
Instructions on Ordering & Using Bulk Registrations 

Please make sure you have an account set up (Instructions for setting up an account can be found 
here) 

1) Navigate to the course you would like to purchase registrations for
2) Click on the “register” tab

3) Scroll down to the bottom of the page and select “here” on the “To purchase bulk registrations (2
or more) please click here. link”.

4) Select the registration type and “add to cart”. NOTE that the price listed will change based on the
registration type selected.

5) You will then be taken to your shopping cart. In the “Qty” section, please enter in the number of
registrations you wish to purchase. Note that you must change the qty and then tab out of the box
for the qty to update.

6) Select “Update cart” and confirm that the qty and total has updated correctly.
7) Select “Checkout”
8) Enter in your billing information. Note that all information must match card details exactly.
9) Select “Review Order”.  Please make sure that the qty and price is correct:

10) Select “Submit order”. This will then take you to the “Order Complete” page.

https://ce.unthsc.edu/content/frequently-asked-questions#Register_for_Account
https://ce.unthsc.edu/content/2026-healthcare-civil-society-bulk-registration


 

You will then shortly receive two emails. You may have to check your junk/spam folder depending on your 
institution’s filtering.  

Email 1 – Subject line: UNTHSC: bulk coupon purchase – this email contains your coupon codes. These 
codes are good for one user for one registration.  Please give one to each learner to enter in at registration 
checkout. This will take the cost to zero. They will still have to enter in billing information, but the system 
will not ask for payment card info.  

Email 2 – Subject line: Your Order at UNTHSC – this email will contain your invoice/receipt for your 
records.  

**You can also access your coupon codes by clicking on “My account” in the top right corner of the 
screen. Then select the subtab “Coupons”. This will show all coupons purchased as well as if they have 
been used yet.  

 

 

 

If you have any additional questions or issues, please contact us at register@unthsc.edu. 

 

 

 

mailto:register@unthsc.edu?subject=Bulk%20orders

