
Accessing Your Account 

• To register for the Annual Conference and Clinical Summit, you must be logged into our system.

o If you have an account: To log in, click the “Sign In” button at the top right corner of our site.

o If you do not have an account, click the “Sign In” button at the top right corner of our site and follow the

“Not Registered” steps.

Managing Employees 

Prior to starting the conference registration process, we encourage you to go in and manage your employees.  This will 

ensure that all employees you need to register for the conference are in the system which will eliminate the need to 

leave the conference registration screen during the process.  To manage employees, follow these steps: 

1. Sign into your PACHC account:

2. Click my account:



3. Click manage my account: 

 

4. Click manage company and employees 

 

5. Click manage employees 

 



6. You will see a table listing all employees that are associated with your organization.  Check the list and click add

new employee for the individuals you need to add:

7. For each employee that you add, you will need to enter the following information: First and last name, address,

and email address.  Note: the company name will automatically pull from your organization.  There is a

dropdown box that allows you to change the address to the various sites your organization has:

8. Click save after each employee.  Continue this process until you are completed adding your employees.



Conference Registration as an Administrator 

As an administrator, you can register employees at your organization or register yourself (the add employee button will 

take you to the screen shown in step 5 above). 

Registering Yourself for the Conference 

1. Go to the annual conference registration page and sign in: https://www.pachc.org/
Events/Annual-Conference/Conference-Registration

2. Make sure Register self is selected in the Select Contact field:

3. Click next to continue to the registration options. Select your registration option and click next:

http://www.pachc.org/Events/Annual-Conference/Conference-Registration
http://www.pachc.org/Events/Annual-Conference/Conference-Registration


4. Answer the meeting questions.  (All meals are included with conference registration).  All questions must be

answered:

4a. Select Virtual or In-Person Registration

4b. If you select  In-Person Registration, additional meeting questions will need to be answered



5. Click next to continue to the donation page.  Select donation amount or click next to continue without donating:

6. Change the “Bill To” your organization and check the box to accept the Terms & Conditions.  Setting the “Bill To”
your organization allows the system to calculate organizational member bucket rates.

7. Save & Register Another (skip to steps for registering employees) or Finish & Pay.
8. After you click Finish & Pay, you will be directed to your shopping cart.  Please check that the 
amount is correct before paying for your order.  If you have questions, please contact PACHC at 
717-761-6443.



9. Click proceed to check out and complete the payment information.

Registering Employees for the Conference 

1. Go to the annual conference registration page and sign in: http://www.pachc.org/Events/Annual-

Conference/Conference-Registration

2. Select the organization from the dropdown box (select the site where the employee works):

http://www.pachc.org/Events/Annual-Conference/Conference-Registration
http://www.pachc.org/Events/Annual-Conference/Conference-Registration


3. Once the site is selected the screen will refresh and a table with your employees will appear:

4. Select an employee by clicking that line in the table (the person will be highlighted dark grey when selected):

5. The screen will refresh again.  The selected employee will be listed at the top under selected registrant:



6. Click next to continue to the registration options. Select their registration option and click next:

answered:

4. Answer the meeting questions.  (All meals are included with conference registration).  All questions must be

answered:

4a. Select Virtual or In-Person Registration

4b. If you select  In-Person Registration, additional meeting questions will need to be answered



5. Click next to continue to the donation page.  Select donation amount or click next to continue without donating:

6. Change the “Bill To” your organization and check the box to accept the Terms & Conditions.  Setting the “Bill To”
your organization allows the system to calculate organizational member bucket rates.

7. Save & Register Another (skip to steps for registering employees) or Finish & Pay.
8. After you click Finish & Pay, you will be directed to your shopping cart.  Please check that the 
amount is correct before paying for your order.  If you have questions, please contact PACHC at 
717-761-6443.



9. Click proceed to check out and complete the payment information.


