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IATA Conferences – Group Registration Guide 
 
 
 
 
 

As a sponsor / exhibitor, you have been allocated a certain number of badges for the members of your company. Below, 
you will find a guide to help you with the registration process. 

 
 
 
There are 2 ways of registering your members: 

- One by one registrations (page 2) 
- File upload registrations (skip to page 5) 

 
 
 
If you encounter any difficulties, do not hesitate to contact us using the registration team email address corresponding to 
the event.
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OPTION 1 – One by one registrations 

 
1) Log in to your personal space by using the link, IDs and password provided in the email called Group members 

registration, you should end up on this page: 
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2) Select the « Exhibitor / Sponsor » profile like below then click on « New registration »: 
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3) Fill out the form for the 1st member of your group, you may choose « sponsor/exhibitor registration fee – included 
in sponsorship » as your badges are included in your contract. Then, click on « SAVE AND INSERT A NEW PERSON »: 

 
 

 
 
 
 

 

4) Once this is done, don’t hesitate to email the registration team in order for them to send the confirmation emails 
to your registered members as well as their visa invitation letters if applicable. 
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OPTION 2 – File upload 
 

1) Log in to your personal space by using the link, IDs and password provided in the email called Group members 
registration, you should end up on this page: 
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2) Select the « sponsor » profile like below and download the Excel file import: 
 

 
 
 

3) Fill in the file and upload it at the same spot of in Step 1: Excel file import. 
 

4) Once this is done, don’t hesitate to email the registration team in order for them to send the confirmation emails 
to your registered members as well as their visa invitation letters if applicable. 


