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Introduction 

Clients using Register Now’s standard software have access to the Register Now Client Portal. 

The Register Now Client Portal allows clients to:  

·  edit their account details;  
·  setup/edit their own events; 
·  view real-time registration/payment statistics;  
·  download data into MS Excel; 
·  complete offline payments; 
·  view weekly invoices; and 
·  manage participant data for their events. 

Document Audience 

This user manual is written for Register Now clients using Register Now’s Standard Software. 

About Register Now 

Register Now is Australia's leading online registration and secure payment company.  Register Now 
specialises in providing online registration services for events, clubs, not for profit organisations, ticketing, 
and conferences. 

Register Now was established in 2003 when a need for cost effective online registrations was identified.  
Our standard software is a generic registration and payment service which is currently used by over 600 
clients.  Register Now provides online registrations solutions to over 900 events annually.  Thousands of 
registrations and payments are processed through our standard software each month. 

Register Now is located in Melbourne, Victoria, and services clients Australia wide.  For more information 
about Register Now, please visit the Register Now Website – www.registernow.com.au 
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Accessing the Client Portal 

Go to the Register Now website – www.registernow.com.au 

and click  the   button at the bottom left of screen to arrive at the login page. 
  

  

1. Enter your User Name and Password 
2. Click the Log In button to Log In. 

 

User Names/Passwords 

All clients require a User Name and Password to access the Register Now Client Portal. 

At least 1 User Name and Password is created at the time your first event is set-up within our system.  
Clients can have multiple User Names/Passwords for different people in their organisation. 

Additional usernames can only be requested by existing users for that client.  

Contact support@registernow.com.au if you require any additional User Names/Passwords. 
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Documentation 

The Documentation link in the left Menu displays various documents that you are able to download in 
regards to our software. This includes our Services agreement, User Manual, Upgrade Notes, Privacy 
Policy, Refund Policy and Chargeback Policy.  
 
You are able to click on each of the links to download a PDF file.  
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Account Details 

The Account Details page shows the details of your organisation. This includes details such as 
organisation name, email, website, logo, address details and bank account.  

You are able to edit the details within this page to ensure they are correct. If your bank account details 
are incorrect, please contact  support@registernow.com.au  to correct the banking details.   
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My Accounts 

The first page displayed after you log in is the My Accounts page. 

Please note:  this page lists 1 row for each event you have set up in our system.  You may have 1 row 
displayed, or more than one row displayed depending on how many events you have in our system. 

Add Event Button 

Click the ‘Add Event’ button to create a new event. See Add Event for more details about creating an 
event. 

Completed Status 

Shows the status of the event – either Incomplete or Complete. To be able to use the registration page 
you need to go through the event wizard steps using the edit button until the ‘Link’ tab and click the Finish 
button to complete the event.  

Edit Button 

Click the ‘Edit’ button to edit the details of your event. See Edit Event for more details about creating an 
event. 

Stats Button 

Click the ‘Stats’ button to view real-time online registration statistics.  See Registration Statistics for more 
details about registration statistics. 

Reports Button 

Click the ‘Reports’ button to view the standard and custom reports available for your event. You can 
download a registration report to MS Excel or CSV formats by clicking the ‘Run’ button. You may also 
setup a custom report for your event. See Report Settings for more information about the registration 
reports. 

Offline Button 

Click the ‘Offline’ button to process an offline transaction.  An offline transaction is a transaction that you 
input on behalf of one of your participants (e.g. paper based entry from).  See Offline Entries for more 
information about offline entries. 

Copy Button 

Click the ‘Copy’ button to create a new event by copying a previous event. This function will copy all 
previous event details.  You are able to edit the copied event to refine details as required (e.g. new dates 
and pricing details, etc.). See Copy Button for more information.  

Launch Hyperlink 

Click the ‘Launch’ hyperlink to open a new browser window with the public registration page for your set-
up. See Launch Information for more information about the Launch button. 
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Delete Button 

Click the ‘Delete’ button to remove the event from your ‘My Accounts’ page. Although not technically 
deleting all the event details it hides the event from your view. Use this to remove old events or clean up 
the page if you accidentally created an event.  
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Add Event / Edit Event 

If you click the “Add Event” button on the My Accounts page, the Event Wizard will be displayed for you to 
enter all details applicable to your event.   

