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Registering to host the Woodland Steward Webinar Series 
 
You will need to register as a group host for each of the four webinars.  Please follow the 
following steps to set up a group viewing event. You will need to do this for each of the four 
webinars being offered as the Woodland Stewards Webinar Series. 
 
1. Select the webinar URL from the table below. 

 
Session Date URL 

2/6/20 http://www.forestrywebinars.net/webinars/woodland-stewards-
webinar-series-woodland-management-what-is-right-for-you-and-your-
woodland/ 

2/13/20 http://www.forestrywebinars.net/webinars/woodland-stewards-
webinar-series-understanding-the-financial-aspects-of-woodland-
management/ 

2/20/20 http://www.forestrywebinars.net/webinars/woodland-stewards-
webinar-series-more-than-timber-income-opportunities-from-non-
timber-forest-products/ 

2/27/20 http://www.forestrywebinars.net/webinars/woodland-stewards-
webinar-series-launching-your-woodland-legacy-intact-in-forest-and-in-
family-ownership/ 

 
2. Begin the Registration process to conduct a group viewing 

Click on “Register Now!” under the “Group Viewing Available:” located on the right at the 
bottom of the Webinar Details section on the webinar’s detail page. 
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3. Register for the Group Viewing as the Organizer of the event 

Once you begin the “Register Now!” 
process, you’ll be taken to the Group 
Viewing Dashboard where you will 
complete the registration form required to 
register your group viewing event.  To 
register, you’ll enter the information where 
the event will be conducted and you’ll also 
enter your information as the organizer.  
Since you, as the organizer, will also be an 
attendee, you’ll also enter your personal 
information and CEU information (if 
applicable).  You will also enter a security 
question and answer that you will need 
later to access your Group registration. 
Make sure to record your security question 
answer for later use. Note, all required 
fields are indicated with a red dot next to 
the field name.  After saving the registration 
information, you will receive an email as 
confirmation of your registration. On your 
registration form and on your confirmation 
email, you are issued a group/access id that 
you will need to record for later to access 
your group registration to add attendees 
and to view the webinar as a group.    
 

***Record your group access id*** 
 
Session Date Group Access ID 
2/6/20  
2/13/20  
2/20/20  
2/27/20  
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4. Add attendees to your group viewing event 
Now that you have successfully registered for the group viewing event, you need to register 
attendees to your event. You can either register attendees prior to the event or 
immediately after the event. To begin the process of adding attendees to your group 
viewing event, return to the Confirmation email you received when you registered as a 
group for the event. In this email click on the Group Viewing Dashboard link. That will take 
you to the Group Viewing Dashboard where you can find your event.  You can also access 
the Group Viewing Dashboard from the Webinar Detail page for the webinar you want to 
host.  Under the “Conduct Group Event” logo click on the “Already Registered?” Link. Once 
you are on the Group View Dashboard you can find your group event by entering your 
Group ID and organizer email.  After entering the Group ID and email you will be asked for 
the answer to your security question that you had entered in when you registered for the 
group event. 
 
Once you are in your group viewing event registration page, you can add an attendee by 
clicking the ‘+ Add Attendee’ button or you can upload an excel file with all of the attendees 
at one time by clicking on the ‘Upload Attendees++’.  For each attendee you add, you’ll 
need their First Name, Last Name, Email address, and the Attendee category that best 
represents them.  

*Attendee category that best represents you  
1.Academic (Student/Educator/Instructor) 
2. Landowner 
3. Extension (Agent/Associate/Specialist) 
4. Forester/Master Forester 
5. Farmer/Master Farmer 
6. Master Naturalist 
7. Land Manager/ Natural Resource 
Consultant 
8. Logger/Timber Employee or Consultant 
9. Private Industry Employee 
10.  Non-Government Organization Employee 
(e.g. Nature Conservancy) 
11.  State Agency Employee 
12.  Federal Agency Employee 
13.  City/County/Local Agency Employee 
14. Other 

 
If you plan on uploading an excel file with the list of attendees you will need to download 
the “Attendee Registration spreadsheet” (excel file) and fill in the First Name, Last Name, 
Email Address, and Attendee Category for each attendee.  To download the spreadsheet 
click on “UPLOAD ATTENDEES++” where you will find the link to download the spreadsheet.   

Click “ADD ATTENDEE” to 
register an attendee or click 
“UPLOAD ATTENDEE++” to 
upload a list of attendees 
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Once you have downloaded the 
spreadsheet to your computer, you can 
enter the information for each attendee 
into the file.  After entering the 
information and saving the file you are 
now ready to upload the file by returning 
to the group viewing event registration 
page.  From the group registration page 
click on “UPLOAD ATTENDEE++.” 
 
 
 
 
 
 
 
 
Once you are in the mass attendee 
registration page you will click on choose 
file to select the file for upload from your 
computer.  After selecting the file to 
upload you will then click on 
“UPLOAD>>” 
 
 
 

Click “UPLOAD ATTENDEE++” 
to upload a list of attendees 
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Once the file has uploaded you will have 
the opportunity to check the data that 
was uploaded prior to final submission. 
To finalize the submission, click on “ADD 
ATTENDEES>>.” This will then upload the 
attendees into the group viewing event 
registration page, where you will be able 
to edit attendee information if need be. 
 


