Sharing Invoices Between Guardians

In situations where multiple adults need access to invoices, the RegWerks system does require each person to
have their own account. Follow these steps when guardians/parents request and agree to this level of visibility.

1. First, confirm that at least one of the guardians/parents is an active account holder in
RegWerks, and has at least one registration linked to the account. If both adults are each an
account holder, skip ahead to Step #3.

2. If the second person does not yet have a RegWerks account, complete a partial walk-in
registration. Begin by selecting Register.
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e Select any Program, then select any Course. The selections do not matter, since the
walk-in registration process is only being partially followed to create the new account,
and not to complete a registration.

Home
AP Testing
Programs
e APTESTING
o AQUATICS
Q ATHLETICS
e CHILD CARE
o FIELD TRIPS

Client Support: support@regwerks.zendesk.com



mailto:support@regwerks.zendesk.com

e Select any Category, then select any Class.

Home

Number:

0 HISTORY AP TESTS | 20/21 US Government & Politics AP Test |
20/21 World History AP Test (W)

SCIENCE APTESTS

o Select CLICK HERE to Register for this Class.

History AP Tests

Class #: 20/21 US Government & Politics AP Test
Date: 7/28/2021

Days: We

Time: 12:00 PM - 4:00 PM

Location: High School

Price: $90.00

|CLICK HERE to Reqgister for this Class (g of 50) I

o Select New Account, and enter Personal Details as needed.

Last, First v

o Select Submit once Personal Details are complete. It is very important to close this
browser tab after seeing both the prompt, “Who are you registering” and the name of
the new Person. Seeing the second guardian’s name in a list of possible registrants

confirms that you have successfully created a RegWerks account for this individual.

\Who are you registering?

Please select the person you would like to register for History AP Tests. If the person you want to register is not listed please click on the "A New Person® option below

(O Mohamed Ahmed (self)
O A New Person




3. Once both adults have their own unique RegWerks account, navigate to the Class in which

invoices will be shared. Open the Registration for the appropriate participant. In the Invoice
History tab, click on the green plus icon.
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In the NEW Registration Contact window, Search for the second guardian’s name (or

the person for whom the new account was just created). Select the second person’s
name, then Save.

[NEW] Registration Contact

e W
Name Address
[ 2hmed, Mohamed 123 Maple Avenue |

#® cancel || save




¢ Inthe Registration window, the second Person appears in the Additional Persons field.

Select Save.

4. The new Person will now be able to view invoices for this class through his/her account.
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