
Event Registration Process Instructions 

Event registration consists of five (5) basic steps: 

• Step 1 - Email Entry 

• Step 2 - Selection of Registration Type which defines basic event price  

• Step 3 - Filling out Event Registration Form  

• Step 4 - Enter any Guest Registrations (if more than one is registering for an event – a group) 

• Step 5 - Final Review and Payment Processing (payment made with or without a  PayPal account) 

Process in detail 

Step 1 - Email Entry 

Once the user click on the event they want to register for, the user is asked to provide an email. 

When the user enters his email and clicks on [Next] button the email is verified against the Contact 

database. 

 

• If the email is found in database and it matches a contact which is not a member, the application 

will proceed normally. Contact card fields filled out on the event registration form are stored in 

each event registration and do not affect the original contact card if it already existed. For 

example, you might have a contact card originally created under 'Jim Black' and have two event 

registrations attached to it under 'Jim C. Black' and 'James Black'. 

• If the email is found in database and they are a member, the user will see "Member email 

match" message. Also the member may have more options to choose from the Registration 

types (in Step 2 of 4). 

Note: when a logged-in member registers for an event, his basic contact information is pre-filled 

automatically from the member's profile. However, if the system has determined membership 

status by email, information cannot be pre-filled for security reasons (since someone else might 

enter member email and system should not disclose member contact information in this case) 



• If the user already registered for the event he will see "You are already registered for event" 

message. 

• If the email is not found user will be taken to Step 2 automatically. If email is found user will have 

to review the message(s) and proceed to Step 2 by clicking on [Next] button one more time. 

Completing the registration will create a new contact card for the registrant. [Next] button one 

more time. 

 

Step 2 - Select Registration Type 

This step can have one or many registration types available to the user. Different registration types with 

different prices may be available to the public user and to the member. User will make a selection and 

click on [Next] button to proceed to Step 3. 

 



Step 3 - Fill out Registration Form 

User is asked to fill out registration form including any additional costs that may be associated with the 

event. 

Click [Next] button to continue to Step 4. 

 

Step 4 - Enter Any Guest Registrations 

If your registration type is set up to allow multiple registrations, the registrant can enter them here. If you 

are only collecting the number of guests, you can do it on the registration page. If you are collecting 

information about the guests, the registrant can add a guest by clicking on the "Add guest" button. 

 

Step 5 - Review and Confirm Registration Details 

User is asked to review the event registration information, submit the registration and pay for the 

registration. Click [Next] button to continue to payment process. 

 

 

 

 



PayPal Pro User Payment Process 

 

When user fill out any of the integrated online forms on BGCVA Wild Apricot website (e.g. event 

registration as demonstrated above) and chose to pay online, they will have 2 options: to pay directly with 

Credit Card or with PayPal Express checkout (this option is provided by PayPal and it cannot be 

removed/disabled). 

If the user selects Express checkout, they will be redirected to the PayPal site in order to pay with their 

PayPal account. After completing the purchase, they will be redirected to your confirmation page. 

If user chooses payment by credit card, they will be redirected to the secure integrated Wild Apricot 

payment form to initialize the payment process. 



 

On the form, they will be asked to fill out their credit card details, a billing address. 

Next, they will be able to review the payment information on the summary page (correct any error if any) 

and proceed with the payment. After the successful payment user will be redirected to the confirmation 

page from where they can proceed to any other page on BGCVA Wild Apricot website. 

 

For security reasons, Credit Card information is not stored in Wild Apricot. Instead, it is securely 

transmitted to PayPal where it is processed. In return, PayPal returns the status of the payment 

transaction, which is recorded in your transaction details. 

 


