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How To Register A Group For an EACTS
Event

1 Navigate to https://membership.eacts.org/

2 Login or create an EACTS User account in YOUR OWN name/company name – not
the name of any delegate you are registering!

QUICK LINKS

CREATE YOUR GROUP

BUYING AND PAYING FOR TICKETS

PAYMENTS

ASSIGNING PARTICIPANTS TO TICKETS

EXCHANGING A TICKET TO ANOTHER PARTICIPANT

EVENT REPORTS / REGISTRATION CONFIRMATIONS / 
INVITATIONS

https://www.eacts.org/
https://membership.eacts.org/
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3 Click on All Events (if you are returning to your group please click on My Events)

4 Navigate to the required event and click on Register
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5 Click "Group Reg."

6 Click "Add new group"
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7 Enter your Group Name for this event

8 Fill in the Company details - these will be the default for your Invoices
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9 Enter your VAT number - if you do not have an EU VAT number you can enter 'n/a'
here

10 Confirm the Terms & Conditions
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11 Click "Save"

12 BUYING AND PAYING FOR TICKETS
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13 Click "Buy tickets"

14 Select the Fee types and the quantity required
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15 Enter the number of tickets required for each fee type required

16 Scroll to the bottom of the page and click OK
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17 Your tickets are shown as Unassigned until you allocate a person to each ticket

18 PAYMENTS
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19 Click "Payments"

20 Select the tickets you wish to purchase - this can be all or some or one



11

21

When it shows Payment Initiated, this means you have chosen to pay by Bank
Transfer, but the payment is not yet received by the EACTS Finance Department
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22 Choose your payment type

23 Confirm the Terms & Conditions
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24 Click "Next"

25 Check the invoicing details
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26 Click "Next"

27 Click "Pay"
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28 If you have previously chosen to pay by Bank Transfer but now prefer to pay by
credit card you can do so by completing the following steps

29 Click "Invoice/Payment demands"
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30 Click here.

31 Click "Change payment mode"
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32 Click here.

33 Click "Pay" and complete the credit card process
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34 ASSIGNING PARTICIPANTS TO TICKETS

35 Click "Unassigned tickets"
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36 Click here.

37 Click "Search"
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38 Search for your participant - you only need to enter data into one field

39 Click "Search"
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40 Scroll to the right

41 Click "Assign" on the person you wish to assign the ticket to
NOTE:
• you cannot assign an EACTS member ticket to a Non-Member or vice versa
• if an EACTS member has not paid their membership subscription for the current
year they cannot be assigned to an EACTS member ticket
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42 If your participant does not appear in the list - Click "Add New"

43 Enter their Title
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44 Enter their First Name and Last Name

45 Enter the participants unique E-mail - IT IS IMPORTANT THAT THIS IS THE
PARTICIPANTS OWN EMAIL ADDRESS
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46 Enter their Date of birth

47 Select their Gender
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48 Click "Address"

49 Choose a default address type Private/Business
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50 Enter their address details

51 Click "Save"
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52 hen scroll to the right to assign the ticket to the new person

53 Click here.
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54 Repeat to add further tickets to a person

55 To exchange a ticket from one participant to another:
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56 Click "Exchange"

57 Search and assign as before
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58 If your participant is no longer attending but you don’t currently have a
replacement you can keep the ticket by clicking on Unassign

59 Confirm that you want to remove the participant from the ticket by clicking "Yes"
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How To Download My Events from
EACTS Dashboard

1 EVENT REPORTS / REGISTRATION CONFIRMATIONS / INVITATIONS

2 Navigate to https://membership.eacts.org/dashboard

3 Click "My Events"

https://www.eacts.org/
https://membership.eacts.org/dashboard
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4 Click "Event Reports"

5 If you have more than group within this event - Click "Select Group"
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6 Scroll to the right

7 For Visa Invitation Letters -Click here.
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8 For registration confirmations -Click here.

9 To download an xls of your group registration - Click "Download"
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