
Event  Registration Tutorial 

This tutorial is intended to help  with the event registration process.  A new tool  for the GD

-NT Chapter  to make  it easier for members to register and pay for events.  We will be 

changing the  tutorial as changes to the events application occur and to update any errors 

or items that  are confusing.   

Clicking on the  “Register Now” button will start  the process. 



Clicking the “Register Now” button takes you to the next page, which contains multiple 

sections.  The first section is shown above.   The sections contain more information and 

the beginning of the Tickets area.  



This is the tickets area.   The price shown is for this specific events.  Other events may 

have different pricing per ticket.  The number of tickets shown will register you for the 

event and if more than one ticket is purchased, it will also register that ticket.  The 

names will be entered in another area.  



The person purchasing the tickets will fill out this area (1.  Buyer Details)  The items with 

and asterisk  are required  to be filled.  Once you have completed this area click the 

“Continue” button which will take you to 2. Tickets Details. 



The Ticket Details  must be filled out.  Ticking or checking the box by “same as buyer de-

tails” will fill in everything but the phone number for  Ticket #1.  If you purchased 2 or 

more tickets there will  be a Ticket #2 , Ticket #3  etc that will need to be filled out.  We 

will use the information to insure that we have nametags for each person attending the 

event.  They will be provided a PDF (Adobe Acrobat) ticket via email that will have all of 

the information needed. Click the “Continue” button to go to the payment section.    

 Ticket #1 



Ticket #2 

 This is Ticket #2.  The information is typed in.  This ticket will go to the 

email shown.  If you purchased more tickets at the same time the infor-

mation from them  would follow.    There would be a “next ticket” indication 

that when clicked , will go on to the next ticket. 



After you have completed your buyer and ticket details, you can still edit  them before 

you go forward.   Note that the box in the upper right shows the time remaining be-

fore the  activity must be completed. 



You have the option to use Pay Pal or a manual payment.  Above shows the Pay Pal 

Option.  Click “Place Order” and  you will  be taken to the Pay Pal site.  There you 

have the option of using your Pay Pal  account to pay or there is  an option  to use a 

credit/debit card. 



Selecting “Manual Payment”  will get you a ticket that says unpaid.  You have regis-

tered  for the amount of tickets reserved/purchased .  Note that you must cancel at 

least 7 days prior or you will be liable for payment.  Instructions will also be shown 

on the ticket which will be sent to each ticket holder identified. 


