General Event Registration Info
On the event webpage, select the “register” button. You will then be taken to a landing page where you are given the option to sign in if you are a member or already have an account. If you are not a member, please select the “register as a guest” button. 
Important note for members: In order to receive the discount member price, you must be logged into the website. You can easily login by clicking the “register now” button on any event webpage which will take you to the login page. 
As a reminder, your username is the email address we have on file (the email address you receive correspondents from FES/ACEC-FL). Your password is defaulted to your old member number preceded by the pound symbol (#).
Afterwards, you will need to complete the three subsequent tabs: Attendee Type, Attendee Info, and Attendee Selections. 
[bookmark: _GoBack]Once these tabs are complete you will select the “Save and Finalize Registration” button. You will then be offered a “Protect your Registration” option; you may opt in or out for an additional cost. Based on your selection, you can then select the “Proceed to Checkout” button. 
This will take you to the Checkout page where you will complete the recipient information and payment information. Then select “Proceed to Confirmation”.  
Please note: The next page is part 2 of the checkout process – at this point you have NOT completed your event registration. You need to review this final page and at the very bottom there is a confirmation button you need to select. Ensure you select this button, after which, you will both be sent to a confirmation event webpage and also receive a confirmation email. If you do not receive these then you have not been registered. 

Members of ACEC-FL Firms
If you are a member of an ACEC-FL firm, the member price is extended. Please note, however, that you may not be in our new system. We encourage you to try to login using the above instructions first. 
If you are unable to login and/or receive an error message please reach out to us at seminars@fleng.org to confirm your membership.  Please include your name and company if it isn’t in your signature line. If we do not have you in our system and are able to confirm your company’s membership, you will be send a one-time promo code for the event you are looking to attend and then register for the event. On the payment page there will be a spot for you to type in the promo code. 
Approximately 30 days after the event is concluded we will add you to our system as an employee of the ACEC-FL/FICE firm you work for and send you information regarding your login. Please ensure you save this information as this will be how you access your PDH certificates as well as register for future events at the member rate. 
