Events Manager Registration Instructions

1. Please visit the OSPI Events Manager at:  www.k12.wa.us/events.  (Right-hand side of screen)
2. Select “October.”  Click the green register button next to October 6th – 7th.

3. If you have created a profile, login with the username and password you created.  If you have a profile, skip to step 5
If you have NOT created a profile, click on the “Create an Account” link (located below the password field).

4. Complete the 6 easy profile steps and click on the Save button (located on the

bottom of the last screen).

5. The next screen will list the title of the event, please click on the Confirm button.  

6. Follow the next few screens to enter your payment information.  If you are paying with a purchase order, you will need to enter a purchase order number.  MAKE SURE you hit the green Submit button.  Your registration will not be processed until you hit the Submit button.  

7. The next screen will be a confirmation screen, please print this screen for your 

records. You will also receive a confirmation via email and can also go into the My Event History tab at any time to view your registration status. 

8. When you are finished, please click on the grey logout link (located on the top, right of your screen, below the Feedback button).
NOTE:  If you are registering multiple people, please follow the steps above.  Make sure you logout after each person you register.  If you do not logout, you will not be able to create the next profile.  

If you have any questions regarding registration, please click on the Feedback link (located on the top, right of Events Manager).

