Register Attendees for an
Event

To register attendees for an event, navigate to the event date on the calendar, then click the
Attendees tab:

Acupuncture + Sound Bath

May 1, 2026 to May 1, 2026
Starts at 5:00 PM

Q Main Street

With: Alexa B Hulsey

Special Guest: Jane Q. Acupuncturist

Total 0 | Max 10

Event URL ('

If the attendee is an existing patient:

If the attendee is already an existing patient in your database, start typing their name into the
Patient Search box:

Settings Attendance Notifications Report

Acupuncture + Sound Bath

Attendees

Find patient for the event

Light] Q ‘ Register Patient | New Patient

Buzz A Lightyear [buzzal83241@X.com]

Lightning McQueen {Montgomery} |Champl [lightn86312@X.com]

Then highlight their name, and click Register Patient - just like you would do for scheduling an
appointment:
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Attendees

Find patient for the event

Buzz A Lightyear [buzzal83241@X.com] Q Register Patient New Patient

Register An Existing Patient to this event

One the patient is registered, you'll see their name on the Attendees list:

Acupuncture + Sound Bath

Attendees

Find patient for the event

Patient Search Q ‘ Register Patient | New Patient
g Buzz A Lightyear (%]

$0.00

If the attendee is NOT an existing patient:

If the attendee is not already an existing patient in your database, you'll first need to create a New
Patient account for them. Click the New Patient button to create a new patient account:

Acupuncture + Sound Bath

Attendees

Find patient for the event

Patient Search Q ‘ Register Patient | New Patient

Create A New Patient

You'll then be prompted to walk through the steps of adding them as a new patient. Once they're
added to your database, you can then complete the registration steps like you would for an
existing patient.

See This Article for information on how participants can register themselves for
an event via the Event URL on the patient portal.
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