
Directions for Registering in Cvent for Educators Rising 2025 
 

Step 1 = The very first step of the registration process is to fill out the Source Code Spreadsheet that WEAC (Becky 
Bachman) will send along with these directions and send it back to her.  She will need to upload this spreadsheet into 
Cvent before you can register. She will send you an email when that process is completed, and you can begin your 
registration. 

Using a Source ID is the way that we will have to register your students because WEAC cannot collect last names or 
email addresses of minors/high school students, so this is our solution to use Cvent.  You will need to fill in the 
spreadsheet with all the people that you are going to register. We are using the School/City name as the last name.  

Fill in column A with just the first names. Use the source ID for students/student ambassadors, Co-Advisors or 
Chaperones that will be attending. We will need your email address as the Advisor because we need an email address to 
send the confirmation email to.  

Fill in column A with just the first names for all the students that you will have.  Send the first name of anyone you think 
might attend so we can get this “pre-registration” done for everyone as soon as possible. You can send in all the names 
for your chapter if you want to just be prepared to have them all in the system ahead of time, rather than doing this 
process again as people decide to attend later. 

This is what the spreadsheet will look like when you get receive it from Becky: 

 

 

This spreadsheet has other columns for the information that you will need to collect from your students before you 
register them, like any dietary restrictions, breakout sessions and competitions, and if they want to purchase a T-shirt. 
You will need this information to complete the registrations but this information is not needed to send the names in to 
Becky. Here is how it will look when you fill it in.  

 

 

 

 

 

 

 

 

 



Step 2 = Send your completed spreadsheet of names back to Becky Bachman at bachmanb@weac.org.   We only need 
the names at this time. The rest of the spreadsheet is just for your information. You could just enter every member of 
your chapter in at this time to make sure you have a source code for them if you wanted to get this process underway. If 
you do not end up registering them, it is not a big deal to have uploaded them into the system. 

Step 3 = You will receive an email back from Becky Bachman when she has uploaded your data into Cvent, and you can 
begin to register your chapter.  

Step 4: Use the link:  https://cvent.me/3YENP7  to access the Cvent Registration website.  

Here is a glimpse of what the landing page will look like when you click on the link. 

 

 

To register, click on the Register Now button on the top right. 

The next page will bring you to select the Registration Type where you will select Advisor. 

Please register YOURSELF FIRST as the ADVISOR.  This makes you the group leader and then you will register your 
students under yourself to keep it all together as a chapter. The first person you register is the group leader so if you 
register a student, they are considered the group leader and we would prefer you, as the Advisor, be the leader. 

Give the system a few seconds to re-fresh because it is taking you down a very specialized registration path for advisors.  

Fill In the personal information that you are asked.  

I can ask for email address for Advisors and I need you to fill that in because that is how you will get the confirmation 
email.  This is a data field that I will not ask for students, only Advisors.  I do not need the Source Code for you, the 
Advisor. You will use the Source code for your students/student ambassadors and co-advisors and chaperones too 
because that is a required field for them. You will get their Source Codes from the spreadsheet  

For Source Code – this will come on a spreadsheet to you for your chapter from WEAC (Becky Bachman) (This was the 
first step of the registration process that was to assign everyone from your school a Source Code) This is where that 
spreadsheet comes into play. 
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You will also be asked for your address too as a required field in case we need to mail anything out to you after the 
event.  

 

 



There is a place at the bottom to list any food allergies or dietary restrictions for you.  This will be a field that you can fill 
in for all registrations as you register everyone individually.  

 

 

At the bottom of every page is a NEXT button to click to get to the next page.  When you have completed all your 
registrations, there will be a SUBMIT button at the bottom of the page that you will need to hit to officially register.  This 
will trigger a confirmation email to you.  

NOTE:   If you do NOT receive a confirmation email something went wrong in 
your registration process, and you were not registered. 
 

The second page of registration will remind you of the permission slips that you will need to have each student fill out 
and bring with you to the conference. I will send the permission slip as an attachment to you but you can also find it on 
the Educators Rising page of the WEAC website https://weac.org/educators-rising-wisconsin-annual-summit-and-
competition/educators-rising-permission-slip-form/   or use the link in Cvent to take you straight to that page.  

https://weac.org/educators-rising-wisconsin-annual-summit-and-competition/educators-rising-permission-slip-form/
https://weac.org/educators-rising-wisconsin-annual-summit-and-competition/educators-rising-permission-slip-form/


 

 

We must ask this question below because the National Educators Rising is requiring everyone attending our event to be 
a dues paying member of Educators Rising.  There are no WI state dues, but the student does need to be a paid member 
of the National Educators Rising organization to attend our event. 

It will also ask about Parking passes and number of students for the tours of UWSP. 

 



 

 We will be offering two different times for campus tours if you wanted to sign your chapter up for that.   

 

 

The competitive events show up here, but you can disregard this section for Advisors, Co-Advisors, Chaperones and 
Guests. 

 

JUST A REMINDER…. 

 

 



Next, there is the option to purchase a State T-shirt. You can order more than one by the dropdown button that says 
SELECT. You can select the quantity here and then pick the sizes. You will be able to order a T-shirt for the students on 
their page, so you do not need to order all the T-shirts for your chapter here.  

