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How to Make Edits in the Registration Categories Folder 
 
This document will show the process of how to add or delete a registration category. 
 

1. Go to the Registration Categories folder on the left side of the screen. 
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2. To add a new category, Click ADD NEW CATEGORY link. 
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3. A pop up box will appear which will prompt you to enter the: 

A. Category name 
B. Category distance (if applicable) 
C. Category price 
D. Date & time the price is good through 
E. An additional price can be added if there is a price change 
F. More categories can be added; Click ADD NEW CATEGORY 
 

 
 

4. Click FINISH when the additional category has been added. 
 

 
 

5. The new category that was just created will appear along all other categories on the left 
under the Registration Categories folder. 
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6. To delete a category, Click DELETE, next to the name of the category. 
 

 
 

7. Click OK. 
 

 


