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Procedures on how to register online to an MTS event

Go to the “My Profile/Members Area” on our website at mbteach.org located in the grey task bar.
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Enter your MTS Number and password in the “Sign In” area. If you forgot your MTS Number or
Password, use the links provided on the right hand side.
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If this is your first visit to the MyProfile/Members’ Area site, you will need to follow these steps:

1. Click on the button named “Sign Up Now” shown above on the left hand side;

2. Click on yes or no depending on if you are an MTS member or not;

3. If you clicked on yes, you will need to fill out some information. If you do not know your
MTS Number, please click on “Click here to look up your MTS Number” where you will need
to enter your Full Name & Email Address. If you are a new MTS Member please click on
“Click here if you are a new MTS member” where you will need to fill in some information.
(See on next page)

4. If you clicked on no, you will need to fill out some information. (See on next page)

5. Click the button labeled “Register” after following the steps on the next page. You will
receive an email, to the address you provided, indicating that you now have access to the
site.
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Please fill in all of the required fields to register.

Please fill in all of the required fields to register.

Email Type
MTS Number

Address Line 1
Address Line 2 (Optional)
First Name*
Postal Code
Last Name*
Password*
No Password Entered State/Prov
Confirm Password*
First Name*
Last Name*

If you are a new MTS member, click on
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Password*

“Click here if you are a new MTS member”

No Password Entered

Confirm Password*

Registration

Please fill in all of the required fields to register.

If you do not remember your MTS
Number (Username) click on

Email Type |

“Click here to look up your MTS
number”
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sent to the email you enter**

No Password Encered

Confirm Password*
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Once you have logged in, your home page will open.

Take a moment to ensure your profile information is up to date including your food allergies or
restrictions. MTS will use this information whenever there is a meal provided at an event in which you
are registered. You can find your food restrictions under the “Make Changes” tab at the top of the page,
then click “Update My Info”. Also verify that the email we have on file for you is correct, since this is
where the email confirmation will be sent.
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To see the list of available events, click on the “Events” tab at the top of the page.
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Choose an event simply by clicking on the name of the event. This will bring you to the registration area
of that event.

@ Crucial Conversations

Dates 11/26/2018 9:00 - 11/27/2018 16:00

Registration opens on 05/01/2018 8:30

Registration closes on 11/19/2018 9:00

Location The Manitoba Teachers' Society - Arnett Auditorium
Type Workshop

Enhancing teacher and leader abilities to skillfully and respectfully get results and strengthen relationships when stakes are high. emotions are strong. and
opinions are opposing. Topics: identifying and preparing for crucial conversations; learn...

Note: If you want to see the full description of an event, simply click on the description and it will
expand to show more information. If a payment is part of the registration process, please have your
credit card/or PayPal information ready before you proceed.
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Once you are in the registration area of the event, please be patient. The system can be slow when
moving from one page to the next, depending on the complexity of the event. Each event is unique and
may require more time to upload for viewing.

The last page (“Final Review” page) will let you review your registration details. If all is correct, you can
submit your registration or, when there is a fee, make one of two choices:

When you submit your registration, you will receive an email from no-reply@mbteach.org to

acknowledge that we have received your registration.

e Choosing “Pay Now” will bring you to the secure PayPal site. Please have your payment information
ready. Otherwise, if it takes too long for you to retrieve it, the session will time out and you will
need to go back to “Events” and choose the icon “Pay Now” on the right hand side.
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e If you choose “Pay Later”, be aware that:

1) vyour registration will not be completed unless a payment is received;
2) depending on the event, there may be a clause indicating that your registration will be
automatically removed if we do not receive your payment by a certain date;
3) when you are ready to pay, return to the list of events. The events in which you are registered
will be listed first. You will find the “Pay Now” link on the right side of the event.
e Read your confirmation email thoroughly for important information regarding your event.
e  You will receive a second email as a confirmation of payment and it will come directly from PayPal.
This is also your receipt. This email will be sent to the email you provided to PayPal upon payment.
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