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Online Purchase Coordinator (OPC) 
 
How to register a participant for an event 

 
1. Click on the Log In to Customers’ Portal link in the Members menu. You will be 

directed to the LegalOne login screen.  
 

 
 
2. Enter your LegalOne username and password.  
 

 
 
3. A list of upcoming events is shown on the homepage. Click on the name of the event to 

begin registration.  
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4. Click on the Register Online button to proceed 
 

 
 

5. Select the event and click on the Confirm Selection to proceed with registration. A red tick 
will appear beside the selected event.  
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6. Click on the Next button to continue with registration or the Delete button to remove 
selection 
 

 
7. Add Participant : Select a name from the dropdown list to register an employee. Click on  

• the Delete button to remove participant 
• the More Participants button to add participant, or 
• the Next button to proceed with the registration 
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8. To register an employee who is not an SAL Member, select [Other] from the dropdown 
list and enter employee’s details on the respective fields. Similarly, click on 

• the Delete button to remove participant 
• the Add Participant button to add another participant, or 
• the Next button to proceed with the registration 
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9. This page shows the events and participants that have been registered. You can add 
participant(s), remove event, and delete participant(s). Click on the Check Out button to 
confirm the transaction.  
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10. Select the preferred payment method. 
 

 
 

11. Print your invoice.  


