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Registering for Events 

on the AdvancED Website 
 

 
 

1. To register for events on the AdvancED website, go to www.advanc-ed.org and click the Professional 
Development link. 

 
 

AdvancED Homepage 

 
 
 

2. The Professional Development page will display.  Click the Conferences link from the left menu. 
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3. A list of events will display the title, event dates, and description of the event.  Locate the event you 
wish to register for and click the Register now link. 

 
 

 
 
 

4. The Workshop Details page will display more detailed information about the event, including the event 
title, description, prerequisites (if any), and registration open and close dates, as well as the beginning 
and ending dates for the event you selected.  Support contact name, phone number, and e-mail address is 
also listed if you have questions about the event. 
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5. Scroll down to the Location section to view event location details.  Detailed information about fees and 
materials is available by clicking View Details. 

 
6. Select the event from the list and click Register to register for the selected event.  If you have not yet 

logged in to the AdvancED website, you will be prompted to do so before continuing. 
 
 

 
 
 

7. The Register for Workshop screen will display.  Select a workshop program from the list and indicate 
if you want materials included by clicking the checkbox. 
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8. Preview your personal information in the Participants section and if changes are needed, click the Edit 
Profile button.  Make the necessary changes to your profile and click Save. 

 
9. Using the checkboxes, 

• Specify if you are affiliated with an AdvancED school or district. 
• Indicate whether you are registering yourself and/or registering others. 

 

 
 

10. If you indicated that you are registering others: 
• Indicate whether the participant is affiliated with an AdvancED school or district or if the participant 

is with another organization. 
• Complete the required information for each person you are registering, then click the Add button. 
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As participants are added, they are displayed in a list.  You may edit information or participants or delete them 
entirely by selecting the participant from the list and clicking the respective Edit or Delete buttons. 
 
 

 
 
 

11. If you have a discount code or comp code, enter it in the Fee Information section.  Click Re-Calculate 
Fee to re-calculate with the discount or comp code.  When finished, click Check Out. 
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12. The Registration Payment Screen will display.  Select the appropriate payment type option. 
 
 

 
 
 

13. Complete the appropriate billing and payment information based on the  payment type, then click 
Continue. 
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Note:  If you are paying by purchase order or check, seats will not be confirmed until receipt of full payment 
with a printed copy of the Registration Confirmation. 
 

 
 

 
 

14. The Registration Payment Summary page will display payment information.  Review the information 
and if changes are needed, click Edit Payment Information or Edit Registration Information to make 
changes.  When you are satisfied, click Submit Payment. 
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15. A Registration Confirmation will display.  To print a copy of the confirmation for your records, click 
the View Printer Friendly button, then click OK. 
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