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Logging in to the Group Registration Website 
URL: https://corereg.cmrus.com/nsba2027/group 
 

Upon arriving to the group registration, you’ll click the ‘Manage District Registration’ button on the 

homepage. 
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After clicking the ‘Manage District Registration’ button you will be sent to my.NSBA.org to log in. If you 

are already logged in to your NSBA account, you’ll be automatically sent back to group registration 

and logged in. 

If you are not logged in to your NSBA account, you’ll be required to enter your username and 

password and click the ‘Login’ button.  

Upon validation of your username and password you’ll be logged in the group registration website. 

If you’re unsure of your username and password, you may contact info@nsba.org.  
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Create Your Group Registrar Profile 
 

You will create your Group Registrar profile upon logging in. Think of this as your contact card; this is 

not a conference registration. Your registrar profile will be kept on file.  
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Register an Individual Member 
 

A panel will appear on the left-hand side of the screen with a list of all your school board members. 

Once you find the Individual you wish to register, select their name and proceed with the registration 

process. Please note: if you see an individual’s name that is grey and you are unable to click, this 

means the individual has already been registered. For this reason, you will not be able to select them. 

 

 
 

 

If you are unable to locate the member you wish to register, please make updates to your roster by 

returning to your roster management page at nsba.org. 

 

After selecting the individual, you will be directed to the primary profile page where you will confirm 

the individual’s basic information: First Name, Middle Initial, Last Name, Country, Zip Code, and E-mail 

Address. The email address here is unique to the individual and cannot be changed. Fields with an 

asterisk are required to proceed with the ‘Next’ button.  
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If you have an invitation code for the registration that you are processing, enter that code into the 

popup box. If you do not have an invitation code, click on ‘No, continue without a code’.  
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Select to register for the Annual Conference or the NSBA Online Experience and then continue 

throughout the registration pages by selecting the Next button on each page. If you encounter any 

Session Conflict error messages, it is due to selecting sessions that conflict with one another. You can 

remedy this by de-selecting one of the conflicting sessions. Should you need any assistance, please 

send us a message through the NSBA Registration & Hotel Support Center. 

 

 

 

 

 

https://nsba.cmrushelp.com/customer/portal/emails/new
https://nsba.cmrushelp.com/
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If you are adding Guest registrations, click on the ‘Add Guest’ icon. Please be sure to select the 

appropriate Type of Guest (Guest or Child). You may add more than one guest by selecting the icon 

again after each added guest. 

 

 

 

Once you have completed the registration process, you will be back in the ’Lobby’ where you can 

continue to register additional attendees. You may also use the icons next to the registered attendee 

to edit their profile, their registration, or send a confirmation email.  
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Book Hotel 
 

Before booking hotel reservations, please be sure that you have registered all individuals in your 

group. Once their registrations are confirmed, select “Book Housing” button in the Main Lobby Menu 

to begin the process. 
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Once you have reached the Housing website, you will see all registered individuals listed at the 

bottom of the page, under the header “Attendees Not Reserved Yet.” 

 

 
 

 

Before making any reservation, you must first submit a credit card that will be used to guarantee all 

reservations. This card will be used for guarantee purposes only and will not be charged at the time 

of reservation. The card will only be charged if the reservation is canceled after cancellation 

deadline has passed or if the individual fails to check-in on the confirmed arrival date. If you wish to 

guarantee each reservation with different credit cards, you may make this change after initial 

reservations are confirmed. 

 

To submit a credit card for the group reservation, please select “Account Info” and fill out all required 

information, then select “Update Account.” 
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Once you have updated all the information, the page will refresh and show appropriate information, 

including the last four digits of credit card used for guarantee. Once you have confirmed everything 

is correct, you may select “Reservations” tab to continue. 

