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Participant Signup 
 
This section shows how the participant registers for an event using RegisterMyTime.   
 
Click the URL link on the launch page for your location or use URL provided by your Wellbeing Champion. 

 
 
 
 
 
 
click Register next to the 
event in which you wish to 
participate. 
 
 
 
 
 
 
 

 
 
 
 
 
 
 
 
Registration Screen: 
• Select Appointment 
Time 

! click "  on right side of 
selected services and select 
an appointment time 
• Enter Email address (a 
fake email may be entered if 
participant does not have 
one.)  
• Verify Email address 
• Enter First Name & Last 
Name   
• Phone Number is 
OPTIONAL 
• click Register 
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Registration Completed 
 
A biometric screening 
consent form link is 
available at the bottom of 
the page.  The link will also 
be available in all 
confirmation and reminder 
emails. (See Below) 
 
To add the appointment to 
your calendar, click on 
symbol under “Add to 
Calendar”.  This will 
download a calendar item 
that can be added to: 

• Outlook 
• iCal 
• Google Calendar 
• Lotus Notes 
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A confirmation email will be generated to the email address provided during registration. 
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Participant Reschedule or Cancel 
 

 
 

• Click the 
link provided in 
your 
confirmation 
email or  

• Go to 
https://login.regi
stermytime.com
/Signin 
 
 
 
 
 

 
**If you have never been to this page to create a password, Click Set Password 
 
**If you have already set your password, Click Sign In in the upper right hand corner (skip to 
“Sign In” instructions below) 
 
 
 
 
Set Password 
 

 
 
 
 
• enter Email 
Address used during 
registration 
• click Send 
Password Reset 
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An email will be generated to the email address provided 
 
 

 
 
Click Set/Reset link 
 
 
 
 
 
 
 
 
 
 
 
 

 
 
 
 
 
 
 

 
 
 
 
 
 
 
• Create 
Password 
• Confirm 
Password 
• Click Update 
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Sign In 

 
 
 
 
 
 
 
• Enter Email Address 
• Enter Password 
• Click Sign In 
 
 
 
 
 
 
 

 
 
 

 
• You do not need 
to enter your profile 
information again. 
• You may change 
your password on 
this page. 
 
Your appointments 
are listed on the 
bottom of the page. 

• Click on 
Reschedule to 
change your 
appointment time. 

• Click on 
Cancel to cancel 
your appointment 

• To change 
your appointment to 
a different date you 
must cancel your 
current appointment 
and go back to the 
registration site to 
make a new 
appointment. 
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Reschedule: 
 

 
 
 
• Check boxes next to the 
services in which you would 
like to participate 
• Select Appointment Time 

! click "  on right side of 
selected services and select 
an appointment time 
• Your personal information 
will be automtically populated. 
• click Register 
 
Your appointment time will 
automatically update.  
 
 
You will receive the same 
confirmation screen and 
automatic email as described 
in the registration process 
confirming your new 
appointment time. 
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Cancel: 
 

 
 
 
 
 
 
Your profile information is 
pre-populated. 
 
 
 
 
 
Click Cancel next the 
appointment you want to 
cancel. 
!
 
 
 
 
 
 
 
 

 
 
 
 
 
 
Your appointment will automatically cancel but it will not be automatically removed from your calendar.  
You must manually remove the appointment from any calendar to which you added it. 
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