You can click the “Edit” button on the My Accounts page to edit details of an existing event. The Event 
Wizard will be displayed for you to edit all details applicable to your event.  

Help Icons 

Throughout the various pages of the Event Wizard there are two types of help icons 

 - General Help 

 - Important Field 
 

If you put your mouse over the icons, a pop-up window will appear with further help information  Please 
note: Javascript must be enabled in your browser to view the pop up help windows  

Not all of the options in the right hand menu may be applicable for your event. Some of the options may 
be greyed out if they are not applicable based on information you have provided during the setup. To 
move through the setup details, use the “Previous / Next” buttons at the bottom of each page. You may 
also jump to another option at any time by clicking on the links on the right.  

Tabs 

The Event Wizard will guide you through a series of tabs while you are entering information about your 
event.  The tabs are listed for you on the right hand side of the page so you can see your progress as you 
work your way through each tab. 
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Event Details Tab 

The name, location, dates, event type and website link for your event.  

Participant Fields Tab 

Allows you to choose what fields are displayed on the Participant Details page.  

Registration Types Tab 

Allows you to choose Individual, Team and Family registration options.  

Payment Frequency Tab 

Allows you to specify how often payments should be processed.  Most clients normally select “Once Off” 
payments. 
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Our system also supports recurring payments e.g. monthly donations.  If you would like to use our 
recurring payment function then additional set-up is required and you will be contacted after submitting 
your details via the Event Wizard.  

Payment Type  

Allows you to configure how each person will select their payment amount. E.g. drop down list box, text 
box, Team and/or Family registration, or optional items.  

Day Licences Tab 

Day licences allow you to automatically add an extra charge if the Participant is not a member of an 
association (e.g. Insurance fee).  If used, each Participant will be asked if they are a member of an 
association (you specify the wording) and input their membership number.  
 
When this option is used, the system will automatically add a Day Licence charge item to the payment 
amount if the Participant does not enter a valid membership number. 

Payment Categories Tab 

This is where you configure payment options that each participant must choose from during their 
registration. You can set-up age and gender restrictions for each category (if required for your event).  
You can also specify cut-off dates for registration (used for early bird pricing). A maximum number of 
participants on each payment category can be set (this is particularly useful when your event needs to 
automatically sell out when a maximum is reached.. 

Sub-Categories Tab 

This is a powerful grouping mechanism which allows you to set a number of divisions at either an event 
level OR at a Payment Category level. Sub-categories have optional restrictions (minimum age, 
maximum age, and gender) which, if used, ensure that participants choose the correct sub-category.  

Because sub-categories can be limited to certain payment categories, you can now determine which sub-
categories or age groups are displayed for certain participants. Sub-categories can also be limited by a 
number of entries which makes them very useful for start groups in mass participation events. 

Team Options Tab 

Allows you to set up team registration options including: how many people in each team; ages; gender; 
and prices. 

Family Options Tab 

Allows you to setup family registration options including: how many people in the team; and prices. 

Family Discounts Tab 

Most pricing structures can be accommodated by using Family Options.  Each Family Option can have 
fixed pricing (one price for all family members) or variable pricing (each family member selects a Payment 
Category). 

If you use variable pricing for families, you may want to apply a family discount for certain family entries 
e.g. 2 Adults and 2 Children. You can set these up by using the Family Discounts tab. 
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Membership Discount Tab 

This tab allows the event organiser to apply a Discount Amount/Percentage to Participants who are 
members of an external organisation or association. On the registration form the system will ask each 
Participant if they are a member and what their membership number is. 

Membership Numbers Tab Membership Numbers are only relevant if the event is set up for Membership 
Fees.  

This function specifies that the system should automatically allocate a Membership Number to each 
participant that registers. 

Participant  Questions Tab 

You can specify up to 20 additional questions that each participant answers as part of their registration.  
Various question types and answer options are available.    

Team/Family Questions Tab 

These questions will be displayed once for each team/family (the team only has to answer the question 
once rather than each individual on the team answering the question). Team questions can be different 
for teams and families.  

