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STEP 1

Click on Events

STEP 2

Click on All Events
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STEP 3

Click on Register for the event you wish to register for

STEP 4

Review the event details 
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STEP 5

Click on Next

STEP 6

Check on the participants you wish to register
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STEP 7

Click on Next when 8nished

STEP D

,epending on the registration workmowb you 9ay Ie pro9pted to review
 participants data
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STEP 0

Yf your event has classes or sessionsb click on the check Iox to select for each
 registrant

STEP 1B

Click on Next
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STEP 11

Oou 9ay Ie pro9pted to upload docu9ents depending on your registration
 workmow

STEP 12

Click on Next
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STEP 13

Review and acknowledge the registration details

STEP 14

Click on Next
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STEP 15

Co9plete the zilling Ynfor9ation section

You can add a single buyer or an organization

STEP 16

Click on People for an individual
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STEP 17

Click on (rgani)ation to Iill organi)ation

STEP 1D

Click on Select the organi)ation to Iill this transaction and select the
 organi)ation

10 of 13



STEP 10

Select Pay Now Lwill take you to a credit card pay9ent window5 or zill the9
 to Pay 6ater to have an invoice e9ailed to Iilling contact

STEP 2B

Select zilling Contact to receive the invoice
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STEP 21

Click on Next

STEP 22

Successful registration noti8cation
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