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EXHIBITOR REGISTRATION INSTRUCTIONS 

 

EXHIBITORS WITH ONE PARTICIPANT:  Follow the online registration instructions at 

www.ctaregion2.org/Leadership. 
 

EXHIBITORS WITH TWO OR MORE PARTICIPANTS:  If your organization will have more than one 

participant in the booth, register all participants by group only using the following instructions.  
 

� Designate a “primary” registrant among your participants.  Only the “primary” will be 

charged a registration fee. 

� Register the “primary” first and then follow online steps until you reach the Travel & 

Lodging page.  

� Follow detailed instructions on the Travel & Lodging page to add additional participants 

under your organization group. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 
 
 
 
  
 
 

STEP 3 

Enter the second participant’s name.  

All other required fields will be pre-

filled with the “primary” registrant’s 

contact information.  Continue with 

registration and repeat steps to add 

additional participants. 

STEP 1 

To add a second participant, click on 

the “Add Another Person” button on 

the Travel and Lodging page. 

STEP 2 

Enter the email of second 

participant and click “continue”. 

 

Important Info:  Entering the second 

participant’s email will allow them to 

receive a registration confirmation 

email that contains additional 

conference details. 

 



 
MANAGE YOUR REG ONLINE ACCOUNT:  To manage your registration account log 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 

Enter primary registrant’s email & 

registration type and click “continue”. 

STEP 5 

Enter primary registrant’s password 

then click “continue” to access your 

Reg Online account. 

 

Do not begin a New Registration. 

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”. 

  


