
Changing a workshop for a participant 

 

1.  Go to the reports section and click 
“conference registration list” 
 

2. Search the participant’s name; 
 

3. Click “edit” 
 

4. Use the radio buttons to select the 
new session as option 1 and hit save 
progress 

 
5. Hit “Submit”, select “no fee option” 

and “complete registration”. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

  


