
Event Registration – Detailed Instructions 
 

If you are new to the Ferny Grove SHS – Event Registration site (attendees from last year 

should already have details recorded) you will need to obtain a passport.  

 

Obtaining a passport 
 

Complete the online form to obtain a passport  

 

 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



 

 

 

 

You will need to complete a form & submit to obtain a passport to access the events 

registration area.   

 

 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



Already have a passport 
Enter you registered passport email address and password to enter the event registration 

area.  

 

 
If you have forgotten your registered password select the option to have the event 

registration system automatically send it to your registered email address.  If you still are 

not able to access the system contact the school by email and outline the problem. 

Registering for Share IT  
 

Once in the events registration area select the REGISTER button to register for Share IT  

 

 
 

 

 

 

 



 

 

You will then be prompted for the type of Registration & if you give Ferny Grove SHS 

permission to share your contact details with the conference sponsors. Select the required 

radio buttons and click SUBMIT. 

 

 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



Note:  Your registration is NOT complete until you create an invoice.  Once all details 

are correct select Yes .. create invoice. 

 
 

 

 

 

 

You should then Print the Invoice – keep a copy of the invoice for your records and 

also send a copy with the payment to Ferny Grove SHS. 

 

 
 



 

To print the invoice click the printer icon. Remember to send a copy of the invoice to 

Ferny Grove SHS with the payment by the conference registration closing date.   

 

 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



Updating your details 

 

To correct / update any of your personal details that have been recorded (eg School, 

phone number, password, etc) – you should select check your details, correct as required 

and then click the update details 

button.

 
 

 

 