Optional Items Tab 

You may display additional items such as merchandise for participants to choose to add to their payment. 
Each optional item can have an image displayed next to it and sizing/variable choices as well as an Open 
From and Open To date (this feature can be typically used to have a cut-off date for merchandise 
separate to that of your registrations, allowing merchandise orders to be filled without the guess work).  

Donations Tab 

If you wish to ask for donations you can set up the choices here. An image is displayed and empty text 
box for person to type a donation amount.  

Sell Out Option Tab 

If your event has  a maximum number of participants, you can enter this quantity here.  The system will 
then automatically stop taking registrations once the event is sold out. 

You may also manually set your event to be “Sold Out” if required.  

Registration Opening Tab 

You can set a date and time when registrations for your event will automatically open; and the text that is 
displayed on the page before it opens. 

Registration Closing Tab 

You can set a date and time when registrations for your event will automatically close; and the text that is 
displayed on the page when it is closed.   
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Instructions Tab 

Our system has an Instructions section on the first page of the registration process.  You can enter 
information to be displayed using this tab.   

The editor on this tab allows you to use formatting (bold, colours, images, etc.) within the instructions 
section. 

Waiver Tab 

This is where you can type the text that appears in the “Waiver” section on the first page of registration.  

The waiver is entered as plain text and you can copy / paste text into the box.  

Logo Tab 

This is the logo that is seen on the first page of registration. You can upload your own logo.  

Email Notification Tab 

The system automatically sends Participant Confirmation and Tax Invoice emails after successful 
payments are made. 

You may specify the “From” email settings (display name and email address) for these emails sent by the 
system.   

You can also receive a BCC copy of all receipt emails sent by the system.  

Email Templates Tab 

You can choose to customise the content or appearance for all emails sent by the system.  

There are additional fees applicable for customising emails.  If you select this option you will need to 
contact Register Now and provide your requirements for these customisations. 

Participant Listing Tab 

You can choose to display all the participant names on a public webpage. This allows the participants to 
view and thus confirm if they have registered correctly. 

There are 3 optional fields that can be shown in addition to the standard fields - display participant 
suburb, display participant state, display question 1.  The result of question 1 is based on what you have 
setup on the “Event Questions” tab. 

The link to the Participant List is shown on the “Link” tab once the setup is complete.  

There is no additional cost for this service.  

Sharing / Referrals Tab 
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This tab has a referral mechanism whereby participants can share their registration with their friends 
and/or family. If this tab is selected, it also allows our system to track which participants registered as a 
result of a referral from their friend’s registration. 

Other Options Tab 

You can allow users to pay for more than one registration in a single payment.  

You can also specify whether your registration page appears on the public event search page on our 
website.  

Promotion Codes Tab 

You can allow certain people or groups to have a special promotion code which will give them a discount. 
e.g $5.00  In this section you can set the code name and the discount that applies. You may also set 
dates of when the promotion codes are available. You can also set different discount codes for individuals 
or teams for instance.  

Promotion Codes are optional - if you do not wish to use them then they do not appear on the page.  

American Express Tab 

You can choose to accept American Express payments as part of registration. American Express 
transactions are charged at an additional 1.1% including GST. 

Fees Tab 

This displays the fees that you will be charged for each payment made for this event. 

Link Tab 

This displays the URL that you will need to link to for online registration. If you have used the “Participant 
Listing” function, the URL for that page is also shown.   

An audit history is also shown listing the user and date/time of event set-up. 
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Registration Statistics Page 

The registration statistics page displays real-time registration statistics for your event.  You can print this 
page by clicking the “Print” hyperlink located in the top right section of the page. 

 

Basic information about your event is displayed at the top of the page in the Event Details section, 
including your Organisation Name, Registration For, Location, Date, and Registration Closing Date. 

The Payment Items table lists a summary of all paid items for your event.  Sub totals are provided for 
each different payment item that exists in the system. 

The Total Approved Registrations table lists a summary of registrations by type (Individual, Team, and 
Family).  Each Team and Family is counted as one registration. 

The Total Approved Participants table lists the number of registered participants by registration type 
(Individual, Team, and Family).  

