
TO ACCESS YOUR GROUP PORTAL: 

You will receive a Group Leader email with a link to log in and access your Group Registrations 

Select ACCESS YOUR GROUP REGISTRATION to log in 

 

 

Once logged in, register your group individuals by selecting the GROUP ALLOCATIONS tab at the top 
of your hub, or the REGISTER YOUR GROUP BADGES button at the bottom of the page 



 

You have the following options (shown in the green text box):  

“You’re almost ready for the event! Your badges are listed below but before you can use your 
badges, you need to assign a named attendee to each one. 

Please choose one of the three options below for each unassigned badge: 

Option 1: Register yourself 

If you are attending the event personally, simply click "Register Myself". The system will allow you to 
assign the badge with your account details. You will then receive an email confirmation with your 
badge information. 

Option 2: Register colleagues 

If you already know who is going, you can fill it out for them. Select "Register Colleagues", type in 
your colleague’s name, email address and demographics, to assign the badge directly to them. 
They will receive an email confirmation with their badge information. 

Option 3: Send a registration invite link 

Not sure who is going yet, or prefer they enter their own details? Click "Copy" below to copy your 
unique link. You can text or email this link to the attendees, and they can log in to add their own 
information. Their email confirmation with their badge information will be sent directly to them” 



 

TO REGISTER YOURSELF: 

Select the orange “REGISTER MYSELF” Button on the bottom right 

 



Confirm your details contact details and enter your demographics on the following page and select 
“Submit” at the bottom of the page 

 

You will then see your registration in your allocations list 

 

 

TO REGISTER COLLEAGUES: 

Select the “Register Colleagues” button at the bottom of the page  

 



Fill out your colleague’s contact information and demographics on the following page and select 
“SUBMIT” at the bottom of the page 

  

  

You will then see your colleague’s registration in your allocations list 



 

 

SENDING YOUR GROUP REGISTRATION LINK: 

Select the teal “Copy” button and paste the invite link into an outgoing email or whichever form of 
communication you are using 

 

Once the link is received, your colleague(s) will register using the following steps- 

Step 1 – Contact Details: 

 

Step 2 – Demographics: 



 

Once completed and submitted, they will appear in your allocations list 

 

 

Please note: Each registrant will receive an email confirmation for their individual email address 
once registered.  

 

 

 

 


