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WORKSHOP 2022 GROUP REGISTRATION INSTRUCTIONS  

The registration process for Workshop is new for 2022. Please follow the directions below. Registration must be handled 

by the school business administrator.  

1. From the main registration screen, click “register.”  

  
Select “group rate” and then “continue.”  

  
2. Click “add attendees.”  
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3. Check the names of the team members you wish to register and then click “select attendees.”  

  
4. On the following page, you have an opportunity to review and remove registrants. You may also add guests for 

board members, business administrators and superintendents. If everything looks correct, click “submit 

registration and pay.”   
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5. Review the summary page and click “complete registration and pay.”  
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6. Add your purchase order number, upload your purchase order, and click “continue.”  
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7. Click “submit payment.”  
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8. On the “Registration Confirmation” screen, you have the option of printing or saving the screen for your 

records.   
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ADDING ADDITIONAL REGISTRANTS TO THE GROUP  

The Workshop group registration covers 25 team members. Districts may include the school board, business 

administrator, superintendent, facilities managers, curriculum professionals, IT staff, principals, human resource 

professionals, educators, and other district staff in their group registration. Team members may be added to the group 

order at any time. Please follow the instructions below.   

1. From the main registration screen, click “edit registration.”  

  
  

2. Click “add attendee(s).”   
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3. Check the names of the team members you wish to register and then click “select attendees.”  
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4. You may remove attendees, add and/or edit guests for board members, business administrators and 

superintendents.  
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5. Click “submit registration.”  
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6. On the “Registration Confirmation” screen, you have the option of printing or saving the screen for your 

records.   

  
  


