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Signing up for an event on the Rotary Club of Millbrae website 
  
Our current website includes a built-in Event Management feature which both members and non-
members to register for an event on-line.  
  
Click on the link provided on the home page to start the registration process.  You will see the 
basic registration screen as shown below.  Fill in all (*) required fields and your meal choice under 
comment then click NEXT. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
  
  
 
 
 
 
 
You will now see the Events – Guest List as shown below.  Fill in each guest, enter their meal 
choice under Comment and click NEXT. 
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You will now see the Events – Event Activities window as shown below.  Select the entrees for 
you and your guests by editing the quantity field for each choice.  If you had two guests, you 
should have a total of 3 entrees.  The example shown below shows a selection of 1 Cheese 
Ravioli and 0 Flat Iron Steak and 0 Salmon.  Click NEXT when done. 
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You will now see the Events – Status and Payment window as shown below.  The example 
shown below has only one payment option – check or cash.  The current list of event choices is 
currently not operational so don’t let that confuse you.  Click on Complete Registration to 
finalize the registration process.  
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You will now see the updated Events – Status and Payment window as shown below.  The 
example shown below requests that you send your payment to the P.O. Box.  You can click on 
any of the sections to make changes – Basic Registration, Guest List and Event Choices.  You 
can also make changes to these sections later. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Questions – email Judy Clarke at judy@judyclarke.com.  Thanks for using 
the registration system! 
 

 


