ELLA Spring Session 2019
Online Registration Steps
Step 1: If you are an ELLA member, you will receive an email with an “Access code link” after March 5, 2019
which will allow you to register for the ELLA Spring Session online, starting Tuesday March 12 @ 10:30
a.m., using Eventbrite.
If you cannot find this email soon after March 5, check your Spam or Junk Mail folder. You can also
contact the ELLA Office at 780-492-5055 and ask for the email to be resent to you. For people who
become members after our mass mailing, we will try to email you the Access code link within 7 days.

Step 2: Access the ELLA registration page by clicking on the link provided in the email.
Registration opens at 10:30 A.M. on March 12. If you click on the “Access Code link” before then, you
will get the message “Sorry, the promotional code you entered is not valid yet". (Promotional code
and Access code mean the same thing)

If you click on the “Access Code link” when registration opens on March 12, 10:30 A.M., you will see
the Registration information page as follows:

Select Register.
A Register Box opens. Click the down arrow and select 1 as your quantity.

Select Checkout.

Have your course selections - 1st,2nd and 3rd choices for each time period, your Eventbrite login
information and your credit card ready before registering.
You have 15 minutes to complete your registration; the average time to complete a registration is
about 8 to 10 minutes.

Step 3: Fill in your personal and payment information.
If you have previously used Eventbrite to register for Spring Session, you can save some typing by
clicking “Sign In to Your Account”. Some of the fields on this page will be filled in automatically if you
sign in now. If you have never used Eventbrite to register, you can set up an Eventbrite account prior
to the start of registration. To do so, go to www.eventbrite.ca and click on Sign In. After entering your
email address, click on Get started and follow the directions. It is worthwhile signing up as you can
view and manage your order (i.e. change courses or request a refund) yourself.

Note that all fields with a red asterisk must be completed. Some items must be typed in while others
are a selection by clicking on the down arrow.
For payment, make sure you pick a Credit Card type. This is the field most attendees forget to select.
If you miss it, you will get an error message and have to come back here to select it again. The CSC is
the 3-digit number on the back of your credit card beside the signature box.

Step 4: Select your courses. Click on the button for the course you want to select in each time slot. If
a course is full, you will see “Not Available” next to the course. Move on to your number two choice.

You do not have to click None if you do not want any class in a particular time period. You can not
unselect a class. If you do not want the class selected, simply select another or click on the None
button.

Step 5: Click on “Pay Now” to complete your registration
When you are done, click the “Pay Now” button immediately. Do not wait the full 15 minutes to finish,
as you may lose some of the courses that you selected when you first logged in. The course maximum

may have been reached by the time you pay. The ability to select the course does not guarantee a
space.

After you click “Pay Now”, you will see a screen that says “Processing Order”.
When you try to pay, you may receive the following error message:

If you see the above error message, scroll down to the list of courses; check to see which class got
bumped and choose another class and click on “Pay Now” again.
If you are successful in registering for courses, you will see a web confirmation page with the following
message and a list of confirmed courses:

You will also receive a confirmation sent to your email address. If you lose your confirmation, you can
call ELLA at 780-492-5055 during business hours to resend you a confirmed list. The email looks like
this:

Note that the Order Summary indicates that the charge will show on your card statement as ‘EB *ELLA
Spring Sessio’. (And no, that’s not a typo.) As you continue to scroll down your email, you will see
your courses and then additional information ELLA has provided about Spring Session.

Step 6: There is no wait list for courses, but you can check to see if a course space is available or change your
courses or request a refund by logging into your Eventbrite Account. You can change your courses
online up until 2:00 p.m. on April 22. If you no longer want to attend or cannot attend, and would like
a refund (less a $75 administrative fee), you can request a refund online up until 2:00 p.m. on April 24.
If you need further help from the ELLA office, call 780-492-5055 during business hours.
After you are logged in, put your cursor over the logged in symbol (in red square below) and select
“Tickets” in the drop-down menu.

Your current tickets will appear. Click on the ticket.

The following screen will appear that will give you several options:

Step 6A – View Course Availability
Click on +View complete attendee info and all of the information you provided or selected will
be shown, including the course list with your selection. Courses that DO NOT have available
spaces will be shown with a line through them and the words (Not Available) after them. For
illustration purposes, courses from 2018 are shown below.

Step 6B – Change Courses
Scroll back to the top and click on “Edit”.

Scroll down to access the course list and change your selection by clicking on a button for an available
class within the same time slot. Before you click Save to save your changes, scroll back to the top and
click in the box beside Send confirmation email to new attendee.

Now click on Save to save your changes at the bottom of the page.

If you selected the box to send a confirmation email, your email from Eventbrite will look like this:

The email will not show you your revised courses. To access this, click on “Claim Your Order”.
This takes you to the sign in page for Eventbrite. After signing in, your ticket is shown. Clicking
on your ticket to open it, and then on +View completed attendee information, you can see your
classes. If you would like a listing of the courses you are confirmed for, contact the ELLA office
by phone (780-492-5055) or email and ask a volunteer to resend you an email listing of all your
confirmed courses.
Step 6C – Request a Refund
If you need to withdraw from Spring Session, click on Request a Refund, complete the form and
hit “Continue”. An office volunteer will receive an email notice and process your refund
request during office hours. As soon as that is done, you will receive a refund confirmation.
Check your credit card statement for the refund.

Trouble Shooting
Error Message: We’re sorry; you already have an order being processed for this event. Please wait a few
minutes and try again”
If you see the following error message, please close your browser and click on your access code link again in 15
minutes.

Error Message: “Your session has expired. Try ordering again”
If you do not complete your registration within the 15 minutes, you will be taken back to the registration
selection page with the following message:
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