
If you haven't already logged-in, be sure to do so

before you begin with online registration.



If you'd like to see a quick list of all 

upcoming events, leave the search 

box blank and just click the blue

search icon. 

Or, you can enter a keyword in the

search box to look for a specific event.

To see a listing of the next 30 upcoming 

events, click the "upcoming" tab.



After clicking on the link to the event you would like to

register for, you will see the event details page for that

event.  Registration begins here.

Enter the number of 

attendees (1, 2, etc.) you 

want to register for this event 

in the box in the "Items For 

Purchase" section.

Then click "Register for 

these items."



This is the Purchaser Details 

screen. If you have logged-in, 

this screen will automatically 

populate with your contact 

information.



On the Purchaser Details screen,

below the purchaser details

fields, you'll find the "Item

Details" section.  This is the

area you will use to define

the attendees for the event.

To define an attendee, click

the "Who?" link to open the

define attendee pop-up

box.



If you will be an event attendee, click yes.  If not, click no.



If you are an attendee and clicked "yes" on the

previous screen, this box will appear letting

you know the attendee for this item has been

defined.

This box will always appear after an attendee

has been defined.

If you are the only attendee for this event, click

the "close" link below to return to the Purchaser 

Details screen and complete your registration.



If you are not an attendee and chose "no," this box will appear with a listing of the individuals in your

organization currently in MSCUA's database.  (If your credit union has numerous employees, you

might have to use the "next" link to see additional pages of individual names.) When you have found

the attendee, click the "add" link beside their name.  On the next screen, that individual's name will

appear under the "attendees defined" heading.  If the attendee is correct, click "close" on that screen.



After clicking "close" in the

define attendees pop-up

box, you will return to the

main Purchaser Details

screen.

This screen will now indicate

that event attendees 

have been defined and you

are ready to complete the

registration.

Now, click on the "Method

of Payment" drop-down

box and choose "invoice

credit union."

Then click the "Proceed" 

link.

Tip - Just remembered another attendee you 

need to register? Just click the "Add New Item" link!



The registration summary

screen allows you to check

your details.  If everything

looks o.k., click "Confirm

Registration."



Your online registration

is complete!  Please print 

this registration confirmation

page for your records.


