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How do you register 
for this event?
1. Click the “REGISTER NOW” 

button on the event page
2. This will take you to the start 

of the registration portal to 
register yourself and others

2 Ways to register
1. Chapter members can

login with their company
shared login(s) with the 
email and password 
associated with their 
chapter profile and then 
click LOGIN TO REGISTER 
button. [Note: Member 
profiles typically list the 
company owner on the 
member profile] 

2. Chapter member owners, 
company staff & guests 
who do not have a login or 
do not want to login, can 
click CONTINUE AS GUEST 
and skip to slide 6
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For chapter owners
who have logged in
1. The registration portal should

auto-fill your contact
information. The information 
in the fields can be edited.

2. Use the comments field for 
any information you feel the 
NARISV Office needs to know 
about your registration

3. Click the CONTINUE button 
to get to the tickets page

How to add tickets to 
your registration
1. The registration portal quantity will 

default to “1”, 
2. Click ADD button for the 1st ticket 

with member login to register owner
3. Click ADD button for the 2nd ticket 

with no member login to register 
additional staff and update the 
quantity

4. Click ADD button for the Annual 
Sponsor Complimentary tickets if you 
are one of our chapter sponsors and 
want to attend this event 
complimentary

5. Click ADD button for the Board 
Member Registration tickets if you are 
one of our board members and want 
to attend this event complimentary, 
but are welcome to register as a 
member if you want to donate 
towards the event.
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Tickets Questions

1. When you click ADD, a pop-out 
window will show

2. Enter your tickets details

3. Only questions with asterisks are 
required, but all field responses 
are helpful to the NARISV Office 
for tracking purposes

4. Click ADD button at the bottom 
of the pop-out window when
complete the ticket

5. Continue steps until all
registered

6. SKIP TO SLIDE 8 for instructions 
to review your order

For chapter member 
staff, owners, & guests 
with no login
1. Enter your contact

information in the fields 
[note: asterisks are required 
fields]

2. Use the comments field for 
any information you feel the 
NARISV Office needs to know 
about your registration

3. Click the CONTINUE button 
to get to the tickets page
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Tickets Questions for 
chapter member staff, 
owners, & guests with no 
login
1. When you click ADD, a pop-

out window will show
2. Enter your tickets details
3. Only questions with asterisks 

are required, but all field 
responses are helpful to the 
NARISV Office for tracking 
purposes

4. Click ADD button at the 
bottom of the pop-out 
window when complete the 
ticket

5. Continue steps until all 
registered

Ticket Review
1. Scroll down through your 

order information to see all 
the tickets ordered

2. Click CONTINUE to go to
the payment screen
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Ticket Purchase
1. Enter your card information 

details and billing information 
for tickets purchased

2. Scroll down and click the
CONTINUE button

Registered!
1. You will see a confirmation notice on 

the screen and if you scroll down you 
can see the meeting list of your 
tickets, questions responses, and 
meeting details

2. And email(s) of your payment 
confirmation and event details

3. Once registered you should not
receive any more event reminder
notices until 3 hours before the event
via email and some times texts if 
listed as reminder option.


