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How to Book an Event and Manage
Guests

1 Select the Event from the "Events & Training" tab on the Clubs Queensland
website. https://www.clubsqld.com.au/Web/Events/Event_Display_NP.aspx

https://www.clubsqld.com.au
https://www.clubsqld.com.au/Web/Events/Event_Display_NP.aspx?EventKey=EXAMPLETST&WebsiteKey=e71906e5-63fd-4f3a-aa61-cd9c5a1aa86c
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2 "Sign In" with your Club/Company's username and password. If you are unsure of
your Clubs Queensland username and password please contact Kerri on p: 07
3252 0770 or e: kerri@clubsqld.com.au.

3 Click "Register"

mailto:kerri@clubsqld.com.au
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4 Scroll to the "Program" and Click the "Quantity" field, adding the number of
attendees.

5 Click "Add".
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6 Click "Proceed to Checkout"

7 Enter payment details and Click "Submit Order"
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8 Click on your account name: Example "Kerri Hutchison"
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9 Click "My account"

10 Click "Show Event booking details"
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11 Your event registration will appear here.

12 Click "Manage guests"
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13 If the attendee's name differs from the prefilled information, please click "Clear"
to update. If multiple tickets have been purchased, you will see multiple "Seats,"
which will appear as "Empty."
Note: This registration is for a single attendee. An example of multiple attendee's
is below.
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14 Click the "Given Name" and "Family Name" fields and enter name of attendee.

15 Click the "Email" field and enter email address of attendee.
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16 Click the "Company" field and enter company name.
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17 Click the "Dietary Restrictions" for this attendee if any.

18 Click "Next" and repeat these steps to enter details of additional attendees. When
all attendees have been entered Click "Save & Close".
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19 Note: You can update the name associated with this registration by selecting “X.”                                  
This will remove the current name, allowing you to enter a new one.

20 Click the "Given Name" field.
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21 Click the "Family Name" field.

22 Click the "Email" field.
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23 Click the "Next" button.

24 Please add the names of all your guests. If you do not have all the names available
at the time of registration, you can add them later by returning to your "Account
Page" and following these steps.
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25 Click "Empty" and add attendees details.

26 Click "Empty"
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27 Once all information has been entered Click "Save & Close

If this has not been completed at the time of registration you may also receive a 
reminder "Event Registration Attendee Details Request" email containing a link to your 
"Account Page". You can access the "Manage Guest" feature either directly through 
the website or via the link provided in this email, at any time.