If your event has teams or family registrations then the last 2 tables will show different numbers.  
 - e.g. if a Team has 3 people then it will be displayed as 1 registration and 3 participants.    
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Report Settings 

The reports within the Register Now Client Portal can be opened or downloaded in MS Excel or CSV 
formats.  There are individual settings on your own computer that affect how MS Excel documents are 
displayed and opened when accessed via a website. 

This section describes the key settings for computers running Windows based operating systems that 
control how these reports are displayed and opened within MS Excel. 

File Type Settings 

Your individual computer has settings that determine what your web browser does when it encounters a 
MS Excel file.  When running this report you may see the following pop-up box. 

 

If you see this pop-up box, click ‘Open’ to view the Registration Report. 
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Excel Files in Browsers 

Another setting that exists on your own computer (for Windows based operating systems) determines 
how your computer displays MS Excel files when opened through a web browser. 

To access this setting, open the Windows Explorer, and then choose Tools – Folder Options.  A new 
window will open up that will have a number of Tabs.  Click the ‘File Types’ tab, and then find .XLS 
[Microsoft Excel Worksheet] within the list to view the settings on your computer for MS Excel files. 

 

Click the XLS file extension (ensure it is highlighted as per the picture above) and then click ‘Advanced’. 
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If the ‘Browse in same window’ option is selected, then the Registration Report will be displayed within 
the web browser window. 

If you prefer to have the Registration Report launch MS Excel as a separate application, then ensure that 
the ‘Browse in same window’ button is not ticked, and save your changes. 
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Registration Reports 

There are 4 different types of registration reports available to download data from the system. You can 
run each of the first 3 reports as a standard report or customise the fields that you wish to appear in the 
report. You can save multiple custom reports for a variety of purposes for your event.  

Participant Report 

This report includes basic fields about each participant registered for your event.  

Charge Item Report 

This report displays all charge items purchased/selected for your event.  

Payment Report 

This report displays all payments processed (both approved and declined) for this event. 

Old Report   

This report is a copy of the old report available before the current reporting upgrade. (05/12/10) This 
report cannot be customised and will be removed at a later date, however is displayed for client’s 
reference at this point in time. 
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Run Button 

This button will open the ‘Run Report’ page for the type of report you have selected. You can then specify 
what format type you would like the report.  
 - XLSX - this option generates a Excel file in 2007/2010 
 - XLS - this option generates a Excel file in 97-2003 
 - CSV - this option generates a Comma Separated Values (CSV) file.   

You can also specify how the report is sorted. This allows you to sort the data for up to 3 columns in 
ascending or descending order.  
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Customise Button 

This button allows you to customise the fields you wish to download within the report. The fields 
contained within the report are based on that of the standard report. The columns and number order are 
already chosen for you and you can modify from there.  

Build New Report 

You can choose to build a new report for any of the 3 report types. Choose which type of report you 
require and then click the “Build New Report” button. The columns and number order are all blank so you 
can choose any of the fields as required.  

Report Builder 

This page allows you to specify which columns you wish to appear in the report and in what order. Tick 
the box to select the column and then type a number for the order of the columns.   
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Report Filters 

On the Report Builder page there are various filters based on your event setup that you can select from. 
This will allow you to download only certain data and apply filters as necessary.  
The standard settings would be to select “Paid” and “Re-entered” people and to leave all other fields 
blank.  

Save Report 

You can then save the report with your unique values saved. The report is then shown on the default 
reports page in the Custom Reports section.  From there you can Run the report with your saved values.  
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Report Fields 

The registration report displays details for each online registration for your event. Not all fields are 
necessarily filled in, as it depends on each different client’s setup requirements.  

 

The registration report only includes registrations that are “Complete” or “Incomplete” (Column F), 
however you also need to check column J which says “Payment Approved” - True or False.  

·  Transaction Status: Complete – means the person submitted a payment (which may have been 
approved or declined) 

·  Transaction Status: Incomplete – means they did not complete the registration process and did 
not submit a payment  

·  Payment Approved – True transactions are those where the payment was approved.  

·  Payment Approved – False transactions are those where the payment was declined.  
 

