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Registering for an Event on Behalf of Someone
Else

1 Navigate to https://web.cvent.com/event/808ac19f-9495-4a0d-95a9-7b6af41fb8
fb/regProcessStep1

https://web.cvent.com/event/808ac19f-9495-4a0d-95a9-7b6af41fb8fb/regProcessStep1
https://web.cvent.com/event/808ac19f-9495-4a0d-95a9-7b6af41fb8fb/regProcessStep1
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2 Click the fields and fill out the information

3 Click the "I'm registering on behalf of this person" field.
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4 Put in your information as the leader registering the group

5 Click the correct type
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6 Click the correct field

7 Click the "* CPA License Number *If Non-CPA, please enter N/A" field.
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8 Click the appropriate choice

9 Continue to fill out the information
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10 Click "Next"

11 Select the items wanted for the person being registered



Made with Scribe - https://scribehow.com 7

12 You do not have to click the different sessions; person being registered will be
able to come back in select the sessions they are interested in. I would
recommend selecting the ethics to update the number remaining if taking ethics.

13 Click "Next"
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14 Click "Add Group Member"

15 Register the next person picking the registration type
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16 Click "Next"


