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CHAPTER REGISTRATION INSTRUCTIONS 

 

In order to speed up the registration process Reg Online has simplified the steps for Group 

Registrations.  Please see detailed instructions below. 

 

Chapter Group Registrations:  Additional registrants can be added to your registration by clicking 

"Add another person" button at the bottom of the Travel & Lodging page.  Registration fees for all 

registrants in the group will be added together and charged to the "primary" registrant account.  If 

members of the group are paying individually (for example with different credit cards) you will 

need to create separate registrations for each. 

 

The first participant registered in your group will be considered your “primary”.  Register the 

“primary” first and then follow online steps until you reach the Travel & Lodging page.  

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 
 
 
 
  
 
 

STEP 1 

To add a second participant, click 

on the “Add Another Person” button 

at the bottom of the Travel and 

Lodging page. 

STEP 2 

Enter the email of second 

participant and click “continue”. 

Important – Entering the second 

participant’s email will allow them to 

receive a registration confirmation 

email that contains additional 

conference details. 

 

STEP 3 

Enter the second participant’s name.  

All other required fields will be auto-

filled with the “primary” registrant’s 

contact information.  Continue with 

registration and repeat steps to add 

additional participants. 



 

MANAGE YOUR REG ONLINE ACCOUNT:  To manage your registration account login back in using the 

primary registrants email & password; add another participant to your individual or group account, 

make a payment or view/print/email your registration record and invoice.   
 
 

STEP 4 

Click on “Already Registered?”  

You will then be directed to a 

new page. 

STEP 5 

Enter primary registrant’s email 

and password then click continue 

to access your Reg Online account. 

 

STEP 6 

Once you’ve reached your account 

you can make substitutions, 

view/print/email your registration 

record & invoice, make a payment 

and “Add Another Person”. 

  


