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Step 1: Create a Group Account  
 
Click the “Create a Group” button to create a group account. This account will allow 
you to manage your group registrations. 
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Assign a Group Leader 
 
Fill out the group leader contact information, create a password, and click “Continue” 
when finished. All required fields are marked with an asterisk (*). 

 
NOTE: The group leader’s contact information will be displayed on invoices and 
receipts. 
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Review the Group Leader Information 
 
Review the group leader account information, accept the Terms and Conditions, and 
select “Create My Group Account.” 

 

 
 
 
 
 
 
 
 
 
 
 
 
 



2026 NAEHCY Annual Conference 
Group Registration Instructions 

 

   
 

 
Group Leader Account Confirmation 
 
The group leader account is complete, and a login number will be located on this 
page. An email confirmation will also be sent to the email address on the record. Select 
the “Continue” button to proceed to group registration. 
 
NOTE: Keep record of your group leader login number and password. If you misplace 
this information, you may reach out to naehcyregistration@spargoinc.com for 
assistance.  
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Step 2: Group Management Menu 
 
From the group registration main menu, leaders can register attendees, manage 
existing group registrations, make group payments, pull invoices/receipts, and 
manage group onsite/leader contact information. 
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Step 3: Registering a Group Attendee 
 
To start a new group registration, select the “Add New Registrant to Group” button on 
the Main Menu.  

 
NOTE: You will need to register each individual one by one.  
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Group Attendee Member Lookup 
 
In the Member Lookup, provide the last name (required) and NAEHCY member ID -
or- email address of the individual you would like to register. 
 
If the individual has a NAEHCY Account, the account will appear under the Search 
Results, and you may select register next to their name. If they do not have an account, 
you may select the “Continue as Nonmember” button. 
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Group Attendee Profile Information  

 
Fill out all fields noted with an asterisk (*). 

 
Note: If they have a NAEHCY Membership, the information in the account will be auto 
populated into the fields on the page. Please make sure to review the information and 
make updates if necessary.  

 
Note: The same email address cannot be used more than once. Each attendee must 
have his/her own unique email address.  
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Group Attendee Demographic Information  
 
Select an answer choice for each question.  
 
Note: You may select all answers that apply. If additional information is required, then 
a field will appear.   
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Group Attendee Meeting Registration 
 
Select your registration option. Each registrant may only select one. To view what is 
included, you may click on the checkbox next to each option.  
 
Tip: You cannot proceed with more than one registration option selected. If you want 
to change your selection, you will need to deselect your previous option and select 
your new one.  
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Group Attendee Registration Summary 
 
Review the registration information.  
 
Note: If you need to make changes to the group attendee’s profile information you 
may click the “Update Profile Information” button. If you need to change the 
registration option, you may click the edit icon next to the event in the shopping 
cart.  
 
Review the Cancellation Policy and the Registrant Substitution/Name Change Policy.  
 
Review and accept the Policy Agreements.  
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Group Registration Summary – Existing Registrations  
 
On the Group Registration Summary screen, you can do the following: 

1. View list of your registered group attendees  
2. View all paid fees or balances due 
3. Edit group attendee events  
4. Send confirmations to group attendees or the group leader 

Note: These will show as a balance due until payment is moved to the record(s). 
5. Pull Receipts/Invoices 
6. Create a New Registration 
7. Return to the Main Menu 
8. Pay Group Fees 

 
If you need to register additional group attendees, select Create New Registration to 
repeat the process.  
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Step 4: Group Registration Payment 
 
When you are done adding your group registrations, you may make payment.  
 
If paying by credit card, fill out the fields marked with an asterisk (*). Be sure that the 
Name on Card and Billing Address fields match what is associated with the credit card.  
 
If paying by check, review and agree to the payment policy. Your school or 
organization’s accounting contact information is also required.  
 
If paying by purchase order, review the payment policy and the select to either upload 
your purchase order document or proceed without a purchase order document. If you 
proceed without uploading a document, you may return to the website at a later time 
and upload the document. Be sure to factor in the 2% processing fee into the total on 
the purchase order document.   
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Group Payment Confirmation 
 
If you selected to pay by Credit Card, it may take up to 48 hours for your funds to 
disperse into the registration record(s) once payment has been processed. 
 
If you selected Check or Purchase Order as your payment type, then the 
registration(s) will remain incomplete until full payment has been received and 
applied to your record(s).  
 
NOTE: If you selected to pay by Purchase Order and uploaded a purchase order 
document, then you will not have the option to change your group attendees’ 
registration events online. If you need to change an event, please contact 
naehcyregistration@spargoinc.com for assistance.  
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Logging Back Into Your Group  
 
If you have an existing group account, you may access it  by using the Manage Existing 
Group section. You will need to enter your Group Leader Login Number and Password.  
 
NOTE: Your Login number can be found on the confirmation you received after 
creating your group leader account. If you need assistance with your password, you 
may contact naehcyregistration@spargoinc.com.  
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