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FEDERAL EXECUTIVE BOARD
ON-LINE REGISTRATION INFORMATION/INSTRUCTIONS

OF MINSESIVTA

General Registration Information:
The system is developed to register your agency. NOTE: Data cannot be changed once saved.

Menu Selection/Special Needs

There is only one general menu selection this year. There is also a pull-down to enter a vegetarian selection and
identify accessibility issues.

Interpreter

Please remember it is the agency’s responsibility to obtain/hire interpreters if they needed by any employees
attending the luncheon.

User Help

There is a Contact Us button at the bottom of the sign in screens or you may contact Margaret Geisler at the
Federal Executive Board 612-713-7202. Email Margaret Geisler@os.doi.gov

Payment

Payment is made on a secure, on-line website at the time of registration using a credit card. If an employee must
pay by check, the User/Point of Contact (POC) must register a second group, sending a printed copy of your email
registration confirmation with agency address and POC to the Federal Executive Board along with the checks.

Step-By-Step Registration Instructions

Step 1: DESIGNATE an Agency Point of Contact (POC) to
input the luncheon reservation information. The table
assignments will be mailed to the POC who will be the person
completing the initial personal information page.

Step 2: LOGIN to www.minnesotafeb.org

Step 3: CLICK the Quick Start (in blue) “Click Here” When k= Pl tere apntwin

you register you must register all that are paid by
credit card together. All registrations with
accompanying checks must be registered as a separate o b o bt e b
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group.

YOU CANNOT REGISTER PEOPLE PAYING s-- PHAODLIARE Hra@-
WITH CREDIT CARDS AND CHECKS ON
THE SAME REGISTRATION!

- ek E b (e

- Erghliatina -McvlsvntSOS

IF YOU PLAN ON USING MULTIPLE CREDIT . P 5
CARDS YOU MUST REGISTER EACH GROUP OF p L o
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Step 6: CLICK: the Sign Up button to save your personal
(agency Point of Contact) information. If you leave a required

segment blank you cannot continue until you complete all
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Step-By-Step Registration Instructions [=:* @33 Am o @d ra @

Continued
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Ph. (612} 713 - 7200
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Step 7: CLICK the Reqister button to begin to
register your agency attendees.
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Step 8: REVIEW THE AGENDA to ensure
that you are registering for the proper event
(e.g. this software will be used for registering

Corll Servard furard Linchesa. e
[ Shemton gion Hotel South
Frine= 1100 730 Homurdah Bred
Lasd day i Rnpglater: 4207000 Whinntotsgeodis, MH 5508
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concurrent events in the future)

User: ray
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Step 9: CLICK the button Continue...
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Step-By-Step Registration Instructions
Continued

Step 10: TYPE in this area and create a group name.
You may enter people to this group only on one
occasion. If you have additional people to register at
a later time then you need to create a different
named group. It is suggested that you create a group
name using an agency ID (e.g. FDA, FAA-ATC, etc.)
and the number 1 so that successive groups can be
numbered 2, 3, etc. RETURN TO THIS STEP TO
ADD ADDITIONAL GROUPS -- YOU DON'T
NEED TO BEGIN AT STEP 1 TO ADD MORE
GROUPS.

Step 11: CLICK the Create Group button to go to
the next section in the reservation process

Step 12: REVIEW THE ON-LINE GROUP
REGISTRANT INFORMATION

Step 13: TYPE your attendees names in this section
Last Name, First Name, meal selection (pull
down), type any remarks for special needs
(wheelchair access, helper dog, etc.)

.
.
Step 14: CLICK Add Current button to save *
members. +®
e®
*

. o . .
They will appear in this section »*®

Step 15: CLICK the Save and Continue button when ==
done
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Step-By-Step Registration Instructions
Continued

Step 16: REVIEW all of your completed
information carefully.

Step 17: CLICK to make any needed changes or
corrections by selecting the Edit Group button

Step 18: REVIEW the Personal Information for the
Agency Point of Contact (POC), this will include
your personal meal preference

Step 19: CLICK to make any needed changes to
the POC’s Personal Information or corrections by
selecting the Modify button

Step 20: REVIEW ALL INFORMATION FOR ¢
ACCURACY .
N

Step 21: CLICK the Submit Registration button..“
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Logout

sdrctize | Enrnda || Groun Beictestinn | | verify | | Cosfirm B Pay

Please review vour regstration mformation For thes event and maoke any necessary
chinges.

