
REGISTERING YOURSELF AND ADDITIONAL NON-MEMBER GUESTS 

1. Login to your Member Portal, find the relevant meeting, and click register. When 
the Meeting Registration Options comes up, select “I would like to register 
myself and others” and click CONTINUE. 

 

 

 
2. Complete your own registration. Then, when the Meeting Attendee Summary 

comes up, click ADD ATTENDEE. 
 
 
 
 
 
 
 
 
 

 
 

3. When the Meeting Registration Member Search comes up, type your guest’s 
first and last name in the appropriate fields and click ADD NEW ATTENDEE 

 

 

 

 

 



4. If your guests are not already in our system, it will tell you There are no members 
that match that search criteria. Click ADD NEW ATTENDEE! 
 
 
 
 
 
 
 
 
 
 
 
 

5. Enter your guest’s first and last name and click CONTINUE. 

 

 

 

 
 
 
 
 
 
 

6. The Meeting Registration Summary will appear and show you the cost for your 
guest. Click CONTINUE. 
 
 

 

 

 

 

 



7. The Meeting Attendee Summary will come up and show you who you have 
registered so far. If you have additional guests, choose “ADD ATTENDEE” and 
repeat all steps above for each guest. Once you’ve finished registering 
everyone in your party, click SUBMIT REGISTRATION & PAY 

 

 

 

 

 

 

 

 

 

If you are still having trouble, contact any RAPV staff member to assist (413) 785-1328 

 


