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Registering for EfM for the 2023–2024 Year  

General Guidelines for Registering in an EfM Canada Program or Event—Mentors 

The following steps are modeled on an earlier registra�on guide originally outlined by Ed McDonough in Toronto. The present 

document is focused on the steps involved in registering as a mentor and has been edited and updated for the current year. 

Many thanks to Ed for his significant contribu�ons as we first moved to an online registra�on process. 

Introductory Notes and Reminders 

All registrants in EfM programs and events must have an account with the online Amilia 

SmartRec eCommerce platform. If you have not done so already you will need to create an 

Amilia account— a separate set of guidelines is available for download from the EfM Canada 

website. 

The guidelines have been designed as a hands-on resource and may be downloaded from the 

EfM website. The document is in PDF format and should be readily opened in a variety of PDF 

reader applications: Adobe Acrobat Reader, Foxit PDF Reader, Nitro PDF Reader, etc. The 

downloaded file will then be available for reference as you go through the steps of registering 

online and the links that are embedded in the file should be active. 

As noted above, the current guidelines have undergone significant editing since first 

introduced. As a result, a number of the screenshots that follow will be out of date (literally) 

and will not accurately represent all that actually appears on your computer screen. We’ve 

done our best to ensure that such anomalies are insignificant and that they will not effect the 

clarity of the directions offered or the registration process itself. That said, if there are steps 

that are unclear or lead to unexpected results please let us know—our goal is to facilitate as 

straightforward and seamless a registration process as possible. Many thanks. 
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• A window similar to the one illustrated above should open 

• Click on the ‘>’ next to ‘Mentor Registra&on—2023/2024’ 

• This will bring up a window similar to the one illustrated on the following page 

Choosing the Program 

• Go to the EfM Canada website: 

 www.efmcanada.ca 

• Click on the blue ‘REGISTRATION 

PORTAL FOR EfM 2023 - 2024 ‘ 

link found under the EfM Canada 

logo at the top of the homepage 

• A number of framed registra1on 

sec1ons will then be displayed 

• Click on the red link labelled 

‘Mentor Registra&on—Link’  

on the le2 hand side 
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• Click on the ‘+’ next to ‘Face-to-Face & Online Groups’ 

• This will bring up a window similar to the one illustrated on the following page 
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• If you have not had an opportunity to do so before, please take a moment to read through the Overview descrip1on  

of the EfM program and the accompanying Land Acknowledgement 

• Click on the link ‘Groups Beginning in Fall 2023’ or ‘Groups Beginning in Winter 2024’— this will bring up a window 

similar to the one illustrated on the following page 
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• Read through the informa1on displayed to confirm that this is the program in which you plan to register 

• Click on the ‘Register’ bu9on - a Log in screen for Amilia’s SmartRec pla:orm will load as illustrated on the next page 

Beginning the Registra&on Process 
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• Enter the email used when crea1ng your Amilia account - if you cannot remember the email used or if it has changed:  

 please  - do not create a second Amilia account - contact the EfM office for assistance  -  efmcanada@kootenay.info 

• Enter the password used when crea1ng your Amilia account - if you cannot remember the password used: 

∗ Underneath the ‘Log in’ bu9on, click the ‘Reset your password’ link highlighted with the green arrow above 

∗ Enter your email address and click ‘Send email’ 

∗ Go to your mailbox and open the email to click on the link provided 

∗ This brings you to a page where you can enter your new password 

∗ Test it by logging in with your new password 

• Click on the ‘Log in’ bu9on highlighted by the red arrow 
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• If this is the first 1me that you have used your Amilia account to register in an EfM program or ac1vity you may need to 

authorize Amilia to share you informa1on with the Diocese of Kootenay as the sponsor of the na1onal program 

  * this should be a one 1me request—it is not expected that similar consent will be required with future registra1ons 

• Check the ‘I consent’ checkbox, highlighted with the green arrow above 

• Click on the ‘Con&nue’ bu9on, highlighted with the red arrow above 

• This should take you to the ‘Select par&cipants to register screen’ 
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• The ‘Select par&cipants to register’ screen will iden1fy the program informa1on associated with your current registra1on 

 - a reminder - the illustra1on above is out of date, the screen that you see will differ somewhat in appearance 

• Your name should appear first on the list next to a selec1on icon  

 - click on the icon or on your name – a green 1ck box should appear  

 - the cart at the top right hand side of the screen should now reflect the added registra1on  

