
Badge Registration Instructions 

How to Add Another Registrant (Badge) 

 

 

1. Click on your registration link provided in your email.  You will be directed to the screen below.  If you 

are registering yourself, type in the Company Name on Badge.  Then click Next. 

 

 

 

 

 

 

 

 

 



2.  You will be directed to this screen: Pickup Option.  Choose Hold at Registration or one of the mailing 

options.  *Please note:  You will only need to enter the address one time.  Credentials will not be mailed 

if the contracted space is not paid in full.  Once complete, click Next.

 

3. You will be directed to the screen below.  You are able to review badge information added below in 

the grey box.  Do not click SUBMIT if you wish to add another registrant.   To add another registrant, 

click the Add Another Registrant button (circled in green) 

 



4.  Once you click the Add Another Registrant button you wil be directed to the screen below. 

 

 

5.  If the registrant has been entered before.  Check the option “Select from a list of individuals you may 

know,” (circled in green).  Next, review that you will be copying the previous registrant’s information.  

(circled in yellow).  Then click OK. 

 



 

6.  You will be directed to this screen.  The information of the person selected should be displayed 

below.  Review and then click NEXT. 

 

7.  Select the Pick-Up Option.  *Please note:  You do not have to enter the Company Name, Contact 

Name or Address.  Click NEXT. 

 



 

8.  If you wish to add another registrant follow steps 5-6 until all registrants are added.  *Please note 

that once you select a registrant, they will no longer appear within the dropdown box. 

 

9.  When on the last registrant, you have the option to select the “SKIP TO LAST PAGE” link (circled in 

green). 

 



10.  Review all registrants.  Then click SUBMIT. 

 

 

11.  All information will be processed as shown below. 

 

 



12.  You will receive a confirmation on your screen and an email confirmation. 

 

 

 

 

 

 

 


