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How to Register for a Conference: 
 

Step 1: Accessing the Conference Registration Site 

Each conference has its own link for registration. These will be found on our website, www.tjctc.org, under the 
Education Events for each program. Click on the registration link for the conference that you wish to register 
for.  

In the new window, log in using your new account information under “I have an account already.” Remember 
that your username is your unique email address. Both the username and password are case sensitive. Also 
remember that this database does not allow special characters (*#$%@) in this new password. 

 

Step 2: Registration Package 

After logging in, your screen will look like this. The Session selection information will show you available 
sessions at this conference. However, you only be able to choose your sessions upon registration completion. 
Click on the Continue button. 

 

 

 

 

 

http://www.tjctc.org/


Page 2 of 6 
 

 

Step 3: Option to add-on Lodging  

The next screen is your opportunity to add lodging.  

If you are NOT requesting lodging at this event, leave the quantity at 0 and press the Continue button.  

If you are requesting lodging, select a quantity of 1 for your preferred lodging option: Double Occupancy to 
share with another participant, or Single/Share with Spouse for a single room or to share with a spouse/guest. 
Then click Continue. 
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Step 4: Enter Additional Information 

The next screen will gather additional information. This includes roommate information if you selected Double 
Occupancy, food allergies or dietary restrictions, and any accessibility or accommodation needs. 

Food Allergies:  

Please let us know if you have any specific dietary preferences, such as gluten-free, vegan, or vegetarian, or if 
you have any food allergies. 

Accessibility & Accommodation Needs:  

This is your chance to tell us if you need a handicapped room, a room close to the elevator, any 
accommodation for accessibility, etc.  

Once you have entered all the additional information, you can click the Continue button.  
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Step 5: Review your cart and Pay 

The next screen is the Review and Pay screen.  
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Please review your cart and confirm that everything looks correct. The blue link to Sessions selected will show 
you the General Sessions that everyone attends. You will be able to choose your other classes after registration 
and payment.  

 

Under Payments, you will see Promo Code. This is where you will enter the Promo Code provided to you if you 
choose to decline the voluntary overhead assessment fee.  

 

You will also see Select a Payment Method. We offer 3 payment methods through this site: Credit Card, 
eCheck, and Other Methods (Invoice). More information about these options is below.  

 

Under Policy Confirmation, you will need to check the box that you have read and understand our registration 
policies and acknowledgement of the voluntary fee. 

 

Finally, click on Pay and Register.  
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Payment Methods 

• Credit Card – If you choose Credit Card, you will be redirected to a secure site to enter your credit card 
information. Please enter your credit card and contact information and then press Continue. Your 
payment will be processed, and you will receive an email receipt.  

• eCheck – eCheck is also known as Electronic Check or ACH. This allows the payment to be pulled from 
your bank account. If you choose eCheck, you will be redirected to a secure site to enter your banking 
information. Please enter the requested information and then press Continue. Your payment will be 
processed, and you will receive an email receipt. Please contact your county to see if this method of 
payment is an option. 

• Other methods – Choose this option if you plan to pay with a personal check, county check, money 
order, or purchase order. If you choose “Other methods”, a new field will appear below. Please choose 
Agent Invoice from the drop-down menu. It is the only option on this menu. When you click Pay and 
Register, you will receive a message that your shopping cart has been forwarded to Registration for 
processing. This means that it has been sent to TJCTC staff to be approved. We will try to approve the 
invoice registrations no later than 48 hours after submission. Once your registration has been 
approved, you will receive a receipt email which includes an attached invoice.  

 

 

Congratulations! You have successfully registered for a TJCTC event!  

If you are ready to select your sessions, please see the instructions for How to Choose your Conference 
Sessions. Reminder – if you chose to pay by Invoice, you will not be able to choose your conference sessions 
until TJCTC has processed your invoice.  

 

 


