
 
 
 

Instructions For Using The Avectra Online Registration System 
 

IMPORTANT:  Avectra works optimally with the Microsoft Internet Explorer browser.  If 
you’re experiencing problems, please try using the IE browser before calling for help.  

 
1.  Go to: https://netforum.avectra.com/eweb/StartPage.aspx?Logoff=Yes&Site=ABTLNCAL and click on 
EVENT REGISTRATION (second option on the left).  See example below. 

 
2. On the UPCOMING EVENTS page, click on the event name (see example below): 
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  Click here  

  Click here  

https://netforum.avectra.com/eweb/StartPage.aspx?Logoff=Yes&Site=ABTLNCAL


2. On the EVENT DETAILS page, click on REGISTER FOR THIS EVENT (See sample below): 

 
 
3. On the LOGIN page, enter your email address and password if you’ve set one up.  If you have 

not yet set up a profile, click on NEW VISITOR REGISTRATION.  (See example below): 
 

 
 

If you have a profile and password, skip steps A – D and 
proceed to Step 5.  
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   Click here 

   ↑ Click here    

 if you haven’t  

 set up a profile  



 
A. If you clicked on NEW VISITOR REGISTRATION, on the Verify Registration Status page, enter 
your primary email address and click GO. 

 
 
B. On the next page (NEW VISITOR REGISTRATION), enter your profile information.  Required 
fields are labeled with an “R”.  When complete, click on CREATE ACCOUNT (bottom of page). 
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↑ Type email 

address here 



C. On the SELECT ORGANIZATION page, if your firm is not filled in, select NOT LISTED HERE 
and click on CONTINUE. 

 

 
 
D. On the ADD ORGANIZATION INFORMATION page, enter your firm (organization) name.  This is 

the only required “R” field on this page.   
Also: 
1) Check the box labeled DO NOT PUBLISH INFORMATION ONLINE if you don’t want your name 

and company information seen by other ABTL members; 
2) Uncheck the I AM THE PRIMARY CONTACT box if an administrator in your firm is the Primary 

Contact e.g. for reserving tables at dinner programs.  If you wish to be the Primary Contact, 
please check this box.   

3) Check I AM AN EMPLOYEE.  See example below. 
When complete, click on SAVE ORGANIZATION (bottom right corner). 
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  Click here when complete  



 
4. On the Event Registration Wizard page, choose the registration option you want. 
 

 
 
5. On the next page, make sure your name is correct.  Don’t worry about the badge name; badges 

will be made based on the list provided by your firm’s administrator. Click on NEXT (bottom right). 
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Select reg.  ↑ 

option here 

  Click here ↑ 
  after reviewing 

  your name 



6. If your firm is not purchasing a table or 10, enter the total number of guests (firm members, 
clients, spouses etc.) who will attend on the next page and click NEXT (bottom right): 

 

 
 
7. On the next page, verify the registration option shown is correct and click on REGISTER NOW 

(bottom right). 
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Click here 
after 
entering 
number of 

guests ↓ 

Click here 
after 
verifying 
reg. option 

is correct ↓ 



 
8. On the ONLINE STORE page, verify the registration option is correct and click on PROCEED TO 

CHECKOUT. 
 

 
 

9. On the CHECKOUT page, choose Bill To Organization and choose your organization by clicking 
on the ↓.  If no organization is shown, select the option to bill to your work address.  If you have 
not entered your work address, enter the address that you want to appear on the invoice by 
choosing the Bill to Alternate Address at the bottom.  WE DO NOT ACCEPT CREDIT CARDS 
AS PAYMENTS FOR TABLES OF 10 due to the high transaction fees charged by the credit card 
companies.  Please mail a check payable to ABTL for tables of 10 to Michele Bowen, 115 
Northwood Commons, Livermore, CA  94551. When you have chosen your billing option, click 
NEXT at the bottom of the page. 
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Click here 
to proceed 
to payment 

options ↓ 



 
 

 
 

10. On the next CHECKOUT page, choose BILL ME from the pull down menu and click NEXT 
(bottom of page). 
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Click here 
after 
choosing 
your Bill To  

option ↓ 

Choose BILL ME to pay by check 



 
11. On the final CHECKOUT PAGE, review your order information and click on SUBMIT ORDER 

(bottom of page). 
 

 

 
If you want a confirmation sent to an additional email address, in addition to you primary address, add it 
under E-MAIL CONFIRMATION. 
 
If you have questions, feel free to contact Michele Bowen at abtl-ncal@comcast.net or (925) 447-7900. 
 
Thank you for your support and patience as we implement this new software! 
 
Michele Bowen 
Executive Director 
ABTL – Northern California Chapter 
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Click here to submit order 

mailto:abtl-ncal@comcast.net

