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PVRI 2027 Bangkok 
Group Coordinator Guide 
This guide explains how to register a group of delegates for PVRI 2027 Bangkok using the EventsAir Group Registration 

Portal. 
 

Step 1: Create your Account 
If this is your first time using the Group 
Registration Portal, you will need to create an 
account. 
If you have already created an account, simply 
sign in using your email address and password. 

  

 

 

On the sign-in page, click create a new account. 
Enter the required information and create your 
account.  

 

 

Once you have created your account, please then 
complete a further form by clicking “Create Group 
Co-ordinator”. This form collects needed financial 
and contact information. Once completed click 
“Submit”. 
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Step 2: Download and complete the 
delegate template 
After submitting your details, you will be 
taken to the Group Details page, where 
you can manage registrations for your 
group. 

At the bottom of the group details page, 
click “Download Template”. 

 

Open the spreadsheet and enter the 
required information for each delegate. 
Once all delegate details have been 
completed, save the file to your 
computer. 

Tip: Check that all email addresses are 
correct before uploading the file, as 
registration links will be sent to these 
addresses. 

 

 

Step 3: Import your delegates 
Return to the Group Details page and 
click Import Contacts. 

 

 

 

 

Select your completed spreadsheet and 
follow the prompts to upload your 
delegates. 

Before completing the upload, review the 
preview screen carefully to ensure all 
delegate information has been imported 
correctly. 
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Step 4: Send registration links to 
delegates 

Once delegates have been imported, 
they will appear in the delegate list in 
the “Group Details” tab. 

Locate the delegate and click “Email 
Registration Link”.  

 

 

 

 

 

A pre-populated email message will 
open. Review and edit the message if 
required. 

When you are ready, click Send Email. 

The system will send a unique 
registration link to the delegate, allowing 
them to complete their own registration. 

 

 

 

 

You can log back into the Group 
Registration Portal at any time to: 

• Check delegates' registration status 
• Edit delegate details 
• Cancel registrations if required 

 

 

 

Need help? If you experience any issues using the Group Registration Portal, please contact us at 
events@pvrinstitute.org  
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