
Creating a Conference in CMS 4.0 
1. Log in 

a. Go to apps.hosa.org 
b. Log in with your state ID and password 

 

2. Click the “+” icon next to existing conferences.  

 

 

 



3. If you have already created a conference, you can select a template. If you have not 
created a conference, this screen will be skipped.  

 

4. The “General” screen will ask for basic information about your conference. Please 
provide the conference level (state or regional), conference title, open/close registration 
dates, and conference start/end dates. The scheduling features and room management 
can be enabled at the bottom of this screen. Once you have finished click the “Next” 
button at the bottom of the screen 

 
 
 



 
5. The Host page will ask for contact information. This information will display on invoices 

and reports for your local chapters.  

 

 

 

 

 



6. The Location screen will ask for you to input the location of your conference. If you are 
having the conference at a location that you have used previously, it will show up in the 
“Choose from Previous Locations…” list.  

 

 

 

 

 

 



7. On the Options/Activities screen you can select various options for your conference. 
There is a prepopulated list that you can select from. You also can create new options. 
You have the ability to add a fee that is associated with each option. 

 

 

8. The next screen allows you to select competitive events and provide information on how 
those events are run. If you are using HOSA’s Online Testing System you will need to 
select it here. You will be prompted to enter in the open and close dates of your tests. If 
your conference does not have Competitive events then you can skip this step.  

 

 

 



9. Also on this page you can select which events you will be using (if any). If you press the 
arrows button you can change the settings for each individual events.  

 

10. The next screen is the “Registrant Types.” You can select what types of delegates are 
attending your conference: secondary, postsecondary, collegiate, advisor, guest, etc. 
You can also create new delegate types if needed. When creating types you have the 
option of selecting MEMBER or NONMEMBER – this relates to if the delegate is 
affiliated in the system. If it is a guest or visitor who is not a HOSA member then they 
would need the NONMEMBER designation. This is also where you can put a dollar 
amount per delegate.  

 



11. The final screen gives you a preview of the whole conference. Here you can review what 
you have entered and can go back to make changes prior to submitting. Once you are 
happy with your conference click the “Save” button.  
 

 

 

 

 


