
Navigating The Online 
Registration 
 

A Downloadable/ 
Printable Guide 

A step-by-step walkthrough to 
help first-time attendees (or even 
veteran ones) work their way 
more easily through the IGHR 
online registration process. 
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First Things First…  
Visit the IGHR Registration Page 

A link to the online registration 
will be posted on the IGHR 
website at the time registration 
begins in January. 

 

If refreshing the browser 
window does not help you see 
the link, you may need to clear 
the browser cache to force the 
browser to load the updated 
page (Tools > Internet Options in 
Internet Explorer, History > 
Clear Recent History in Firefox). 

 

The printable registration form 
will not be offered due to the 
rate at which courses have filled 
over the past two years. 
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Once you click on the link, 
you will be taken to the 
123Signup.com site for the 
actual online registration. 

 

Click on the correct year.  It 
will be at the top of the list 
with a green dot indicating 
its status as “Open.” 

3 IGHR 101 - Navigating the Online Registration 



Click on the “Register” button.  
There is also an option on this 
page to add this event to your 
calendar in Microsoft Outlook 
should you wish to do so. 
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Enter your e-mail address in 
the field provided.  This is 
how 123Signup keeps track 
of you, so it’s best to enter 
one you use often. 



Next, click on what type of 
attendee you’ll be at IGHR.   

 

With rare exception, you will 
need to select “General” unless 
you work for IGHR or Samford 
University.* 

 

 
*We have access to University rosters, so we’ll find out if 
you try to pull a fast one on us by trying to register as 
faculty or staff.  Just sayin’. 
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Event/Activity 
Registration 
 

Also known as “the Heart 
of the Matter” 

This screen is where you select courses, 
dorm rooms, meal tickets and/or 
linens packets. 
 
Since it’s a long one – not to mention 
an important one – we’ll go over it piece 
by piece here. 
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Select Your Course 

Select one of the available 
courses by clicking on the 
box to the left of the 
course title. 
 

IMPORTANT! 
If a particular course says 
“COURSE FULL” before it 
is scheduled to open for 
registration, it is not full.  
That is merely the system’s 
way of showing that there 
are no spots available. 
 
Please check the website for 
the registration schedule: 
samford.edu/schools/ighr  
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Need A Dorm Room/Meal Ticket? 
If you plan on staying on campus, indicate 
whether or not you would want a private  
or shared room.    
 
 Anyone choosing a shared room but not 
indicating a roommate preference will have 
one assigned at random. 
 
Anyone choosing a shared room should be 
in good health, free of any conditions that 
could be spread to your roommate. 
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If you are staying on campus, a meal ticket is 
automatically included.  Please do not select 
a room plus a meal ticket 
(even if you’re really hungry). 
 
A meal ticket offers no real savings    over 
paying for meals as you go but is available 
as an option for convenience and includes a 
box lunch on Monday and Tuesday. 

NEW THIS YEAR!  We are able to offer 
attendees staying on campus a linens packet 
for use during IGHR.  You’ll have to return 
the linens on Friday and you’ll still have to 
bring your own soap, pillow and toiletries, 
but you won’t have to bring everything. 



Bringing Your Spouse? 

You can register your spouse or 
significant other at the same time you 
register yourself.  Underneath the 
dorm rooms/meal ticket/linens 
packet fields is a link to enter your 
spouse’s name. 
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If your spouse or significant other has a 
different address/e-mail than your own, 
please add them into the fields provided so 
we can add them to the rosters that are 
included with your course materials. 



Once you’ve entered the name of your 
spouse/significant other, you may 
select his/her course as well. 
 
 
If you are registering your spouse/ 
significant other for a course that      
is not open yet, you can edit your 
registration later and add him/her 
when the course opens. 
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If you’re both staying in a dorm room, 
you will need to select two rooms 
(shared if rooming with each other, 
private otherwise) and list each other 
as roommate/suitemate choices. 



The Profile 
Information 
Page 

If this is your first time attending IGHR  
(or at least your first time registering online) 
then we need to get some basic information 
about you.  Don’t worry, it won’t take long. 
 
Most of these are pretty self-explanatory  
but there are a few that need clarification. 
 
If you’ve filled this out before you can 
always update your information by logging 
in and selecting “Edit Profile.” 
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If the name you want on your 
badge is different than your 
first name, please enter it here. 
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If you have any genealogy-
related certifications (such as 
CG, CGL, etc.), please list them 
here.  Please refrain from 
listing any non-genealogical 
certifications. 

