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All of you should have heard of the new “One-Click” Registration system we have 

implemented for 2018.  It replaces having to click on the RSVP button and fill out 

your email/name information, then clicking on the Payment button to pay. 

We now have a single Registration link to our Event Management software called 

EventZilla.  Many of you have used it already if you signed up for the Frank Lloyd 

Wright trip, the Run to the Pines trip, Mystery Trip or the January Dinner.  

The intent was to streamline the process of Registration for our Activities, making 

it easier for Members, Trip Leads, and the Board Members involved with the 

process, mostly myself and Brenda.   

We use PayPal Express for both PayPal account payments and non-account 

Credit/Debit cards.  You do not have to have a PayPal account to use this for 

Credit/Debit Cards if you don’t want to. Or you can use your PayPal account just 

as you have in the past. 

While most Members register without any problems, some Members have 
experienced difficulties making payments through PayPal. This note is to provide 
some tips in avoiding pitfalls.   Remember: You are not confirmed for the Event 
until you see the EventZilla Confirmation Screen that says “Congratulations!  
Your registration was successfully processed” and have received your email 
Confirmation with Tickets. 
 
I’ve included screen shots so if you run into problems, you can look here at the 

steps that led up to the point that may have caused problems and the tips I may 

have had for it.  You can always drop me a line if you are having difficulties at 

JohnMccSCC@gmail.com. 
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The Registration Process – 

Picking the Tickets 

When you click on the Registration Link in an email Announcement or on the 

Website, it sends you to the EventZilla website.  Here you will see the “Tickets” 

available for this Activity.  Just like other forms you have used, use the drop down 

menu to select the number of Tickets you want: 

 

There may be Couples Tickets (per couple) and Singles Tickets (per person), or just 

Singles Tickets depending on the event.  Use of a Couples Tickets reduces the 

number of tickets sold and saves the Club money.  You can only buy 1 each of 

these.  You cannot register for someone else.  All attendees must be Club 

Members.  Events with limited registration may have a Waiting List Ticket.  Select 

this if the Ticket is Sold Out, with the number of people you are responding for.  It 

is a free ticket.  If a slot opens up, you may be contacted and offered that slot. 

Clicking on “REGISTER NOW” takes you to the Registration Summary page where 

you confirm the tickets you want and fill out your email/name information. 

 



The Payment Process  

At the bottom of this page, it will automatically select PayPal as your Payment 

Method.  Click the “COMPLETE REGISTRATION” button to begin the payment 

process.  Here you will have the option of either using your PayPal account to pay 

or use your Credit/Debit card without a PayPal account. 

 

Use the “Log In” button below your PayPal email and Password if you want to use 

your PayPal account.  Use the “Pay with a credit or debit card” to use your card.   

There have been a few instances of people getting an error when using their 
PayPal account to pay.  It says “We can't process your payment right now, so 
please try again later. We're sorry for the inconvenience.” Neither PayPal nor 
EventZilla are able to explain this.  Sometimes using your Credit/Debit Card 
instead lets you proceed. 
 

I will assume you chose to use your card in the following. 

This next page sometimes causes problems.  PayPal seems to take every 

advantage to get you to sign up for an account.  One place is at the top of this 

page.  Even though you clicked to use your card, if you have a PayPal account it 

may once again ask you to Log in to your PayPal account.  Choose to “Pay with 

credit or debit card” again. 



 

 

Now fill out the form.  At the bottom of the page, after the information you filled 

out, there is a box checked to “Save this information with a PayPal account”. 

Uncheck this box!   

 

 



Click “Review and Continue” at the bottom.  If you already have a PayPal account 

you may see the following screen trying to get you to use your account.  Select 

“Continue without logging in”. 

 

 

This brings you to the Review your Information page.  Click “Pay” if all is OK. 

 



If all went well, you will see a screen that tells you you’ve completed your 

payment.  If you see an error message, copy it down, noting the page it appeared, 

so I may be able to help you.  You can click “Return” to EventZilla or it will soon 

after bring you back automatically. 

 

Once back in EventZilla, you will see a Confirmation Page.  This means the entire 

process worked and you are registered.  If there is an error message here, also 

copy it down and the page it appeared for later. 

 



You will then get an email from PayPal confirming your payment and an email 

from EventZilla stating you are Confirmed. 

Remember: You are not confirmed for the Event until you see the EventZilla 
Confirmation Screen that says “Congratulations!  Your registration was 
successfully processed” and have received your email Confirmation with Tickets. 
 

If you have trouble with this process, try again later.  If it persists, send me an 

email (JohnMccSCC@gmail.com) noting what went wrong, including the error 

messages you copied down.  Sometimes I can help by using this information and 

looking at the PayPal and EventZilla account information. 
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