
                                               Discount  Code 
 

The discount code is set up in the Register page “Fee Schedule” 

 
Click the binoculars in Find attendee type dropdown 

1. Type in the discount code you would like to use preceded by an ampersand 
a. The discount code can be alpha or numeric or combination 

2. Click the green plus sign to add this to the dropdown  
3. Click OK to add 
4. Click to highlight the added selection 
5. Click the Red Check to select 
6. Select the amount that you would like discounted/deducted from the total 
7. If the amount you would like discounted is not in the fee, add that amount 

to the fee amount dropdown. (Done as above when adding to a dropdown) 
8. You now have the amount that you would like to be used as the  discount in 

the fee schedule 
 
 



                                               Discount  Code 
 

1. You will give this code to your users without the ampersand. 
2. They will input the code (without the ampersand) in the CME Code box on 

their online registration form. 
3. The discount will be subtracted from their total at payment proccessing 

 

 


