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How To: Build a Registration Page in CloudCME 

Step 1: 
On the left 

navigation panel, 
select Finance > 

Registration 
Wizard 

 

 
 

Step 2: 
On the Select 
Activity tab, 

search for your 
activity by typing 

the activity 
name. Select the 
activity from the 
drop-down list. 
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Step 3: 
Read the 
information on 
the pop-up, then 
click OK 
 
Pro-tip: your 
event may pull 
up faster if you 
use the ParentID 
to search.  
 

 
 

 
This instruction box will appear. Click OK to Proceed.  
 

Step 4: 
 
On the Manage 
Products tab, 
click the Add 
Product button 
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Step 5: 
 
In the 
Description field, 
type the name of 
the product or 
registration type.   
 
You may have 
different 
products for 
internal/external 
attendees, 
different credit 
types or any 
other differing 
criteria you 
choose.  
 
In the Price field, 
type the amount 
you plan to 
charge for that 
product group.  
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Step 6: 
Using the 
calendar and 
clock icons, set 
Starts and  
Ends to when 
you would like 
the event to 
open and close. 
   
(Note around 
adjusting times 
to the half or 
quarter hour.)  
 
 

 
 

 

Click Insert 
 
 
Repeat this 
process for all 
products you 
plan to add. 

 

 
 
 

 
 

If your event will start on the half or quarter 

hour, you can adjust the time by typing it 

into the box. 

For Enduring Materials: the end date cannot 
exceed 3 years from the start date.  
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Optional: Test 
the registration.  
 
Click the Preview 
tab to view a 
preview of your 
activity’s 
registration; DO 
NOT click the 
Finish button in 
the Hosted 
Payment section 
(you cannot 
submit a 
registration 
through the 
preview) 
 

 

 

 

 
If you are 
satisfied with 
how the 
registration 
shows in 
Preview, click the 
Manage 
Products tab and 
click the 
checkbox next to 
Registration 
Active? to 
publish the 
registration to 
the Attendee 
Portal (AP) 
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Optional: 
finance codes 

You can add a promo code to discount the activity fees if needed. 

Navigate to 
Finance > 
Promotion 
Codes 

 

 

 
 
 
In the Activity 
Name field, 
search for your 
activity.  
Select the 
activity from the 
drop-down list. 
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Click the +Add 
new record 
button 
 
In the 
Description field, 
give your promo 
code a name.  
 
In the Code field, 
type what you 
would like 
attendees to 
type in for the 
code to work.  
 
You have a 
few choices 
for how to set 
up your 
promo.  
 
% Discount 
will take a 
percentage 
you identify 
off the total. 
 
Discount will 
subtract a set 
dollar amount 
 
Override will 
set the price 
to whatever 
you identify 
here.  

 

 

 
 
 
In this example, we’ll use % discount. 
 
 
NOTE: The promo keyword cannot contain the word promo in it 
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In the % 
Discount field, 
verify that 100% 
is visible 
 
Click Insert 
 

 

 

 
 
 

 Questions? Reach out to us at IPCE@nationwidechildrens.org 
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