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| am trying to create an Advisor profile but it says the username

is already in use.

Most likely, this is because you are attempting to use your email address as your username.
Insert a new username and you should be able to complete the Advisor profile.

| don’t remember my password.

Please email your state staff to request an updated password.

| have submitted my Member list. This means that I'm done

registering for a conference, right?

Not quite. To finalize conference registration, navigate to the “Conferences” tab and click on the
conference for which you are trying to register. Add your group members using the “Register
Advisors”, “Register Students”, and “Register Guests” buttons. Each time you add a participant
using these buttons, you are essentially adding them to a “cart”, which you will have to submit
using the red button on the conference page. In short - if you still see a red button, it means your
conference registration is incomplete.

| am trying to register a Member/Advisor for a conference but

the system won’t let me.

« Go to the “Students” tab and click “Submit Membership”. This is especially important if you
added more Members or Advisors after the original submission.

« Check to make sure the Advisor is not marked as “Inactive”. From the “Chapter Advisor(s)”
tab, click “Show All”. You will then see all Advisors who have been added to your Chapter.
You can update any Advisor’s status by clicking on the icon under the Status column.

Status Keys

Membership/Affiliation Conference Registration

. - Member has not « No status showing/checkmark - This
been submitted, hit “select” next to participant registration has not been
their name and then hit the “Submit submitted. Select the participant and hit
Membership” button. the red “Submit Registration” button.

» PENDING - Member has been - PENDING - Registration has been
submitted, awaiting payment of submitted, awaiting payment of
affiliation fee to finalize. registration fee to finalize.

- MEMBER - Membership is finalized. . L
« REGISTERED - Conference registration is

finalized.
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