
1. On the homepage, please click on the calendar button to view events. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

2. Click on the event you want to register for and click the Register button. 

 

 

 

 

 

 

 

 

 

 

 

 

 

  

 



3. Please select the ticket name, select the quantity, and click Register Now. 

 

 

 

 

 

 

 

 

 

 

 

 

 

4. Please fill in the necessary information (or select Use My Company Billing Information to autofill.) 

 

 

 

 

 

 

 

 

 

 

 

  

 



5. Click continue and your registration will go for approval.  

 

 

 

 

 

 

 

 

 

 

 

 

 

6. You will then receive an email notification that your registration is awaiting approval. 

 

 

 

 

 

 

 

 

 

 

 

  

 

 



7. After it has been approved, you will receive an email that your registration is confirmed. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

8. The event will be added under My Registered.  

 

 

 

 

 

 

 

 

 

 

 

 

  



9. To complete your registration, you must pay. Select My Access Pass at the bottom right and follow 

the steps to pay by credit card.  

 

 

 

 

 

 

 

 

 

 

 

10. To check-in to your registered event at the venue, click on my access pass. 

 

 

 

 

 

 

 

 

 

 

 

 



11. To add the event to your calendar, click into the event in My Registered.  

 

 

 

 

 

 

 

 

 

 

  

 

 

 

12. Click on the three lines on the top right corner and click Event Details. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



 

13. Click Add To Calendar and it will provide calendar options.  

 

 

 

 

 

 

 

 

 

 

 

 

 

 

14. The event details will show Add To Your Calendar. Then click the check button. 

 