• Click on the ‘Checkout’ bu9on 

• You should see a summary of your ‘Order’, similar to what is shown on the following page 
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• ‘Your order’ - again, your screen will appear somewhat differently from the one illustrated above 

 - please review all the informa1on on your screen to confirm that it is correct 

• Note: Amilia allows 30 minutes to complete a transac1on; you will see a 1mer in the top right hand corner of the screen 

iden1fied by the green arrow, which indicates how much 1me is le2 in the current transac1on 

 - most find that this is a generous amount of 1me and are able to complete their transac1ons within 20 minutes; very few 

have run out of 1me and have had to repeat the process 

• When your registra1on informa1on has been confirmed click on the ‘Checkout’ bu9on, highlighted by the red arrow 

• This takes you to a sec1on that will detail ‘Your informa&on’ - this is in two parts and includes general informa1on that ap-

pears in your record as the ‘Account owner’ and ‘Personal informa&on’ that is par1cular to the EfM program in which 

your are registering 

 - the ‘Account owner’ window will be similar to the one illustrated on the following page 

Your order 
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• Complete the ‘Account owner’ screen with your details; please ensure that all informa1on that has been recorded is 

complete and accurate 

• Then click on the ‘Con&nue my purchase’ bu9on – this will take you to the ‘Personal informa&on’ window – a par1al 

illustra1on is seen on the next page 

 

• The informa1on requested will differ for each ac1vity / event—Student Registra1on, Mentor Registra1on, Mentor Training 

Event Registra1on, Con1nuing Educa1on for Graduates Registra1on – all informa1on should be current and entered in the 

format requested 

Your informa&on  -  Account owner 
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• Complete your ‘Personal informa&on’; many of the ques1ons are required to complete your registra1on, some are  

op1onal; please make sure you answer all of the ques1ons as best you can 

NOTE: informa�on entered for any previous registra�on will be carried forward and should appear on your screen 

It is important that you review each ques)on carefully and update all informa)on as needed 

• At the end of the ‘Personal informa&on’ screen you will see a request to sign a ‘Le5er of Agreement’ and to select today’s 

date from the calendar, as shown on the following page 

Your informa&on  -  Personal informa&on re EfM program or event 
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• Before you proceed, YOU MUST click on the ‘Read me’ bu9on – this a way of ‘signing’ off on your informa1on 

 - it will bring up the following confirma1on window 

• Click on the ‘I accept’ bu9on 

 - this will return you to the ‘Personal informa&on’ window and the request to enter today’s date as illustrated on the 

following page  

Le5er of Agreement & Signature 
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• Select today’s date using the pop-up calendar – be sure to update any informa�on from a previous registra�on 

• Click on the ‘Con&nue my purchase’ bu9on 

 This will validate the informa1on that you have provided 

 If you have le2 something out or the informa1on you provided does not check out, you will see an error message in 

red at the bo9om of the screen; you will need to scroll back up through the ‘Personal informa&on’ sec1on—the 

areas that need a9en1on will be highlighted in red 

 Once you have corrected any errors or omissions, you will need to click on the ‘Read me’ and ‘I accept’ bu9ons a 

second 1me, then once again on the ‘Con&nue my purchase’ bu9on 

 This should conclude your registra1on—see next page for addi1onal informa1on 

Select today’s date & Con&nue my purchase 
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• There is no fee associated with Mentor registra1on; Mentors only pay a fee when they are registering for a Mentor 

Training Event  

• Clicking on the ‘Con&nue my purchase’ bu9on, therefore, should not bring you to a ‘Payment’ sec1on 

• Instead, you will be no1fied that a confirma1on email/invoice has been sent by Amilia to the address used to create your 

account 

• The invoice will be issued by ‘Diocese of Kootenay – Ministries’ – please make sure to check your Junk Mail and Spam 

folders if it does not arrive in your Inbox 

• The invoice will serve as confirma1on of your registra1on and indicate that there was no associated fee involved;  

* if there is a balance showing on the invoice it will be related to previous registra1ons (e.g. a Training Event Registra1on) 

and will serve as no1fica1on of an outstanding balance that remains overdue 

• Once you have confirmed receipt of the email and invoice you may logout from your Amilia account 

• To logout of your Amilia account you will need to click on your name / email address at the top right of your screen 

 

 

• A blue ‘Logout’ bu9on will appear beneath your name / email address 

• Click on the ‘Logout’ bu9on and then close your browser window to completely exit the Amilia website 

Confirma&on of Registra&on 


