2. Login

3. Click Add Registration

4. Identify if you are registering yourself or
someone else.
If you need to do both, select Myself first
and you can add additional registrants later.
This allows you to login as yourself and
register a colleague after you have already
registered. It also allows an executive
assistant to use their own login to register
multiple people as availability is confirmed.
5. If “someone else” is identified in the previous step, you will search for the name to see if they have an
existing record in the system from a previous event or connection.

6. From the results, you can Select the name of the individual you would like to register.
7. If their information does not appear in the search results, click Add Individual to be prompted to add
name, email and company name into the system to create a record for the person.

8. When adding a new individual to the
system, you are required to provide their
name and a unique email address (e.g. you
cannot use your email address for all of
your guests). Those are the only required
fields.
We also recommend adding company name
(for nametag purposes). You have the
option to provide other information, if it is
known, so their information is populated
if/when they register for a future event.

9. Select the fee for the individual.
(Only members see member pricing, etc.)

To register a guest at a table you purchased,
select the dropdown arrow, and change the’
Guest at a reserved table’, and the $0 fee
will appear. Select the Fee, then click Next.
(If you are a sponsor that will receive a
complimentary registration, select Sponsor
in the dropdown.)

On the Questions page, please fill in the
sponsoring company name and any other
applicable information. Then select Next.

10. Select Add Registration in order to add
additional registrants (you’ll be directed
back to step 6).
11. Select Finish and Pay after you are done
adding registrants. You will then proceed to
the checkout screen to review cart and
provide payment.

For any questions or assistance, please call Laura Van Alstine at (785) 856-8272.

