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HCR ONLINE REGISTRATION

Login/Account Creation

When the user first accesses the Online Registration site, they are brought to the login
screen. The user will need to create an account to register members in your association.
This account is a “family” account; they only need ONE account to register as many
family members as they wish.

To create an account, they would click on the “First Time? Register now!” link.
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Then, they will be asked to provide their email address, password, and security question.
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A valid email address is required for Password Retrievals if the user forgets their
password.
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HCR ONLINE REGISTRATION

The next step is to provide some Personal Information. This includes name, address, and
contact information.

Fersonal information

Once you’ve finished this last step in the account creation, you’re ready to signup your
member.
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Member Registration
After logging in to the system, they will be brought to the Registration Options.

To signup a member, they would click on the “Register a new person” link.
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They will receive a Disclaimer (Privacy Policy) and once it is read, pressing on the
“Next” Button means that they accept the disclaimer.
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If you would like your own MHA-specific Policy in addition to the one above, send it to
the Help Desk and they will add it for you.
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After accepting the Policy(ies), they will be asked to fill in the member’s information.
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If the user being registered exists in a different association than your association, they
will receive an error. At that point, they would need to contact you to notify you that the
member needs to be transferred. Proper transfer procedures must take place before that
member can be registered online.
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The next step is to fill in the member’s Addresses.

parnid hTramulh eam

-rrﬂ

45



HCR ONLINE REGISTRATION

And finally, the last step is to fill in the Emergency Contact Information.
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Now that the Member’s general information is filled, they can proceed to choosing which
packages to which they want to register. In the example below, you can see that we
created a General Package that includes Initiation, Atom, Peewee, and Bantam
registrations. They will get a listing of all of these Divisions. Since we created a specific
Atom Goalie Package, let’s assume the user chooses Atom from the list.
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They will see all packages assigned to the chosen Division. In this case, both the General
and the Atom Goalie Package appear.
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REGISTRATION
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Package General Fackape
Atom T Goaklie

If they would have chosen Peewee for example, they would only get the General
Package.
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Sticking with the Atom Registration, let’s choose the General Registration package first.
You will notice that the fees defined as Optional have an “Add” button.
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REGISTRATION
Packape Genaral Package
Fees Regisiralion Fes

Uphonal Caondibonireg Camp £250 00 [Auched]
Tryoad Fos 5100, 0 |Auched]

If they clicked Add for these optional fees, they would be added to the list of Fees and an
option to remove the fees would be available.
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If they chose the Atom Goalie Package, they would get the Fee structure below. Since
we made these Fees mandatory, there isn’t an option to add or remove any of them.
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The next step will ask the user if they would like to volunteer, if you’ve defined this in
your settings. This step will also ask the user to enter any Tracking information that
you’ve defined in your settings.
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In the Final step they will be given the option to pay with a Credit Card, Cheque, or
Money Order, depending on the options you’ve defined in your settings.
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NOTE: If they choose Credit Card, they will be forwarded to Quick Enrollment’s page
where they can process their credit card transaction.

Once they’ve completed the payments, the registration will be complete. They will see
any messages and files you’ve setup for the specific package they chose. They are also
given the options to “View Receipt” or “Register someone else”.
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