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Crea�ng a fee that can be used for internal transfers: 

When crea�ng the fee set the status to hidden.  This will allow the event admin to see the fee but not 
the general registrants. 

 

Click Submit at the botom of the page. 

To be able to add addi�onal registra�ons go back into the fee and link. 
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Click Submit at the botom of the page. 

Click “Register Individuals” and fill in details as required. 
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Click Con�nue Registra�on. 
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Here you can add addi�onal registrants if needed. 

 

Click Con�nue Registra�on. 
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Close window – this will maintain the registra�on but will flag it as incomplete. 

 

Navigate to the Payment tab and the registra�on will show as unconfirmed. 
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Click the drop down for “unconfirmed (did not complete registra�on” and switch to “unpaid-will pay at 
event”. 
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Click the drop down for “Type” and select “unpaid-will pay at event” and lis�ng will show applicable 
registra�ons.  Notes can also be added for further informa�on. 

 

 

For the journal entry – use the “All registrants” report, which can be exported to excel or printed. 

 

 

 

 

 


