Online Registration Instructions

1. After clicking on “Register for this event” you will see a screen similar to the one below

Create a Login Already Have a Login?

If yvou don't have a login, please complete the Following information. An e-mail will
be sent to vou with vour login information. IF vou are reqgistering a child please User Name
enter the parent/guardian information belaw;

Password

il werify that T am over 13 vears of age  Why am I being asked about ry aga?
Forgok your password?

bl [Jremember me

Address Line 1 * Ta fully operate the features available, the Following browsers
ate recommended:

Firsk Marme * Lask Mame * Suffix

E-mail Address *

Address Line 2 s Internet Explorer 7.0 or higher

* Firefox 3.0 or higher
Ciky * Skate * Zip Code * # Safati 3.0 ot higher

= Click one of the links above to download the latest edition of
Phone the browser,
(I1T-11-5 1}

* Required Fields

Tvpe the letters andfor numbers From the Following image into the text box below,
You must type them exactly as they appear in the image.

el

™ 1
' Il

e |

If you are a new user and have never used the system to register for an event in the past,
fill out the information on the left hand side and click “Create” **Please note that the
verification of age is for the person entering the information, not necessarily the
person whose information is being entered. Also note that the security field exercise
is CASE SENSITIVE, so enter the characters exactly as they appear**

If you have used the system before and already have log-in information, fill in the fields
on the right side and click “Login”



2. Next you will see a screen like the one below

e’ B

Welcome, Jo Shmo

Report & Problern  Help  Sign Out

J 193rd Annual Convention |

Event Details

This event has the Follawing requirements:

All registrations will be final and non-refundable on January 21, 2009 at 10am. Please be advised that absolutely NO refunds will be processed after that
time.

NOTE: If splitting Alternate duties over two days, only one Alternate registration fee is required.
NOTE: Registration fee does not include hotel reservations. Those MUST be made seperately. Please see the convention section of the Diocesan Website for
more information.

There are 615 seats remaining for this event. Please note that this number may change as other registrations are processed,

Please read all the bolded text carefully before continuing. After reading all the
bolded text, click “Next”

Welcome, William Welborn Knowledne Base Report a Problem  Help  Sign Quk

Home Directories Groups Calendar Serving Reports Statistics

Testing
Register Attendees

Register Family Members

Attendee Name Registration Price
o Shrna | << Mot Registered >> v 0,00
Jane Shma | <= Mot Registered > > | 40,00

$0.00

3. You will then see a screen similar to the one below

If you are matched to an existing database profile, you will see members of your family
as well as your name on this page. You may register multiple people simultaneously by
selecting a registration type from the drop down menu for each person. Once you have

done so for all those you want to register for the event, click “Next”



4. You will then see a screen that will look similar to the one below

Testing

Questions

Please complete the Following information For each registrant. Items marked with * are required to complete your reqistration,

Jo Shmo

Are you me? ¥
Are you my guest? *
Jane Shmo

Are youme? *
Bre wal My guest? ©

You will see a set of questions for each person you chose to register. Fill out all
necessary or required fields. Once complete, click “Next.”

5. Next you will see a screen summarizing your registration including the name of each
registrant, the type of registration for each, and the price for each with a total at the
bottom. If all the information is correct on this page, click “Next.” If something is
incorrect, click “Back” until you arrive at the page you need to make changes on and
make all necessary changes.



6. Next you will see the payment screen which will look like the one below
J Testing |

Event Registration Expert

Wour total amount due for Testing is $200.00.

Pay With: * Cnline Payment h

Please enter your payment information below - it will be validated .

Click "Submit Payment" only once. Returning to this page and submitting
this form a second time will result in a double charge.

Amount Due: §200.00
Mame On Card:

Billing Address:

City:

State:

Postal Code:

Phone Nurmber:

E-mail Address: |

Payment Type: O VISA O O'-":'

Card Number:

Expiration: |mMonth v | |Yesr v

Submit Payment

TESTED 07-JAN

—

You can pay with Visa, Mastercard, or with Electronic check. Fill in the necessary
information and click the “Submit Payment” button. If you do not see this button, you
may need to change the text size on your browser. Check the help section for your
browser to find out how to do this.

7. After Submitting your payment, you will see a confirmation page containing
confirmation numbers for each registrant. There is also an option to print a receipt if you
would like a receipt for the charge. Please be sure to examine this page carefully. If
there are any documents or resources needed for the event, there will be a link on this
page for each of those resources. Be sure to download all documents and save or print
them for your records. Once you have done so, your registration is complete. You
should receive an e-mail informing you that you are registered for the event as well as
giving you the confirmation numbers for the individuals you registered.

If you have any difficulty with the registration process, feel free to contact the Diocesan
Office at (919) 834-7474 or by e-mail at scott.welborn@episdionc.org.




