[bookmark: _GoBack][image: ]Please read before starting the groups registration process.

To register groups of 10 or more we use a spreadsheet that is then imported into our registration systems. This is both time and cost effective for both group leaders and the Conference team. However, for this system to be effective, specific information is required. For this reason, we have included this instruction sheet for your benefit.

At the bottom of the screen you will see three sheets included in the spread sheet; Adult, High and Kids (primary school aged) Registration. Please enter your delegates information in the relevant sheet.

Blue Columns – Are optional, enter only if information is required (e.g. allergies or medical conditions). If you have priests or religious in your group, please indicate their title in column A.

Green Columns – Are compulsory, all information is required. Every delegate needs an appropriate entry.

Red Columns – Are compulsory and provides a drop-down menu for a specific piece of information. An arrow will appear when you click on a cell, please choose from the list provided (entering data manually will mean the spreadsheet will not match up with our registration system.) 

You may notice some columns have been hidden (L, R & S), these are for office use only and can be ignored.

Parental consent, privacy and indemnity is not included in this process, our Groups Coordinator will send you a sperate form with that information.

If you have any questions about the group registration process or anything about the conference, please don’t hesitate to get in touch with us.
rego@igniteconference.com.au    07 3217 5199
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