
 

 

 

 

 

 

 

This document contains the online process of registering for a 
FBINAA Leadership Certification Program event. There are 
three methods or registration. Press Ctrl and click on the 
desired method below: 

• Registering for an Event as an Active Member 

• Registering for an Event as a Non-Member Attendee 

• Registering for an Event on Behalf of an Individual or 
Group 

If you have any issues in the registration process, please 
contact training@fbinaa.org.

mailto:training@fbinaa.org


 

 

 

 

 

Registering for an Event as an Active Member 

1. Click the Register Now link. 
2. Enter your FBINAA credentials (email and password). 
3. Click Registration for Individual. 
4. Complete the form and click Next. 
5. Review your order and add a Promo Code if applicable, then click Apply (skip this step if 

not applicable). 
6. Click Checkout. 
7. Under Bill This Transaction To, select either yourself or your organization. 
8. Add a billing address if needed to proceed. 
9. Select Credit Card or Bill Me, and complete the payment form. 
10. Choose to send a copy of the confirmation to the registrant and their administrator. 

 
 
  
 
 
 
 
  
 
 
 
  



 

  



 

  



 

 

 

 

 

Registering for an Event as a Non-Member Attendee 

Step 1: Create an Account (if the attendee is not an FBINAA member) 

1. Click the Register Now link. 
2. Click Create an Account. 
3. Enter the attendee's credentials (email and password). 
4. Complete the form and click Enter. 
5. Select the Registration Type from the drop-down menu. 
6. Select New Registration. 
7. Skip selecting a T-shirt Size. 
8. Click Continue. 
9. Select or key in the Organization Name. If it's not listed, enter the name manually and 

click Continue. 
10. Enter the attendee's home address information and click Continue. 
11. Enter the attendee's home phone number. 

Once the attendee account is created, you'll be able to register individuals or complete a group 
registration for the organization/agency. 

Step 2: Complete the Registration 

1. Select the preferred registration option: Individual 
2. Complete the form.  

o If registering a group, continue adding attendees, then click Next. 
o If an attendee is already an FBINAA member, their information will populate 

automatically. You won't need to add them to the system, but you will still need 
to register them for the event. 

3. Review the order and add a Promo Code if applicable, then click Apply (skip this step if 
not applicable). 

4. Click Checkout. 
5. Under Bill This Transaction To, select either the individual or the organization/agency. 
6. Add a billing address if needed to proceed. 
7. Select Credit Card or Bill Me, and complete the payment form. 
8. Choose to send a copy of the confirmation to the registrant and their administrator. 
9. Click Submit Your Order.  
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Step 2: Complete the Registration 
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Registering for an Event on Behalf of an Individual or Group 

Step 1: Create an Account (if the attendee is not an FBINAA member) 

12. Click the Register Now link. 
13. Click Create an Account. 
14. Enter the attendee's credentials (email and password). 
15. Complete the form and click Enter. 
16. Select the Registration Type from the drop-down menu. 
17. Select New Registration. 
18. Skip selecting a T-shirt Size. 
19. Click Continue. 
20. Select or key in the Organization Name. If it's not listed, enter the name manually and 

click Continue. 
21. Enter the attendee's home address information and click Continue. 
22. Enter the attendee's home phone number. 

Once the attendee account is created, you'll be able to register individuals or complete a group 
registration for the organization/agency. 

Step 2: Complete the Registration 

15. Select the preferred registration option: Individual or Group. 
16. Complete the form.  

o If registering a group, continue adding attendees, then click Next. 
o If an attendee is already an FBINAA member, their information will populate 

automatically. You won't need to add them to the system, but you will still need 
to register them for the event. 

17. Review the order and add a Promo Code if applicable, then click Apply (skip this step if 
not applicable). 

18. Click Checkout. 
19. Under Bill This Transaction To, select either the individual or the organization/agency. 
20. Add a billing address if needed to proceed. 
21. Select Credit Card or Bill Me, and complete the payment form. 
22. Choose to send a copy of the confirmation to the registrant and their administrator. 
23. Click Submit Your Order.  



 

  

Step 1: Create an Account 



 

  



 

  



 

  

Step 2: Complete the Registration 
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