
Need to register multiple 

attendees on one invoice?  

We’re here to help. 

STEP 1: Go to ncafc.com and under the “MWC” tab, 

click on “Attendees” 

If you need additional assistance during this process, please email NCAFC 

Support at ncafcwebmaster@gmail.com or call (252) 937-1880 to reach our 

support partner, Strategy Performance Business Solutions. While all  

requests are typically answered within three hours, please allow up to 24 

hours in the event of high volume. Support is available M-F, 9AM - 5PM. 

 

Items to Have Before Registering: 

• Log In Information 

• Email addresses for everyone registering 

• Classes each person would like to take 

• Your preferred payment method 

 

NOTE: If you would like member pricing, be sure your membership is current! 

Call our support partner if you need assistance with your membership. 



STEP 2: Under “Register for Conference”, you can view 

all of your registration options and then click the button 

“Register for Conference.” 



STEP 3: You will be brought to the NCAFC Member 

Center. Click on the “Register” button to the left. 



STEP 4: If you are doing multiple registration, start with 

the person who will be paying for all registrations.  

Enter their email address and push “Next.” 

STEP 5: If you are a NCAFC member, please log in. It 

will prefill all of your personal information for you,  

saving you time and typing! If you are not a member, 

select your registration type and proceed. 



STEP 6: Fill out your contact information, select your 

classes, and then press “Next.” 



STEP 7: When doing multiple registrations, you will  

select “Invoice Me.” 

STEP 8: Click on “View/Pay Invoice” to review your  

registration. 



STEP 9: Then, click on the “Events” tab at the top, and 

look at the event, “Mid-Winter Conference 2019  

Attendee Registration.” It will say “Already  

Registered,” however click the “Register” button  

anyway. 



STEP 10: You will see a list of your registrations and 

then click the button that says “New Registration.”  

STEP 11: Fill out all information for the next person. 

NOTE: Each person must have a unique email address. 

You will be clicking “Invoice Me” after each person. You 

will notice that each person is being billed to the first 

person who you registered. 



STEP 12: At the bottom of the screen, you will see the 

balance that is due. When you have registered  

everyone you would like for conference, click on the 

balance. 



STEP 13: You can then use the check boxes to the right 

to select all invoices that you want to pay together, all 

at once. 

 

If you are paying online, simply click “Pay with Credit 

Card.”  

 

If you are paying by check, simply submit your check 

by mail for the total amount, referencing the  

appropriate invoice numbers. 


