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User	guide:	CVENT	
	

This	is	a	guide	on	how	to	register	with	our	new	online	registration	system:	cvent!	

	

	

Here	is	the	landing	registration	page	of	cvent.		

	

	

	

	

	

	

	

	

	

	

	

	

	

	

	

	

	

	

	

	

	

Please	fill	in	the	required	(*)	information	in	order	to	proceed.		
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Here	is	an	example	for	your	reference.		

	

John	Smith	is	going	to	register	for	our	event	in	Barcelona!		

	

If	the	coordinator	of	John	was	registering	him	for	our	event,	then	the	box	option	“I	am	registering	on	
behalf	of	this	person”	should	have	been	selected.		
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By	clicking	on	the	box	option	“I	am	registering	on	behalf	of	this	person”,	the	below	drop	down	option	
will	appear.	In	our	example,	Olivia	Johnson	is	registering	John	Smith	for	our	event	in	Barcelona.		

	

	

	

	

	

	

	

	

	

	

	

	

	

When	you	click	“Next”,	you	will	be	transferred	to	the	“Registration	Information”	page,	where	you	will	
be	requested	to	fill	in	your	information.	Please	note	that	the	questions	marked	by	an	asterisk	(*)	
require	an	answer.		

	

From	the	drop	down	menu,	you	can	select	the	applicable	information	for	the	registrant.	
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Subsequently,	you	would	be	requested	to	fill	in	your	work	address	information.	Please	note	that	all	
the	below	fields	should	be	filled	in.		

	

	

	

	

	

	

	

	

	

	

In	case	a	visa	support	letter	is	needed,	please	fill	in	the	below	information.	

In	order	to	find	your	country,	please	click	on	the	“SELECT	ANSWER”	button	and	in	the	pop	up	
window,	please	type	in	the	country	in	the	box	option	and	click	search,	as	shown	below.	Once	you	
selected	the	country,	please	note	that	the	button	will	be	named	to	“EDIT	ANSWER”.	In	case	you	need	
to	change	the	country,	you	can	click	on	the	same	button	(“EDIT	ANSWER”).	
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Once	you	click	search,	the	result	will	show	up,	and	you	will	need	to	select	it	and	then	you	should	click	
the	“SELECT”	button.		
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You	will	also	be	asked	to	fill	in	your	school	information.		

From	the	button	“Select	answer”,	you	will	be	able	to	find	your	school	and	your	code.		

The	coordinator’s	information	should	be	provided	and	if	you	wish,	you	can	provide	an	emergency	
contact	person	as	well.	
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Please	inform	us	about	your	dietary	preferences	and	your	teaching	experience.		

You	should	also	mention	how	you	wish	to	receive	your	workbook:	

(printed	version	 	or	electronic	version	 	)	
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You	are	also	given	the	option	to	send	an	invitation	to	your	friends/	colleagues	to	join	the	same	event.	

	

	

	

	

	

	

	

	

	

	

	

	

	

You	should	read	the	terms	and	conditions	and	agree	with	them	in	order	to	proceed.		

	

	

	

	

	

	

	

	

	

	

	

Please	note	that	in	case	you	forgot	to	fill	in	a	required	(*)	field	and	you	click	“SAVE	AND	NEXT”,	you	
will	not	be	allowed	to	continue,	but	an	error	message	will	appear	to	let	you	know	which	field(s)	
should	still	be	filled	in.		
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Please	note	that	you	are	also	allowed	to	save	your	information,	and	continue	with	your	registration	
at	a	later	stage.	The	information	will	be	saved	for	seven	days.		

In	order	to	access	your	saved	information,	you	will	just	have	to	fill	in	the	very	first	page	of	the	
registration	page	(shown	below),	where	your	name	and	email	information	is	required.		

	

	

	

	

	

	

	

	

	

	

	

	

	

	

	

Once	you	click	next,	the	below	message	will	appear.	If	you	wish	to	continue	with	your	registration,	
you	should	select	the	first	option	and	click	“NEXT”.	
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In	the	following	page	you	will	be	asked	to	select	the	workshop	that	you	would	like	to	attend.	

You	can	find	the	workshop	of	your	preference	by	typing	in	a	key	word	(e.g.	Language,	Mathematics,	
arts,	etc.)	on	the	box	section	and	clicking	“SEARCH”.		

Once	you	find	it,	you	can	select	it	by	clicking	“Add	to	Agenda”	and	then	click	“NEXT”	to	proceed	to	
the	following	page.		
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In	case	you	accidentally	click	on	a	workshop	that	you	are	not	interested	to	attend,	you	can	remove	
the	wrong	workshop	and	select	the	right	one.		

Please	note	that	you	can	only	select	one	workshop	per	event,	since	all	workshops	are	happening	at	
the	same	time.		

1st	option:	You	can	click	again	on	the	button	you	clicked	to	include	the	workshop	in	your	agenda.	
Once	you	add	the	workshop	to	your	agenda,	the	button	“Add	to	Agenda”	will	become	“Remove	from	
Agenda”,	as	shown	below.	Therefore,	by	clicking	on	the	same	button,	you	can	remove	the	workshop.		

2nd	option:	You	can	click	on	the	highlighted	link	“1	Item(s)	in	Agenda”.	The	below	displayed	pop	up	
window	will	appear.	In	order	to	remove	the	wrong	workshop,	you	will	have	to	click	on	the	bin	icon		
that	is	highlighted	below.		
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The	following	page	is	a	summary	of	the	information	you	have	included	in	your	registration.	Please	
review	the	provided	information	before	proceeding.		

In	case	you	need	to	adjust	any	of	the	information,	please	click	“Edit”.		

In	case	you	wish	to	add	another	participant,	please	click	“ADD	PERSON”.		
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The	final	page	of	your	registration	is	the	payment.	You	should	select	the	payment	method	of	your	
preference	(Bank	transfer	or	credit	card	payment)	and	click	“FINISH”	in	order	to	complete	your	
registration.	

Please	note	that	non-IB	school	participants	can	only	pay	with	credit	card.	More	information	on	how	
to	complete	the	payment	can	be	found	on	the	“Fee	&	Policy”	tab	on	the	cvent	webpage.	
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Once	your	registration	is	complete	you	will	be	transferred	to	your	registration	webpage.	In	this	page,	
you	have	the	overview	of	your	registration.			

By	clicking	to	“My	Group”,	you	will	be	able	to	see	all	the	participants	you	registered	for	the	event.		
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By	clicking	on	the	“Information”	option,	you	will	be	able	to	access	all	the	relevant	information	about	
your	event	through	the	different	tabs	(home,	fee	&	policy,	hotel	&	travel	info,	event	schedule	&	
contact	us)		
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Specifically	in	these	tabs,	you	will	be	able	to	discover	the	following:		

ü Find	information	about	the	content	of	the	workshop,	just	by	clicking	on	its	name.	
ü Add	the	event	to	your	calendar	
ü Be	informed	about	the	weather	on	the	city	of	the	event	
ü Access	our	IB	website	page	with	all	our	events	
ü Be	informed	about	our	fee	and	our	cancellation	policy	
ü Find	information	about	your	travel,	such	as	currency	and	transportation	tips.	
ü Book	your	accommodation	at	a	special	rate	
ü Access	and	download	the	event	schedule		
ü Contact	us	for	queries	

In	general,	please	feel	free	to	navigate	around	and	discover	all	the	possibilities	that	our	new	online	
registration	system	is	offering	you!	

	

	

	

	

	

	

	

	

	

	

	

	

	

	

	

	

	

	

	

THE	END		

	