Registration Report Columns 

Name Description  
Participant ID A participant number stored in our system.   
First Name Participant First Name 
Middle Name Participant Middle Name 
Last Name Participant Last Name 
DOB Participant Date of Birth 
Gender Participant Gender – Male or Female 
Email Participant Email Address 
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Name Description  
Phone Home Participant Home Phone Number 
Phone Bus Participant Business Phone Number 
Phone Mob Participant Mobile Phone Number 
Address Line 1 Participant Address Line 1 
Address Line 2 Participant Address Line 2 
Suburb Participant Suburb 
State Participant State 
Postcode Participant Postcode 
Country Participant Country 
Participant Status There are 6 possible payment Status’ 

  - Paid 
  - Re-entered 
  - Unpaid 
  - Refunded 
  - Incomplete 
  - Withdrawn 

Event Category Category as per the registration page, if used, otherwise  
[No Category] is displayed in this field.  

Start Group The Start Group the person entered.   
Team Name The team name of the person – if applicable.   
Team Description The Description of the Team Category 
Question 1 – 20 Answers to the 20 questions.  
Registration ID A registrant number stored in our system. 
Transaction ID A transaction number stored in our system  
Event ID This is your event ID number.  
Registration Type Individual, Team or Family 
Data Entry Type Internet or Offline 
Create Date The date and time the record was created. 
Created By Who created the record – normally “Web” 
Last Mod Date The date and time the record was created. Normally a few minutes 

after the Create Date. Unless it has been changed by someone 
since.  

Last Mod By Normally “Web” – but if it’s been edited, it will say by who.  
Charge ID A charge number stored in our system  
Charge Type Section the payment was made – eg Event Category, Option, 

Donation  
Charge Item Name of Item 
Charge Quantity Quantity of Item 
Charge Amount Amount of Item 
Charge Total Multiplication of above 2 fields.  
Charge Status Paid or Unpaid 
Payment ID A payment number stored in our system  
Payment Type How paid – eg Visa or Mastercard 
Payment Approved True or False 
Payment Amount Total Payment Amount 
Payment Fee The Register Now fees for Payment 
Payment Result Code The payment gateway result code – normally 8 
Payment Gateway ID The payment gateway receipt number 
Payment Message Normally “Honour With Identification” or “Approved” 
Payment Auth Code The payment gateway authorisation code 
Payment First Name This is the first name of the person who made the payment.  
Payment Surname This is the last name of the person who made the payment. 
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Name Description  
Payment Company N This is the company name of the person who made the payment. 
Payment Email This is the email of the person who made the payment. 
Payment Phone This is the contact phone number of the person who made the 

payment. 
Cardholder Name The name on the credit card used 
Credit Card Number The card number of the credit card (asterisk inserted for security) 
Invoice ID Corresponds to your weekly invoice number. If it’s blank then it 

means it has not been invoiced as yet. 
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Offline Entries 

Offline Entries are transactions that you input on behalf of one of your participants (e.g. a paper based 
entry form).  The offline entries function allows you to enter offline transactions into the same database as 
your online credit card payment transactions. 

This feature is useful for events where not all participants register via the Internet.  By using offline 
entries, clients can have all of their data in one, centralised database. 

Offline entries can be entered with or without a real-time credit card payment. 

One main difference to the online credit card page is that the Card Security Code (CSC) field is not 
required. This is due to the fact you will not normally have their physical credit card when you process the 
offline payment.  
 
The waiver page does not appear as the offline entry process assumes you are entering data from a 
paper form where the participant has physically signed your waiver.  

Processing Offline Entries 

1. You must be logged on to the Register Now Client Portal in order to process offline entries.   

2. Click the ‘Offline’ button from the My Accounts page to process an offline entry. 
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3. Choose the Registration Type (this will not appear if your set-up does not have any family or team 
options) 
 - Individual – then continue to item 6 below. 
 - Family – then continue to item 4 below.  
 - Team – then continue to item 5 below. 
 

