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Log in to Group Registration 
 

To begin the group registration process, you will first log in at:  

https://reg.cmrus.com/nsba2021group/account/login 

Click the Login button. 
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If you are already logged in to My NSBA, you will automatically be re-directed to the Group 
Registration Main Dashboard. 

If you are not logged in, you will be directed to log in to My NSBA: 
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You’ve arrived at the Main Dashboard 
 

Once you are successfully logged in, you will arrive to the Group Registration Main Dashboard. If you 
are associated with more than one school board you will select which school board you wish to 
register prior to this page.  

 

 
 

  



 
 

 
5 

Register Yourself as a Team Manager 
 

To begin your registration, select the ‘School Board Member Lookup’ button.  
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A panel will appear on the left-hand side of the screen with a list of all your school board members. 
Once you see your name, select your name and proceed with the registration process.  

 

After selecting your name, you will be directed to the primary profile page where you will confirm 
your basic information: First Name, Middle Initial, Last Name, Country, Zip Code, and E-mail Address. 
The email address here is unique to the individual and cannot be changed.  
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After confirming your basic information, the subsequent page is where you can confirm additional 
participant information. Much of this information will carry over from the NSBA membership system. 
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Click “Next” to proceed to the registration options page. If you are registering 1 to 9 team members, 
select the first team option. If you are registering 10 or more team members, select the second 
option. Do not select NSBA Full Conference Registration and Team Registration, you will not be able 
to proceed with both options selected.  

IMPORTANT: if you are the Team Manager registering for the team option you will automatically 
receive access to the virtual meeting and will be NOT be factored into the team total. You will not 
need to use the team code to register yourself, you will be able to register yourself plus 7 team 
members with the 1 to 9 option. 
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After selecting the team option, you will land on the summary page. Click on Return to Main 
Dashboard.  

IMPORTANT: at this exact moment, two emails will be sent to the email address associated with your 
registration. The first email is the standard email confirmation. The second email which is the most 
important, contains the team registration code which you will enter during the registrations of your 
team board members. Check your email. If you do not see the email check your spam or junk folder. 
If it’s not there within 5 – 10 minutes, send us an email and we’ll resolve. 
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Back on the main dashboard, if you wish to process payment at that time you can do so by clicking 
the Payments button. You will see the amount owed under Balance Due. 
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If you’re paying by purchase order, follow the instructions on this page to submit your purchase order. 
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Check your email for an email subject “Your Team Registration Code Has Arrived”. This email will 
contain your Team Code for registering the rest of your Team:  
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Register your Team Board Members Using the Code 
 

From the Main Dashboard, click on the School Board Member Lookup button to expose the board 
member listing on the left side of the screen. Once you find the Individual you wish to register, select 
their name and proceed with the registration process. Please note: if you see an individual’s name 
with a filled circle to the left, this means the individual has already been registered (see below 
screenshot). For this reason, you will not be able to select them.  

If you are unable to locate the member you wish to register, please make updates to your roster by 
returning to your roster management page at my.nsba.org.  
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Proceed through the initial profile page where you’ll arrive to the complete participant information 
page. Complete any required fields for your team board member, enter the team registration code, 
and click the Next button. 

THE LAST FIELD ON THE PAGE IS WHERE YOU WILL ENTER THE CODE YOU RECEIVED VIA EMAIL. ENTER THE 
CODE AND CLICK THE NEXT BUTTON AT THE VERY BOTTOM OF THE PAGE. THIS WILL SET THE FEE FOR THE 
REGISTRATION AT $0.00. 
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Select the NSBA Full Conference Registration option and click the Next button to complete the 
registration. 

 

 
 
 
You will arrive to the Event Dashboard of the individual registration. Click on the RETURN TO MAIN 
DASHBOARD button to register new team members. 
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When you return to the Main Dashboard after completing the individual registration, you will see the 
record listed at $0.00 fee. If you like, you can edit the registration, or resend an email confirmation. 
When clicking Re-Send, you’ll arrive to a page where you will enter the email address and click the 
Send button. You can then navigate back to the main dashboard. 

 

 
 

 

At this point it’s just repeating this process until you have registered all of your team board members.  
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Upgrade from a 1-9 Package to 10+ Package 
 

If you purchased a 1 – 9 team registration, your code will expire after you register 7 individuals. You 
can upgrade to the 10+ team registration by clicking the Edit link by your registration on the Main 
Dashboard. On the Event Dashboard, select the Edit Registration button and proceed to the team 
registration option page. Deselect the 1 – 9 option and select the 10+ option. Proceed through the 
registration back to the Event Dashboard. As you did before, you’ll receive a new email with a new 
code.  

Proceed back to the Main Dashboard and register your new team board members with your new 
code from the email you just received. 

 


