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» Login to
https:/ /eregister.info/

portal/index.cfm

» If you have an
account, enter your
email and password
to log-in.

» If you do not have an
account, click
“Schools/Agencies:
Signup for an
Account.”

Logging In
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https://eregister.info/portal/index.cfm
https://eregister.info/portal/index.cfm

» If you forgot your
password, click
“Forgot your
password” to reset.

» Once you enter your
email and the number
code, click “Get
Instructions.”

> Password reset
instructions will be
emailed to you.

Resetting Password

eRegister.Info Event Management

eRegister.Info Event Management

PASSWORD RETRIEVAL
instructions on resetting your password:

Please enter the numbers you see below:

S v




» To create a new
account, enter your
name, email, and
password.

» Then, enter the
characters in box.

» Next, click “Create
Your Account.”

Creating a New Account

W

eReqgister.Info Event Management

enter Account

Create a Scheet??

Please enter the numbers you see

below:
g //\

By clicking Create Your ACCount, you are agreeing to the
eRegister.Info Terms of Service




» Once you have
created your account,
you will see this
screen.

» Tolog in, click “Login
page” to return to the
event management
screen to log in using
the information you
just entered.

Creating a New Account
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eRegister.Info Event Management

New Account Setup

You have successfully created a eRegister.Info account! Please »sltLISE the system.




Dashboard

&« c & eregister.info/portal/admin/login_main.cfm e % ®» 0O e :

eRegister.Info

EVENT MANAGEMENT

> Once you have logged - D‘ashboard.r‘.-ls Head Start Association
in, you will see the

February 14, 2023

dashboard. 7
Available Events -
> The dashb 0 ard Sh OWS July 24th-27th, 2023 2023 MS Early Childhood Education Conference Golden Nugget Conference Center, Biloxi MS MS Head Start Association
any events open for
registration.
> To register for an —
event, select “click to :
register.” £




Organization Setup

> If this is your first time shspltszinte

Events _eRegister Info Account

registering, you will need
to add your organization’s
details.

> Please ensure the
information for the person
who will be responsible
for payment is listed
under payment contact.

» Once the information is
entered, click “Add
Organization.”




» If you have previously
used this system to
register, you will see the
event registration screen
with the following:

» Event Details

» Organization Details

> Attendees

» Submit Registration
Section

> Please ensure the person
responsible for payment
is listed under payment
contact.

Event Registration Screen

Event Registration

2023 MS Early Childhood Education Conference

July 24th-27th, 2023
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® Open Event Schedule:

T
B Close Organization Details

Program Type:
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Invoice Total: $0.00

Submit Registration




Adding Attendees

» To register, click the “+”
next to attendees.

P
Z wwsenltendees

Attendees ©

Name S AgelGrate steType Emai Regisiation Type

> Enter the attendee
information.

Invoice Total: $0.00

Submit Registration Events - MS Head Start Association o

Add Attendee

» Once attendees are
registered, click “Submit
Registration.”

» **Note: If you would like
to register more than one
attendee at a time, move
to the next slide.




Making Substitutions

&« C @ eregisterinfo/portalfevents/services_organization_ind.cfm?id=28ret=1035 "
MS Head Start Association =
o o Registration has been submittfd Re-Open Registration
»> Substitutions can be
Address’
made for your 2
Administrative Contact
school/ Organization Payment Contact Name not listed .
L]
Type:
Age Group
PO Use PO - No
L ] ]
» To make substitutions, il
1. k “ O Name Position AgeGrade Registration Type Amount
C lc Re pen Other Infant/Toddler Regular Registration - ($350) $350.00
Registratio n » Mentor/Coach Multiple Regular Registration - ($350) $350.00
L]
Teacher Infant/Toddler Regular Registration - ($350) $350.00 .
$1,050.00 .'

Email (leave blank to send to point of contact and payment contact)

Email Invoice




Making Substitutions

nts/services_organization_ind.cfm?id=2&ret=1035

MS Head Start Association

» Click the “trash icon” to
delete the person who is
no longer attending.

A Registration has not been submitted  Submit Registration
Address:
Phone:
Administrative Contact

Payment Contact

Type:

» Then, click “ + ” to add
the other attendee.

» Once attendees are
registered, click “Submit
Registration” to resubmit
the registration.

Email (leave blank to send to point of contact and payment contact)

Email Invoice

AgeGrade

Infant/Toddler

Multiple

Infant/Toddler

Registration Type

Reqgular Registration - ($350)

Reqular Registration - ($350)

Reqular Registration - ($350)




Paying via PO Number

.
> If you need to pay Vla & C @ eregisterinfo/portalevents/services_ss_show.cfm?id=104080dc=18isdc=18irc=1 e % » 02

s

PO, there are now two :

Email not listed
Phone not listed

options.

Age Group Served

» If you have your PO ;
Attendees

Number, Select yes, I Name osition e/Grade mai Registration Type

have the PO Number and ivoce Tt $0.00

enter your number.

O Yes, | have the PO Number

O Yes, but | do not have ihe PO Number

Instructions if you use a PO but do not have the PO Number: Once your registration is submitted, please email Candice Pittman at info@msheadstart.org. In the subject line include: "[Insert Agency/Organization/School Name] needs to register for MEC &,

» If you do not have your
PO Number, select yes, oo ——

but I so not have the PO
Number and follow the — ‘

instructions on the
screen.
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