Managers Registering A Member for an Event
1. Click on the Members tab in the navigation pane.
2. Search for the member you need to register for an
event.
3. Click on the member’s name in the search results.

4. Click Events in the navigation pane.
5. Click the +Register button.

6. Click on the name of the event the member is being
registered for, and then click the next button.

7. Click on the Registration Type the member is being
registered as, and then click the Start Registration
button.
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8. Complete the response for the Questions.

9. Update the Health Form with any needed changes
(if applicable). As a Manager, you will enter your
own name in the electronic signature field indicating
that you have received the signed paper copy of the
health form. The event coordinator will need a copy
of that paperwork.
10. Click the Next button.

11. Complete the Consents. Managers will enter their
own name in the electronic signature field certifying
they have received the signed paper consent form.
12. Click the Next button.

13. If no payment is due, click the Next button
OR
If payment is due, select to collect at the local
county office. Click the apply button next to the
appropriate payment method. If the member is
paying in the county office, the manager will get a
pop-up window and the manager will need to click
the Confirm button to proceed.
14. Click the Next button.

15. Click the Finish button.