Ensure all infarmation is correct before clicking ™Subeit Regisration,” Daia
canmit b chaneged once subanitted

Euibimii g rieation
L]
Agenda®
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GMup Registration Information
[]
LIS Ty Group Information
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Pl Fatyriivd Wegriaiian Al ety
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Exchi Groug

Please emsure the price breakdown ahove is correct. Please visit the Contoct
Page with any questions.

Point OF Contact
This dsta re TR P ersona mivh T ils used as the point of
ﬂlw . Click "Wodify” to ehaige this infarmatson ~y ~

[ Personal Informaton

Usermame: ray
Triles Mr,
Lo Feames Mo
Middle Instiak W
Fored Mamies Fagmasad
Arkdmess Lime 1= Suiie £10
Ardess Lime 3= ) Frderal Dr.
Cwy 51 Paul
“aptec Minnesnia
Zp Cadez $5110
Phage Massber: @123 715- 7100
Emak: ray_morris s dof g
Agency: Fedemal Exeroire Beard

[egarimeni= Inirrsr ,‘,
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Modiy..

{Remember: Omee you submit this registration, you will not be able to
change it later])

Submil Aegisiestion

.

NOTE: It is impossible to correct your reqistration

after clicking the Submit Registration button
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Step-By-Step Registration Instructions
Continued

Step 22: SELECT if you plan on paying via credit
card click or government purchase card click here

If you plan on attaching individual checks to this
registration click here

REMEMBER YOU CANNOT REGISTER
PEOPLE AND PAY WITH A COMBINATION OF
CREDIT CARDS AND CHECKS AT THE SAME
TIME.

Home

HeEws
Qniing Halp

Sabection || Agenia | [ Group Regesteation | [kt || Coadirm & Pay |

Thank ‘You For Registering!
An E-mail has lreen seint to you verifying the mfosmstion o this jege

Tt is peeommimended that pouw print this page for pous recorde

Payment
Tatal Price: $44.00

Click Haia To Fay By Cradt Cam |

ClgkHore To PayBy Check. |

Seall doswm to “Grop Begsteation Informstion” to view the price breakdoswmn
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Aguney: Faderal Execuilve Beard
Deparisani- Inieries
Spackal nevds:
Mieal Frafervnse: Vigeiasian
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Step-By-Step Registration Instructions
Continued

Step 23: FOR PAYING BY CREDIT CARD OR
GOVERNMENT PURCHASE CARD. Your order is
automatically totalled and you are sent to a secure
and encrypted on-line Verisign credit card
acceptance website. Have your full billing address
with zip code, CVP authorization code from the back
of your credit card (3 digits) to complete this
process.

Step 23: FOR PAYING BY CHECK YOU WILL
SEE THIS SCREEN WITH THE AMOUNT TOTAL
DUE. Mail to the address on the screen and attach a

g _ i Pay By Chick
copy of your confirming email.

Amprayi Crepd: S804
ke your dhock wui b “Temmrer, FEES and sond 1 in
Prderdl Evrcntee Board ol Mnpoieta

Bk Flonwy Wiepiht Fedoval Badidoig | Padesa Desvn, Simsg 510
Samd Paul Wl 330004004

diriaeh tha chadk is copy &1 yoar regoimstion conbrestedn el i e preper
precooam ol pavmam.

Peolilcan or geeskers Call @121 F15-THEL o comull poar quecstis be
LI T E-

REMEMBER YOU CANNOT REGISTER
PEOPLE AND PAY WITH CREDIT CARDS AND

Chel, Hin 1o seloan hsam

CHECKS AT THE SAME TIME. YOU MUST
REGISTER EACH GROUP SEPARATELY!

Step 24: This is a copy of the automatic email that
you will receive that confirms your order. Please
retain this as it serves as your receipt for your
records. Do not reply to this message.

You are now done registering this group!

HOW TO ADD ANOTHER GROUP .
If you need to register another group you =

need to repeat the entire process again
beginning at Step 10. .

Reconcile the emails from those paid on-line with a
credit card and the number paid by checks to agree
with the total number of your agency’s attendees.
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