
USER MANUAL
EXHIBITORS ACCREDITATION



You can access your exhibitor group space by using the login credentials and the link sent by email or the one 
below:

Platform link: https://livebyglevents.key4register.com/key4register/group.aspx?e=131&c=1479

ACCESING THE PLATFORM

https://livebyglevents.key4register.com/key4register/group.aspx?e=131&c=1479


Complete your information form

Please enter your billing address in case you would like to purchase additional badges.



Select "Exhibitor"

Register your participants



2 OPTIONS :

Import an Excel file using the template

OR

One by one manual entry registrations (see next slide)
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Complete the form
Required fields are marked with *.

The name of the company will appear on the 
badge.

Click on “validate and register a new person” 
to validate the registration.
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To go to the next step, click on "Step 2: 
Manage registrations".
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How do I allocate a registration to the participant?

You pre-ordered registrations. The remaining quotas are shown above the attendee list. You can add extra registrations, they will be 
invoiced in step 3.

To allocate a registration,  tick the corresponding box, then click on "Validate changes" at the bottom right. If this registration fits in the 
quotas,the countdown is automatic. If this is an extra registration, it will be automatically added to your order.



If you have pre-ordered additional badges, we invite you to confirm the order once you have 
completed your purchases. By clicking on the PDF icon you can download the proforma with 
the terms of payment. Registrations will be confirmed upon receipt of payment.

Once all your 
participants have been 
allocated their 
registration, click on 
"Step 3: Invoicing" at 
the top.

Your invoice



If you have any questions, don’t hesitate to contact the registration 
team:

aftes@gl-events.com

AFTES c/o Live! By GL Events
59 Quai Rambaud

69002 LYON

mailto:aftes@gl-events.com
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