You must have a 
password when you set 
up your account.  One 
possible example of an 
acceptable password 
might be “Rover8it.” 

We hope we’ll never have to use this phone 
number, of course… but better safe than sorry 
just in case we do need it. 



The Dreaded 
Questionnaire 
 

No Need to Dread It! 

This screen is where we get some useful 
information which we use to help make your 
IGHR experience better.  All of the questions 
may not apply to you, but please answer the 
ones that do. 
 
This is a long one as well, so we’ll go over it 
piece by piece here too. 
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If you registered for Course 4 
(Advanced Methodology & Evidence 
Analysis), select the requisite which 
you meet from this pull-down list. 
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If you are staying on campus, then you 
need to fill out these four areas. 
 
As the form clearly states, we will make 
every reasonable effort to accommodate 
suitemate requests but cannot guarantee 
that they will be granted. 
 
If you have any special housing needs 
that we should consider (such as limited 
mobility, etc.), please include them here 
as well.  As with the suitemate requests, 
we will make every reasonable effort to 
accommodate where we can. 
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If you are staying on campus or have 
purchased a meal ticket, this section is for 
you.  If you did not purchase a meal ticket 
or are not staying on campus, then please 
select “I didn't purchase a meal ticket for 
myself” for each item as these fields are 
required. 
 
Your meal ticket includes a box lunch on 
Monday and Tuesday.  Use the pull-down 
lists in this section to choose one of the 
four options for each day: 
 
1. Pecan Chicken Salad - Chicken Breast mixed 

with pecans and light mayonnaise served       
in a flaky croissant with fresh fruit salad      
and baked chips 
 

2. Oven Roasted Turkey - Turkey and 
provolone on whole grain bread with honey 
mustard, a pickle spear, pasta salad, and 
gourmet cookies 
 

3. Grilled Veggie Wrap - A variety of vegetables 
and spinach rolled in a tomato tortilla wrap 
and served with a side of low fat dressing, 
baked chips, and fresh fruit salad 
 

4. Grilled chicken salad - Mixed greens, grilled 
chicken tenders, tomatoes, cucumbers, 
shredded carrots, cheddar cheese, and honey 
mustard dressing 

Note: If you are registering a spouse/significant other/partner with a dorm 
room or meal ticket, you will need to choose his/her box lunches as well. 



You don’t have to, but we’d love to 
know your education, training 
and/or research experience.  
Professionals and amateurs are 
equally welcome at IGHR. 
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Telling us how many times 
you’ve attended IGHR helps 
us get a clearer picture of 
how often folks attend so we 
can better tailor the programs 
and overall experience. 

See, that wasn’t so bad now was it? 
We told you there was no need to dread it… 



The Checkout Page 
a.k.a. “The Moment of Truth” 

You’ve made your choices, you’ve 
entered your profile information, and 
you’ve answered the questionnaire.  
Now all that’s left is the purchasing. 
 
 
Double-check the list to make  
sure you’ve got everything like  
you want it.  Hit the “Back”  
button to make any changes  
or the “Proceed to Checkout”  
for payment options. 
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Paying by 
Credit Card? 
At this time we can only accept VISA  
or MasterCard.  Also, due to federal 
regulations we are unable to accept  
credit card payments over the phone. 
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The name and billing address are automatically 
filled in with information from your profile.  If 
any of this information is different (such as the 
name on the card or billing address) please make 
the necessary changes to ensure that the 
transaction goes through successfully. 
 
Please note that corporate/business purchasing 
cards may have difficulty processing. 

Please note that the $75 cancellation fee is 
applicable from the time of registration. 



Paying by 
Check? 
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You may pay by check if you do not have a 
credit card or are uncomfortable giving the 
card number online. 
 
Please make checks payable to Samford 
University Library. 
 
Please enclose a printout of your 
confirmation e-mail to accompany the check 
so we’ll know exactly who to credit the 
payment. 
 
Please note that payment must be paid in 
full within 30 days to secure registration 
and that it must be paid in full by March 
15th to receive the early registration 
discount. 

Also please note that the $75 cancellation fee 
is applicable from the time of registration. 



Congratulations! 
Once you click “Pay” if paying by credit card or 
“Register” if paying by check, your online 
registration should be complete. 
 
You should get an automatically-generated  
e-mail like the one shown here confirming your 
registration.  If you have not received this  
e-mail in a timely manner, please contact us 
immediately to verify that your registration  
was successful. 
 
 
 
Please contact us if you have any questions. 
ighr@samford.edu 
(205) 726-2846 
(205) 726-4447 (IGHR) 
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