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R  –                       B : T   
This tutorial will be a walk-through of the different parts of registering for an event in Realm. These 
images are taken from the web version of Realm (www.onrealm.org), so it may look a liƩle different 
than the mobile app version on your phone. AŌer logging into Realm, click on the Events tab. You will 
see the different events hosted by Hebron Church listed by date.  
 
This tutorial will show 
you how to register for 
the Momentum Night 
for Students which is 
held on March 6. Click 
on the Event name to 
open the registraƟon. 

 

 

 

 

 

 

 

The event’s page will show you some  
details about the date, Ɵme, locaƟon, and 
the cost. 

Please note the Resources tab. This means 
that there are forms or links to complete 
for this event. 

When you are ready to register, Click on the 
Register by March 6 buƩon. 

 

 

 

 

I’ve clicked on the Resources tab to show  
you the forms that need to be completed  
for this event. 
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This page will show you a more 
detailed descripƟon of the event  
and allow you to choose who in 
your family will aƩend the event, 
by clicking the box beside their 
name.  

You can register a guest by first 
clicking + Add another registrant 
then typing their name in the box.  

Click Next when you have added  
all of the guests you would like to  

      register. 

 

This screen will confirm who you want 

to register. If there is a ^ beside the  

registrants name, there are Custom 
Ques ons or Fields to complete. 

 

This is where you will see the cost of the 
event (if there is a cost). Please click 
Next: Review to conƟnue the  
registraƟon process and view payment 
opƟons. 

 

 

This is a review screen. It will 
show you the links to the 
forms under the Resources 
tab, the names of those 
guests being registered, and 
let you select payment  
methods.   

If you choose to Pay  
In-Person or pay at a later 
date, go ahead and click  
Register then follow to Step 
8. 

Follow along for the steps to  
          Pay Now with a credit/bank 
          card. 
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Paying for your event registra on. This can be done online 
when you register, at a later date online, over the phone 
with the Church Office staff, or you can Pay In-Person with 
cash or a check. 
 

If you would like to pay online at the Ɵme of registraƟon, 
choose Pay Now and click on the +Add New Payment  
Method. 
 

If you have an account set up for online giving that you have 
saved to your profile, it may show up here. You are not  
obligated to use that account for every registraƟon  
payment. You can click on +Add New Payment 
Method for a one-Ɵme payment if you want to use  
a different card.    

 

 

 

 

If you would like to save this payment method for use for 
addiƟonal payments for future events, you can click the 
box beside Save for future use. 
 

If you have a Realm profile, some of the fields may  
pre-populate with your name, address, and email. Once 
you complete all of the required fields, click Save. 

 
This is a secure way for processing payments online. You 
will receive a payment confirmaƟon via email for your  
records. If you do not receive a confirmaƟon email or are 
unsure if your payment went through, call the Church 
Office and ask to speak with the Treasurer for  
confirmaƟon. 
 

Note: For trips with a higher cost, you are able to make 
mulƟple parƟal payments.  
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You will see this 
confirmaƟon  
message in the 
green box once 
your registraƟon is 
complete.  

 

 

 

 

 

A confirma on email 
will be sent to you. It 
will include the date,   
locaƟon, and the 
names of the people 
that you registered 
for the event.   
 

In our example, this 
confirma on email 
includes the links to 
the necessary forms 
that must be 
 completed for this 
event. 

 
       If you don’t receive a 
       confirma on email, 
       please call the church 
       office to confirm that 
       the registraƟon went 
       through. 

Your email address 

Pay Now 
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If you need to make a change to your  
registra on or make a payment, go back 
to the Events list in Realm (shown in  
Step 1) and click on the parƟcular event.  

 

In our example, we see that 2 people are 
registered, and that there is a remaining 
balance of $40.00.  

 

Clicking on Manage Registra on will allow 
you to go back into your event registraƟon 
and do the following acƟons outlines  
below— 
 

 

 

1. Edit Who’s Coming.   
   You can add or remove  

someone. 
 

2. Cancel Registra on. 
 

3. Make a payment. If   
  you did not make a 
  payment at the Ɵme of   
  the iniƟal registraƟon,  
  you can make a  
  payment or parƟal  
  payment at a later date.   
  Click the Make a  
  Payment buƩon and  
  follow the same steps  
  as previously outlined in   
  Step 7. 
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If you need to Edit Who’s  
Coming You can uncheck a 
name to remove someone  
previously registered,. Click on 
a name to add a new person to 
the event or click +Add  
another registrant to add  
another guest. Click Next to 
conƟnue with your updated 
registraƟon as outlined the 
same way as in Step 3. 

 

 

 

 

In this example, someone was 
added to the event registraƟon. 
The Total Cost and Balance is 
updated to reflect the change. 

 

 

 

If instead you choose to cancel the registraƟon for everyone  
previously registered, this screen with an orange border will pop 
up as a confirmaƟon. When you click Cancel Registra on, it will 
show that the Total Cost will change to $0.00.   

 

 

 

 

 

You will receive an 
event cancella on 
email similar to the  
iniƟal confirmaƟon  

                 email. 
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