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 Online Registration Instructions  
Undergraduate Caucus 

Please review the registration instructions below for assistance in registering: 

  
1. Click the following link to log in to the registration system: 

https://www.netforumondemand.com/eWeb/StartPage.aspx?Site=AKAMIDWESTERN.  Click the Login link on the left menu.  Your login 

is your email address (which must be the same one that is on the file at the corporate office) and your password is your financial card 
number.   

 

2. If you were financially active last year or are currently active this year, an expanded menu will appear on the left.  Click on the My 
Information link to check and update your address information, as necessary. 

 

3. Select the Upcoming Events link from the left menu. 
 

4. Click on the event Undergraduate Caucus on the bottom of the screen. 
 

5. Scroll down and click on the Register for this Event Button. 
 

6. If you have trouble logging in, it is possible that your information is incorrect in the Corporate Office database.  Please ensure that you 

can log in to the members only side of the Corporate Office data base AKA ESP Web Site and check your profile information to verify the 
email address that you have on file and your membership status.  If your membership status is incorrect, send an email to 
membership@aka1908.com. 

 

7. If you have done all the above and still have a problem with online registration, DO NOT CALL YOUR REGIONAL DIRECTOR!  Please 
send an email with the problem/question details, including your contact information to mwrcevetta1908@hotmail.com. 

 
8. You will be contacted within 24 hours, unless it is the last day of registration.  Do not wait until the last day to register online, if possible. 

 

Please remember that your registration will be considered pending until your per capita payment for this year has been verified.  Your 
registration will be cancelled if your current year dues are not paid.  
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Undergraduate Caucus Online Registration 
 

 
 

For Graduate Advisor’s to process group registrations for your Undergraduate Chapter: 

Note:  Before you start the process, you should have the credit card OR the check number you will use to pay for the 

registrations available for notation on the payment screen.  Graduate Advisors are being allowed to enter the Undergraduate 

Soror registrations online and pay by either credit card or by submitting a chapter check.  The registrations will not be 

considered CONFIRMED until the chapter check  is received and applied to the group registration record. 
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To begin, “click” the login button and login with your e-mail address and financial card number.  
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The menu will expand and will include an Upcoming Events link on the left menu.   

Click on Upcoming Events. 
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Click on the link for the Undergraduate Caucus event at the bottom of the screen. 
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Click on the Register for this Event button.   
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Because you are in the system as a Graduate Advisor, you will have an additional register button –  

Group Registrations.  Click on the Group Registration button. 
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Select the appropriate Fee Type.   

NOTE: Some regions may have only one fee for all attendees while other regions may have different fees for Graduate and 

Undergraduate registrations.)  This fee should typically default to Undergraduate Registration.   

Scroll down to the bottom of the screen and click NEXT. 
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Click the check box for each member that will be attending.   

Click on the Page Number (above the badge name label) to display the remaining members  

and click their check boxes.  When you have completed checking all members  

who will attend the Undergraduate Caucus, click the NEXT button. 
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A list of all the members checked will be displayed to allow you to enter registration demographics for each member. 

Select the Registrant Type—(Undergraduate Soror)--Enter the Cluster # 
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A confirmation screen will be displayed listing all the registrants included on this group registration.  

Scroll down and click ADD TO CART. 
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Click on CHECK OUT at the bottom right of the screen. 
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Click on the Bill to Organization radio button and select the Undergraduate Chapter to receive the bill.   
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Scroll down and click NEXT. 
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Select Purchase Order as the Payment Method  

(the Undergraduate chapter is being allowed to enter the registrations online 

and pay by submitting a chapter check.  The registrations will not be considered CONFIRMED  

until the chapter check is received and applied to the group registration record. 

Enter the check # you will be submitting in the Purchase Order field.   
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 A confirmation screen will be displayed showing the total for the group registration.   

The system will send a confirmation ONLY to the Graduate Advisor entering the group registration 

after the chapter check has been received and applied to the group registration. 
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The Checkout Summary lower part of the page displays below 

This is the FINAL step and the Grad Advisor submits the registration! 

 

 
 

The final screen provides the confirmation number for the Undergraduate chapter’s group registration and a confirmation email will be 

sent.  If you have any questions on the Group Registration process please contact mwrcevetta1908@hotmail.com. 


