
Registering for an NCAI Conference Online 
 

Registering for a conference with our new online system is simple and beneficial. Here are a few steps to 
make registering online easy for you! 
 
1. Go to www.ncai.org and select the “Conference and Events Tab” then “NCAI Events” 

 
 

2. After clicking on the event you wish to attend click the “Register Now” link:

 
 

http://www.ncai.org/


3. After clicking “Register Now” you will be directed to the online registration system. Here you will log 
in using your username and password. These were sent to you in an email from NCAI when the new 
system was announced.  
 
Can’t remember them? Don’t worry, we have you covered. Simply click the “Forgot Your Password?” link 
and follow along as prompted. You can also register has a “New Contact.”  
 
Once you have all of your log in information, click “Log In.” 

 
 
4. The next screen will give you an overview of the registration process, the option to view your 
shopping cart and to select if you are registering yourself or someone else. Click “Proceed” to continue 
on with registration.  

 



5. Registrant Information: If you are already a member and not a “New Contact” you will have 
information already populated below. Correct anything that is out of date or incorrect then click “Next” 
to continue. Please let us know you are a Veteran or if you have volunteered with us in the past under 
the “Demographics” tab.  
 

 
 
6. Registration: If you are 24 years of age or younger please make sure to register as a Youth to get the 
reduced rate! Select your registration and click “Next” to continue.  
 

 
 
 
 
 



7. Optional Functions: On this screen you can select the which Optional Functions you would like to 
attend. The cost will be added to your final bill. * Please note you can stop at any point without being 
charged by clicking “Cancel”. You will only be charged after submitting your payment information. Click 
“Next” to continue.  
 

 
8. Summary: Please review your bill to make sure all is correct. You are able to edit if anything is 
incorrect by clicking the “Edit” button in each category. If you are satisfied with your registration select 
“Proceed to Shopping Cart.”  

 



9. Shopping Cart: Here you are able to review your billing and shipping information as well as become a 
member of NCAI to receive discount conference registration, broadcasts, and more! If all is correct click 
“Continue to Payment.” 

 
 
10. Process Payment: Here you enter your credit card information; once you are finished and all 
information is correct, click “Submit Payment.” * Please note: Upon clicking the “Submit Payment” 
button, your credit card will be charged. Only click “Submit Payment” once.  

 
 
11. You are registered for the NCAI Conference! You will see a confirmation screen as well as receive a 
receipt.  