Once you are back on the “Reservations” tab, you should now see checkboxes to the right of each 

attendee name to indicate whether you wish to book a hotel room for the individual. Select all the 

individuals you wish to book rooms for, and then select the “Book Reservations” button. 
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You should now see the hotel selection page. From this page, select the earliest possible arrival and 

latest possible departure date for all rooms. After you change criteria on the top of the page (Arrival 

Date, Departure Date, Occupancy, Sort List by, and # Rooms), the page should automatically refresh 

to show you the available hotels. Once you have identified the preferred hotel, by selecting the 

appropriate “Select” button on the right-hand side of the corresponding hotel. 
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Once you have selected the hotel, you will see all the individuals that you are booking rooms for. You 

may select “Prefill Information” for each attendee to fill out their individual information. Their info will 

be taken directly from their registration information and you may edit them as you see fit. You may 

also select “Submit Attendees” to simply fill out all their reservation with your information (address and 

email address). 

 

After confirming all reservations, you will see a Reservation Summary page with details. You may 

select to Edit, Cancel, or Send Confirmation email for each reservation. You may also select 

“Download List” to obtain a copy of this Reservation Summary  
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Please note that “Conf#” refers to the hotel confirmation number and “Registration ID” refers to 

the registration confirmation number for the individual.  

 

Submit Payment 
 

To submit credit card payments towards the group account, select the shopping cart icon from the 

Main Menu. As a quick note, you may also see how much has been charged to the account and 

how much payment has been submitted to date.  

All balances must be paid by March 19, 2027. If you are mailing a check, please allow 2-3 weeks for 

mailing and processing – be sure to postmark your check by March 5, 2027. If your account still has a 

balance once the NSBA Annual Conference & Exposition is underway in Washington DC, the 

individual school board members will not be able to pick up their badges until full payment has been 

received.  
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If you feel that the payment info is incorrect, please send us a message through the NSBA Registration 

& Hotel Support Center. 

After selecting ‘Proceed to Checkout’, you may fill in the billing information and select Submit 

Payment. If you have previously made payments, you will also see past transaction history at the top 

of this page. 

 

 

After submitting payment, you may select ‘Exit and Return to Lobby’ button at the top left-hand side 

of the screen to return to the main page. 

https://nsba.cmrushelp.com/customer/portal/emails/new
https://nsba.cmrushelp.com/
https://nsba.cmrushelp.com/
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Purchase Order Payments   

By submitting a Purchase Order as payment, you agree to remit payment no later than 15 days prior  

to the event.   

 

If your state has a specific statute that requires payment to be remitted following the event, please 

send an email to memberservices@nsba.org. Payment must be remitted within 30 days immediately 

following the event. Failure to do so may result in the assessment of a 10% late fee after second 

notice.  Please email [nsbasupport@cmrus.com] if you will be remitting payment following the event.  

 

Any POs (Purchase Order) left outstanding after 60 days will result in a suspension of account and  

the inability to register for future events. Suspension will be reversed when all outstanding POs and  

late fees are paid.  

 

Purchase Orders are accepted for registration fees only (meeting, site visits, meal events). We do not 

accept Purchase Orders for hotel reservations.  

 

A copy of your purchase order must be submitted via email to [nsbasupport@cmrus.com].  

 

Please email us if you have not yet received an invoice for registration fees or your hotel reservations.  

 

Check Payments   

Do not combine registration and hotel deposit checks. Hotel room checks must be paid separately 

from conference registration. 

 

REGISTRATION CHECKS MUST BE MADE PAYABLE TO:  

 National School Boards Association 

 PO Box 1815 

 Merrifield, VA 22116-8007 

 

Please include a copy of your invoice when mailing your registration check.  

 

 

 

HOTEL DEPOSIT CHECKS 

 

Click here to see all hotel deposit and credit card policies & procedures. 

Please note that hotel payments are made separately from conference registration payments. 

 

Request an invoice with complete payment instructions by sending us a message or calling NSBA 

Registration & Housing Contact Center at 800.616.8210 (Toll-Free U.S. & Canada) or +1.415.979.2264 

(all other countries) Monday - Friday, 9 a.m. - 9 p.m. (Eastern Time) / 6 a.m. - 6 p.m. (Pacific Time). 

mailto:memberservices@nsba.org
https://cmrus.box.com/s/1qg8mxsy2g3revgw0zwpxnmdn21j870e
https://nsba.cmrushelp.com/s/contactsupport

