
Instructions for Attendee Group Registration 

Step 1: 

• Select the tickets that you want to purchase. If you want to purchase more than 1

ticket, please click on the + icon and then click Order Now button.

• To avail discounts, please select the relevant ticket, add the discount code for that

ticket in the Apply Discounts box and click on Apply Discount button.

• Once done, you will see a message that says, ‘promo code is applied’ and the total

amount will be revised. Then click on Order Now button.

Leadership Circle discount = LEADER
Organizational Member discount = 
ORGMEM



• Step 2:

On the next page, make sure to first add your first name, last name and email. Once 

this is done, please click on +Assign button. 

• Once you click on +Assign button, you will get an option to assign the ticket to

yourself, and also to your other team member.



• Once you assign the ticket to yourself, it will show with your details that one ticket

has been assigned to you. Then click on +Add a New User if you have to assign the

second ticket to your team member.

Step 3: 

• Next, once you click on +Add a New User, a pop up on the right side of the screen

will open which requires you to fill out the details of your team member. Please

make sure to fill out all these details carefully and click on submit button.



Step 4: 

• Once you submit your team members detail, the pop up will close and now you need

to fill out your details in the registration form.



• Please make sure to fill out all your details carefully, then select the payment

method and click on submit button.




