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Contest Registration Process 
 
Our ordering system has changed and we hope this detailed order example will make our users more 
comfortable with the contest ordering process. 
The major change is the implementation of a third party to do the credit card processing. This means that 
when users are ordering online with their credit card, the University of Waterloo no longer processes the 
credit card information. The credit card information will be processed immediately through a reputable 
third party electronic payment processing company called Beanstream. The transaction will show up as 
“University of Waterloo-CEMC” on your credit card statement. 
 
Information you need before you register: 
 

1. School Number and Password – This is confidential information that is mailed out in September 
to the “Head of Math” at schools who have previously registered for one or more of our contests. 
This nine-digit number and password is used for registration and obtaining results so keep it 
handy. If you are the Contest Manager and cannot locate your School Number and Password, 
click on the “Donʼt have or forgot your school number or password?” link below the “Enter Secure 
Site to Register for Contests” button on the Registration page for ways to get this information. 

2. Purchase Order Number if your school or school board requires this information on your invoice.  
3. Credit Card information including the Card Number, Expiration Date and CVD number, (Card 

Verification Digits).  
Most credit cards now include a 3 or 4 digit verification number (CVD number), which is not part 
of the regular credit card number. The CVD seeks to ensure that the purchaser has the physical 
card in hand when placing a phone, mail, or Internet order, and to verify that the card account is 
legitimate. The number is not contained in the magnetic strip information nor does it appear on 
sales receipt. 
The location of these codes on Visa, MasterCard or American Express Credit Cards is illustrated 
below. 
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Registration Process 
 
Step 1: Click on the Registration button titled “Enter Secure Site to Register for Contests”. 
 

 
 
Step 2:  On the next page, enter your confidential School Number and Password. 

 Click on the “Login/Ouvrir une session” button. 
 

 
 
Step 3:  a) On the next page, verify that the School Address Information is accurate.  
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b) Make changes to the School Personnel Information and click the “Update and Order 
Contests” button as shown below. 

 

 
 
Step 4: This will take you to a new page.  

a) Choose the Contest you wish to order.  
Note: Current orders are listed in the chart if you have already ordered one or more of our     
contests. The payment status is also displayed. 
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Step 5: The contest registration page will appear next.  

a) The contest managerʼs First and Last name and email address. 
 

 

 
 

b) Choose the payment method.  
There are 3 options;  

i) Credit Card, (we accept Visa, MasterCard or American Express) 
ii) Invoice 
iii) Purchase Order (Purchase Order Numbers are not a requirement by the CEMC but is 

required by some schools or school boards.) 
After you choose the Payment Method, you MUST press the “Set” button even if you are using 
the default, (Credit Card). 

 

 

 
  

c) If you choose “Purchase Order” as form of payment you must choose one of the following 
options: “Bill to School” or “Bill to Board”.  
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If you choose “Bill to Board” and the following message appears on top of the page…

 
…you will need to contact us. Once the CEMC has added your boards mailing address to our 

system you can then re-start your online order. 
 
If the above message does not appear, you may continue with your order.  

 
 

 
d) Select the amount of English and/or French contests and press “Next” 

 

 
 

Step 6: This takes you to a new page where you review that your order is correct. 
 
Payment by Invoice or Purchase Order Number sample below 
 

a) The payment method on the Order confirmation page will show the Invoice or Purchase Order 
and the Purchase Order option will show the Purchase order number. 

 

 
b) An invoice will be sent to you after the contests have been shipped. 
c) Note: Invoices are now paid to the “University of Waterloo”. For questions about your invoice 

please contact the finance department. 519-888-4567 ext. 37131 or 37130 
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Payment by Credit Card Option (Confirmation Screen) 
 

a) Click “Make Credit Card Payment” 
 

 
 
b) A new page will prompt you for your credit card information. 

Enter  “Name on card:”  
Choose “Credit Card Type:” 
Enter  “Credit Card Number:” 
Pick  “Expiration Date:” month and year 
Enter “Credit Card CVD:” (this is explained on the site and on page one of this 

document.) 
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c) Once information is entered and reviewed, click the “Submit Payment” button. 
Your card information is processed immediately through Beanstream. (Processing may take a 
minute.) 

 

 
 

d) Successful transactions will look like below. 
 

 
 

e) Users can “Place another order” or “Logout” at this point. 
 
A receipt is emailed to the user. If you did not get a receipt, log back in make sure your order and 
payment show under “Current Orders” shown on page 2 of this document. (Example next page) 
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Credit Card Payment SAMPLE Receipt 
 

 
 
 
 

 
 
 



  9 

Unsuccessful Credit Card Transaction 
 
 

 
 

If you get this message, the order must be re-entered. Order and Payment have been declined.  
 

 
Step 7: Conclusion: 
Once you click confirm, a new screen will appear and the message “Order Successfully Submitted” will 
show at the top of the next screen. You can continue to order more contests or “logout”. 
 

 


