
Phase II 
 

Conference Registration Tutorial 
 

Non District 2452 Members, you have successfully completed Phase I. 
 

To all members (District and Non District) you have successfully 

logged on to the system, please complete your registration for the 

event. 
 

In order to finalize the registration process, please complete the 
three steps below:  
Step 1: Fill the registration details of the event. (See below)  
Step 2: Register your packages, book your rooms, and finally select 
your activities (See below)  
Step 3: Pay online using Master Card or Visa Card. (See below) 
 
 

 Press the Event Tab   found on the left pane. 
 You can find a list of available events for you to register in. 
 To know if you are registered in an event, a green check 

should appear under Registered tab. 
 Press the Registration Icon found under the Action Tab to start 

with the first step or view your registration details. 
 



Step 1: Registration Details 
 
 Fill in your flight arrival and departure details.   
 To register a spouse or a guest in this event, press Add to 

register your spouse and/or guest.  
 

 

 A popup will be shown on the screen to be filled with the 

guest members or spouse information participating in the 

event.  
 
 Check the Is Guest box if the member is a guest.  

 
 
 
 
 
 Uncheck the Is Guest box if the member is your spouse.  



Step 2: Hotel Accomodation 
 
 Press the Hotel Accomodation tab to start with Step 2.  

 

 

 Press Add to start with registering your packages. 
 A popup will be shown on the screen to select the packages. 
 Unregistered Members: Number of members with no packages 

registered. 
Ex: The Rotarian Package was reserved for two persons.  
 

 
 Zero Unregistered Members were left. 
 Suppose that you want to reserve one Rotarian package instead of 

two. 
 Manually change the Number of Persons from two to one. 

 

              
 

 You will notice that the Total Amount changed from 800 USD 
to 400 USD and that you have one Unregistered Member. 



 Press Save and Add if you still have Unregistered Members. 
 

 
 

 Press Save and Close if you have no Unregistered Members. 
 Press Add to start allocating members into rooms.  

 

 
 

 A popup will be shown on the screen to select the hotel, room 
type (Single or Double), Offer, and number of members to be 
assigned.  

 Uaccomodated Members: Number of members with no rooms 
assigned.  

  Ex: One Double room was reserved for two members.  
   

 

 

 Zero Unaccomodated Members were left. 
 
Suppose that each member wants to stay in a single room. 



 

 Change the Number of Persons in a room from 2 to 1.   
 One Single room was reserved for 1 member.  

 

 
 

 One Unaccomodated Members was left to be assigned to another 
room. 

 Press Save and Add to assign the Unaccomodated Members in 
another room. 
 

 
 

 A popup will be shown on the screen to assign the activity to a 
Rotarian, a spouse or a guest. 

 Press Add to start registering activities. 
 

 

 

 

 

 



 Select the Rotarian in case he wants to reserve an activity. 
  Select the Spouse or Guest if you want to reserve an activity for 

them. 
 Fill out the Member Name manually if the Guest was not 

predefined in Step I with the corresponding communication info. 
 

 
 

 Select the Activity from the dropdown list. 
 Check the Confirmed box to confirm your reservation. 
 Press Save to finalize your registration. 

 

 
 
 
 
 
 
 
 
 
 
 
 
 



Step 3: Payments 

 Press the Payments tab to start with Step 3. 
 

 
 Press Pay to start with the payment process. 
 A popup will be shown on the screen to be filled with the 

Remaining Balance you have to pay. (See below) 
 You can pay with a Visa or Master Card. 
 Reload is used to update the list of accepted Audi Bank E-

Payments you made.  
 

 

 Remaining Balance represents your unpaid balance for the event 
registered.  

 Enter 1100 as the Amount to be paid, then Press Go.  
 Fill out the Bank E-Payment form with your financial card details. 
 Check “By submitting the order you acknowledge…” then press Submit. 
 Once you receive a receipt from the Bank with your payments, 

close the Registration Payment popup.  
 Press Registration Summary to have a hard copy containing the 

details of the registration you entered in a well presented form

 


