
Step by Step On-line Registration Instructions 

Register for an Event 
 
1. Select “Register Now!” on the event detail screen  

 
 
 
 
 
 
 

2. Log into your account when prompted (if you do not 
have an account, you will need to create an account 
and then come back to these steps to register for the 
event – see the directions on the next page to create 
an account).  

 
 
 
 

 
 

3. Select a registration type. (if you do not select a 
registration type, the box in “event fees” will not 
appear. 

 
4. Select the event fee box. 

 
5. Select any/all sessions (if applicable). 

 
6. Select “add to cart”. 

 
 
Follow the remaining screens to move through the 
shopping cart and complete your registration. 
 

7. On the next screen verify the event and price, select 
“check out”.  
 

8. Verify your contact information, select “continue”. 
  
9. Enter payment information, select continue.  
 
10. Confirm the complete order, select “submit order”.  
 
11. A screen will appear with your confirmation. You will 

also receive an email confirmation letter.  
 

 

 

 

 

 

 

 



New User/Create an Account 

 

1. From the log in screen, select “create an 

account”. 

 

2. Follow the screens to move through the three 

steps to create your account. Enter your 

information in the fields provided, note fields 

with an * are required.  

 

3. On Step 1; enter your personal information. Your 

log in or user ID will be your email address. 

Create a password and write it down for future 

reference. Select “next step” to proceed. 

 

4. Enter information about your organization on 

step 2. Select “add organization information”. 

You will be able to search for your organization, 

if it is not found in the database you can add the 

information. Select “next step” to proceed. 

 

5. Enter your mailing address on Step 3. Select 

“review and confirm” to proceed. 

 

6. Review the information you entered and select 

“finish” to create your account. 

 

7. You will see a confirmation screen and an email 

will be sent to you once the account is created.  

 

8. Your account has been created, now you need to 

register for the event.  

 

9. Go back to the event and complete the 

registration process – see the previous directions 

to log in and register for the event if needed. 

 

 

 

 

 