 

 

 

 

 

 



The third page of registration is where you select any breakout session that you would like to attend as an Advisor.  You 
will need to scroll down to see all the sessions available. We have added a Co-Lab space for Advisors to gather for 
discussion and collaboration, but we are also encouraging Advisors to attend sessions with their students.  So you can 
sign up for any session. This will look like the screen for all your students too so you can select their sessions individually 
for your students.  (This is just a snippet of the screen, not listing all the breakout sessions and how you would select 
them with the button. If you want to select a different session, you just need to click on the new session, and it will 
automatically change to that one). In the third breakout session at 1:00 – 1:50 we will have an “official” advisor session.  

 

 

 

 

 



The next page will be the Registration Summary which summarizes the answers that you just entered. There is a Add Co-
Advisor/Chaperone/Student Here button at the bottom of this page where you would add the rest of your group before 
you hit the NEXT button at the bottom. (if you do hit next, it will take you to the payment page but if you have people to 
add that you did not do, there is a PREVIOUS button to go back to the Registration Summary page to get back to the Add 
Co-Advisor/Chaperone/Student Here button at the bottom 

 

 

 



This is what the next screen will look like to choose who you need to register next. I would suggest adding any Co-
Advisors and Chaperones that you might be bringing with you before you start to enter your students. You will need to 
enter each one individually.  

 

 

This is what the screen will look like for registering a Co-Advisor – there is no need to re-enter the school address again 
or their cell number. There is the opportunity to add any dietary restrictions for them.  

 

 



 

 

 

Hit NEXT to continue… 

Page 2 of the Co-Advisor or Chaperone page 

There is a reminder of the permission slip on this page 

You will be able to order a T-shirt for your Co-Advisor on this page. 

Hit NEXT to continue… 

Page 3 of the Co-Advisor or Chaperone page 

You will have the Session Screen to Select the Sessions that your Co-Advisor wants to attend. 



The following page is the Registration Summary again for what you entered for your Co-Advisor.  Again at the bottom of 
the screen you would select he Add Co-Advisor/Chaperone/Student Here button at the bottom of this page to continue 
to enter Co-Advisors or Chaperones who will be attending with you.  

If you do not have any other Co-Advisors or Chaperones who will be attending with you, you can start entering your 
students by clicking the Add Co-Advisor/Chaperone/Student Here button at the bottom of this page. 

 

 

The Personal Information page will come up for your student.  

This is where you will use your school for their Last Name and the Source 
Code off the spreadsheet. Enter exactly as the listed on the Spreadsheet.  
There is a place at the bottom of this page to enter any food allergies/dietary restrictions that your students might have 
before you hit NEXT on this page.  



 

 

Hit NEXT to continue… 

 

 

 

 

 

 

 



The next page there is another reminder of the permission slip and where you will select the competitions if your 
student will be competing. If they are not competing, the first line says, “NOT COMPETING – just here for the sessions.”  
Please check that box.  

 

There is a place at the bottom to enter names for Dual or Team competitions. 

 

At the bottom of this page are the Additional Items to purchase a T-shirt or to pay the competitive events fee for the 
student. 

 



 

Hit NEXT to continue… 

 

The next page is where you will add the student’s choices for their breakout sessions, here is just another snippet of the 
breakout sessions with the SELECT button. 

 

 

Hit NEXT to continue… 

 

 

Then it will take you to the Registration Summary for the student that you just entered.  

And you can continue this process all over again to enter all your students.  



 

If you made any mistakes or need to edit, there is a link below each persons name where you can go back into their 
record and update or remove them from this page. 

 

When you have entered all your students, you can hit NEXT at the bottom of the Registration Summary to be taken to 
the Order Summary page.  

 



 

We are offering credit card payment or check payment. This will total all of the costs for your chapter. If you need a 
receipt, please contact bachmanb@weac.org 

 

At the bottom of this page, is where you would Select Payment Method. 

If you select Credit Card, it will open another screen to enter your credit card information and then hit SUBMIT at the 
bottom of the screen to process your registration.  You will receive a confirmation email if your completed your 
registration correctly.  

If you select Check, you can mail your check to the information on this page or bring your check with you to the 
conference.  Again, remember to hit SUBMIT button at the bottom of the screen and watch for your confirmation email. 
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NOTE:   If you do NOT receive a confirmation email 
something went wrong in your registration process, 
and you were not registered. 
 

The nice thing is with Cvent is that you can go back in and modify or cancel your registration at any time yourself from 
your confirmation email with the View or modify your registration Link at the bottom of the email.  

You can cancel students or add students (as long as you have gotten a Source Code ID from Becky Bachman for that 
student = back to Step 1) from this confirmation email. You do not need Becky Bachman to make changes to your 
registration, you can take care of it yourself. That is why I recommend sending in all your student’s names right from the 
start so they will all be in this system.  

 

 

 

 

If you have any questions or difficulties and need any help, please contact Becky 
Bachman at Bachmanb@weac.org . I am happy to help because I know it is a long, 
convoluted registration process.  
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