 
 

4. Family Registration 
- Family Name is a required field.  
- - Click “New Family Member” and then add the persons details as per item 6 below.  
- When you have completed all family members details, click “Continue” to finish and pay.  
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5. Team Registration 
- Team Name is a required field. 
- Click ”New Team Member” for the first person and then enter their details as per item 6 below.  
- You will then return to this page to complete the details for any additional people.  
- After all people in the team are entered, you can “Continue” onto the payment page.   
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6.  Enter the participant’s details on the Registrant Details page. 

 
 
 
 
 

7. Answer any questions (this section will not appear if your set-up does not have any additional 
questions) 
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8. Select any Optional Items (or Donations) for the transaction (these sections will not appear if your 
set-up does not have any Donations or Optional Items). 

 
 
 

9. Transaction Summary 
- A summary of those registered is shown.  
- You can “Add Another Registration” to go back to the start and register more people.  
- You can “Continue” to go to the next page to pay.  
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10. Select the payment type 

 

 

11. Process the payment (the screen will vary depending on whether or not a Credit Card payment is 
being processed) 
- For credit card payments the credit card details will appear as below.  
- For Offline payments (Cash, Cheque, Complimentary)” a “Pay Now” button will appear.  
- Contact details for the payment must be completed. You can Copy Details from any Participants 
entered or enter new information.  
- You have 3 attempts to make an approved payment (credit card) 
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12. Confirmation Page 
- Click Finish on the Confirmation page. After you click finish you will be returned to the “My Accounts” 
page.  

 

 

Offline Payment Types 

Offline payment types of ‘Cash’, ‘Cheque/Money Order’, and ‘Complimentary’ are flagged as such in the 
Register Now database.  However, clients using this feature are responsible for their own cash, cheques, 
and complimentary entries for which payment is separate from the Register Now system. 

The payment type of ‘Credit Card’ allows Clients to process an online credit card payment as part of the 
offline entry.  Offline ‘Credit Card’ entries do not include the Card Security Code (3 digits on the signature 
panel of the credit card) as many event organisers do not collect the CSC numbers as part of their paper-
based entry forms. Please do not request the CSC number as part of your paper entry form as this is a 
security risk to the persons card.  

 
 

Copy Button 

Click the ‘Copy’ button to create a new event by copying a previous event. This function will copy all 
previous event details.   
 
After the event has been copied you should review all event details and update any necessary 
information (prices, dates, etc.).  After you have reviewed all event details you need to click the “Finish” 
button on the Link tab to validate event details and complete the setup. 
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Launch Hyperlink 

The ‘Launch’ hyperlink opens a new browser window with the public registration page for your set-up. 

 

This feature allows you to view the online registration pages that your participants see during the 
registration process.  This link is commonly used for testing after your event has been set up in the 
Register Now system. 

The page is live so you can use it to make a payment, however, we recommend that all actual 
registrations processed by the client are completed using the Offline Entries function.  

 

Delete Button 

Click the ‘Delete’ button to remove the event from your ‘My Accounts’ page. Although not technically 
deleting all the event details it hides the event from your view. Use this to remove old events or clean up 
the page if you accidentally created an event.  



��������	
������
��
�������� � ��������	�����

 

�
���
�������������
��	���������� �� !!� "�#$�	%�
��&!!�

Participant Search 

Participant Search is a search facility that allows clients to find individual registrations, participants and 
their corresponding payments.  Using the participant search, clients can edit records, delete incomplete 
records, and process refunds. 

To access the participant search, click the ‘Participant Search’ link in the menu bar in the left column of 
the page. 

Using Participant Search 

1. Enter search criteria to help narrow down your search. 

                  

·  Event ID: You can select a specific event (set-up) by selecting a specific event (set-up) from 
the drop down list.  

 
·  First Name:  First Name of a participant 
·  Last Name:  Last name of a participant 
·  Email:  Email address of a participant 
·  Registration Type:  You can choose from All Types / Individual / Family / Team 
·  Team Name:  The name of the team. 
·  Status:  You can choose “All Statuses”, “Incomplete”, “Unpaid”, “Paid”, “Withdrawn”, 

“Refunded” or “Re-entered” from the drop down box.  
 
 

2. Click the Search Button 
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3. Click ‘Select’ for the individual record you wish to view. 
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Participant Details 

The Participant Details page is displayed after you select a record from the Participant Search. 
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