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Delegate Registration Instructions 

Initial Invitation 
Each Secretary will receive an invitation email to register their unit delegates and alternates. In 
the invitation email, they can click the "Register Delegates" button to continue to the 
registration site. 
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Sample 
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Registration Process  
 

Step 1:  Secretary Main Contact  
This section has the secretary's contact details. In addition, they can include a secondary email 
to be included in receiving communications and update contact details if needed. 
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Step 2 :  Delegate / Alternate Registration  
Each Secretary will see a registration allotment based on compliance for their unit/state 

conference. Initially, they will see the total number of Delegates and Alternates they can 
register. As they start the registration process, this page will update with the names of 

individuals registered for each category and how many remaining spots. 
 
Select "Add" next to the category where you would like to register someone. 
 
Note: the below is an example and might not reflect the registration options for your unit.  

 
Step 3:  Delegate Search  
Secretaries will be required to enter the member's first name, last name, and Email of the 
registered individuals and click search.  
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The search results will come back with 1 of 3 scenarios: 

Avai lable to Register  

They will display a "Register" button that the secretary can click to continue 
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Unable to find a member 

The search requires an exact match of First, Last, and Email to register the member. 
Unfortunately, the information was entered incorrectly, and you will need to try again. 

 

 
Member already registered  
If the member is already registered, you will not be able to register them.  
 

 
 

Step 4:  Delegate Personal Information  
Member details will pull in from the database to pre-populate the registration. 
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Step 5:  Demographics  
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Step 6:  Ticketed Events  
Select any ticketed events that the Unit or State Conference will cover. The members can add 
these themselves and pay if they wish to attend after they are registered. 

 
NOTE: Ticketed events will have printed tickets this year. Multiple tickets can be purchased by 

an individual and will print with their badge.  
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Step 7:  Delegate Search 
Once completing each registration, you will land back here to either register another or 
continue to pay for the registration(s). 
 
Note: you can come back to your registration to add or edit any time before the registration 
deadline. 

 
 
 

Step 8:  Verification  
This page serves as a review of registration and the total amount due. The secretary can review 

all registrations and the balance to ensure everything is as expected before completion. 
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Step 9:  Payment  
Members can select a credit card or e-Check as a payment option. 

 
 

Step 10: Thank You 
This is the end of the registration process. Upon completion, the Secretary will receive an email 
confirmation to show who they registered, and the amounts paid, while each member will also 
receive their own registration confirmation. Each member will be able to edit their registration 
and add tickets if they wish. 
 

 
 


