
How to Register for MPRA Events Online 

1. Visit www.mopark.org and click on EDUCATION from the top menu.  
2. Click the event you would like to register for. If online registration is available it will take you to another page 

where you will find a button to “register online.” 
3. Click “Register Online.” 
4. Click “Login” in the upper right corner of the page.  Or, if already on the login page, full in your username and 

password.  

 
**Each department has ONE set of login credentials. Usernames and Passwords were emailed to the 
director of each department. If you are a student or the only member from your organization, you were 
emailed your credentials 
 **You can use the links below the “Sign In” button to recover your password OR contact the MPRA office 
for assistance 

5. Now that you are logged in, click the event image on the bottom half of the page that you would like to register 
for. 

http://www.mopark.org/


 
6. To register for an event, click the plus image to the left of the event the click “Add to Cart” at the bottom of the 

screen. 

 
7. Check the box next to the member(s) you would like to register for this event then “Continue.” 
8. The event is now in your shopping cart and you can “Proceed To Checkout” OR “Continue Shopping” if you 

would like to register for other events.  
**To remove items from your shopping cart simply click the “X”  to the left of the item any time you are 
in the shopping cart page. 

9. Repeat steps 6 and 7 until you have everything in the shopping cart then click “Proceed to Checkout.” 
10. Enter the amount you would like to pay today. It will default to the balance in your shopping cart. 

**FOR INVOICE OPTION to pay with a check you will enter $0 in the payment amount and select any of 
the credit card types (you will not be asked for credit card information nor will your card be charged) 

11. Provide the information highlighted in red under “Billing Information” and click “Continue.” 
12. Click “Finish” if paying by invoice OR click “Continue” if paying by credit card. 
13. If you are paying by credit card you will be directed to enter your payment information. If you are paying by 

invoice you will be able to print a copy of the invoice by clicking on “View Confirmation Receipt.” It will also 
email you a copy if you confirm your email address and click “Submit.”   

**When mailing your payment please include a copy of your invoice.  
 

 



14. Print a copy of your receipt for your records. 
15. Click “Continue Shopping” or “Logout”



How to Change Password and Username 

Once you are logged in to your account the password can be changed. Please keep in mind that you share one password 
and username with your entire department.  And, the MPRA office cannot look up your password for you, we can only 
reset it.  

1. Click “My Account” in the gray bar at the top of the page.  
2. Then, select “Account Settings.” 

 

3. Now, type your current password and fill in the information you want to change.  
4. Click “Submit.” 



 

How to Update Member Information or Add Members to Your Account 

Login to WebTrac.  

1. Click “Change Member Data” in the quick links menu at the top of the page.  

 

2. Make any changes necessary to member data or click “Add New Member” at the bottom of the screen.  
** Members cannot be removed from your account in WebTrac. You will have to contact the MPRA office to have 
them removed.   

3. Once you have made all of your changes, click “Save.” 

 

  



How to Reprint a Receipt 

Login to WebTrac.  

1. Click “My Account” in the gray bar at the top of the page.  
2. Then, select “Reprint A Receipt.” 

 

3. A list of receipt numbers and transaction dates will appear. Click on the printer icon to the left and it will open 
the receipt as a PDF in a new window.  

4. If you have selected the correct receipt you can print from this screen using the PDF print menu.   
5. Once you are finished return to the ‘HOME” menu or “Logout.” 

  


