
BC HRMA CONFERENCE 2010 
ONLINE REGISTRATION INSTRUCTIONS 

 
 
1.  Go to the conference website at www.bchrma.org/conf2010/ and click on the Register Now button. 
                           

 
 
 
2.  Then click on the link to Register Online 

 



3.  Log in.  If you do not have a User ID, please read the instructions provided. 
 

 
 
 

4.  You will go to a screen that includes three sections:  package selection, itinerary, and session grid.  Select 
your registration package in the top section of the screen. 

 

 
 



5.  The middle section of the screen will show your itinerary.  As you select sessions from the grid below, they 
will be added to your itinerary.  If you are making selections from more than one day, you can use the tabs 
to move between days.  The networking breaks have been added automatically for you.   

 

 
 
 

6.  The bottom section is the conference grid.  You can review the session contents by clicking on the title of 
the session.  You can add the session to your itinerary by clicking on the Add or Ticket icons. 

 

 



7.  Clicking on the session title will open a window containing the description.  Use the red X to close the 
window. 

 
 
 

8.  Clicking the Add icon will add the session to your itinerary and the session will turn green.  The Add icon will 
also change to a Minus icon that you can use to remove the session from your itinerary. 

 

 



9.  Clicking on the Tickets icon will allow you to add a session that also allows for the purchase of individual 
session tickets for your guests or colleagues.  Select the appropriate option from the drop-down list and 
then click the Update button to add your ticket(s).  To remove tickets, click on the Ticket icon and choose 
the 0 (Cancel) option from the drop-down list.  To exit the window without making a selection, use the red X. 

 

 
 
 
10.  Once you have selected a ticket(s), the Icon on the session will show the number of tickets added. 
 

 
 
 

11.  As you add sessions, your itinerary will be updated. 
 

 



12.  In the above example, some additional tickets were added, and the price shown has been updated to 
reflect the current total. 

 

 
 

13. Optional tickets that do not fit within the grid may be added directly from the itinerary.  For this year’s 
conference this only applies to daily Showcase Passes.  Please note that your full or daily registration 
packages include the Showcase, so you do not need to purchase a pass for yourself. 

 

 
 
 

14.  Continue to select sessions until your itinerary is complete.  Please note that you must make session 
selection before you can proceed to checkout.  If you have chosen the Full Conference package, you must 
choose sessions from all three days.  The tab for each day will be updated to indicate that you have 
successfully made session selections for that day. 

 

 
 

15.  Once you have completed your session selections, you may proceed to checkout by clicking the Add to 
Cart button at the bottom of the page. 

 

 



16.  There are four sections to Order Summary page.  The top section is a summary of your order showing all 
of your selections and the breakdown of the total price. 

 

 
 

17.  If you wish to apply a discount code, click on the plus sign to open the next section, then enter your code 
and click on the Apply Discount button. 

 

 
 



18.  If you have successfully applied your discount, the price will be adjusted and a notice will appear. 
 

 
 
 
19.  To enter Special Needs, expand this section and enter the information. 

 
 

20.  The final section on the page is for entering your credit card payment.  Enter the information and then click 
on the Process Order icon.  You will receive a confirmation on screen and by e-mail.  The Keep Shopping 
icon may be used to add other BC HRMA events to your cart before you apply payment. 

 


