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NEW
REGISTRATIONS

Step 1: Navigate to the event registration page: 2025 GSA Awadrds

DAWARD.S esa

OCELEBDATION N

O\ DECEMBER 47« SANTA CLARA, CA

Step 2: Click Register at the top right.

Login

Step 3: If you have an existing GSA account, click Login.

Continue as Guest Log In to Your G5A Account
* First Name Login

Create a Login
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https://community.gsaglobal.org/s/lt-event?id=a1URi0000018WRxMAM

NEW
REGISTRATIONS

Step 3, continued: Enter your corporate email and password. Log in.

Step 3a: If you do not have an existing GSA account, enter your first
name, last name, and corporate email address under Continue as
Guest. Click Continue.

Continue as Guest Log In to Your GSA Account

At
Login
Crea ogin
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NEW
REGISTRATIONS

Step 4: Select your desired number of table tickets and your desired
number of individual tickets. Note: 1 table ticket = 10 individual tickets.

Registration Summary

2025 GSA Awards - Table Ticket

2025 GSA Awards - Individual Ticket $499.00
Quantity

Step 5: Click Continue.

Registration Summary

2025 GSA Awards - Table Ticket

2025 GSA Awards - Individual Ticket
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NEW
REGISTRATIONS

Step 6: Search for your first attendee’s name (if not your own) and fill
in the additional information fields, including contact information and
dietary restrictions. Click Continue.

2025 GSA Awards - Table Ticket 54,799.00 :

Repeat Step 6 for each guest ticket. Note: You must click continue for
each guest ticket in order to keep table assignments correct.

If you do not have your attendee information yet, leave those fields
blank or as listed (i.e. “Test Test (Guest)”). Click Continue for each
attendee until you have proceeded through every ticket.

SA Awards - Table Ticket 54,799.00

Regi
2025 GSA Awards - Individual Ticket I
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NEW
REGISTRATIONS

Step 7: The next page will load automatically (it may take a few
moments). Check your total, then choose one of two payment options:

Option 1: Enter your credit card information and click Process Payment.

Option 2: Select Invoice. Insert a reference number of your choosing,
and click Complete Transaction.

Step 8: Save a copy of your confirmation! Your registration is complete.
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FIND YOUR
REGISTRATION(S)

Navigate to the event registration page: 2025 GSA Awards
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Click Login at the top right.

e .
Login

Enter your corporate email and password. Log in.
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Click Manage Registration at the top right.
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Continue to the following pages for instructions on editing attendee
information.
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EDIT ATTENDEE DETAILS

Step 1: Click the three dots next to the ticket you would like to edit.
Select Edit Order Detail.

Step 2: A dialog box will appear. Scroll down on the right side to view
attendee details such as title, company, and dietary restrictions.

Step 3: Edit details as needed. Click Save.

Dietary Restrictions:
v Please check here if you have any food allergies.
If so, what are they?

peanuts

Note: This is for guest details only (not for changing attendees). If you
would like to change an attendee’s name or email, you will have to
Transfer Registration (see page 12).
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TRANSFER A TICKET

Step 1: Click the three dots next to the ticket you would like to transfer.
Select Transfer Registration.

Step 2: First, search for the name of your new ticket holder. Select their
name if it appears. (Tip: Review the title and company name to make
sure it's the correct person.)

* Search Attendee

2 Kole Giles
GSA - VP

Step 2a: If the attendee name does not appear, click + Add [attendee
name].

*Search Attendee

‘ Bob Ross

Rk Dace ie nat in gur system.

+ Add Bob Ross
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Step 2b: Enter your new ticket holder’s first name, last name, and
corporate email. Select Add Attendee.

Attendee Information

* First Name

Job

Step 3: Once the correct attendee appears in the text box, click
Transfer.

*Search Attendee

& first name last name

Mo additional information required.

Step 4: A dialog box will appear to confirm your selection. Click
Transfer to finalize the ticket holder change. (Please note your new
attendee will receive a confirmation email.)

Confirm Transfer Registration

Are you sure you want to transfer registration?
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CHECK TABLE
ASSIGNMENTS

Table groupings can be confirmed on the Manage Registration site
(see Pages 9-10 for instructions on accessing this site).

Tables assignments are arranged in sets of 10. The first 10 attendees in
the list will be seated at Table 1, the next 10 at Table 2, and so on.

Table ]

Table 2

To reorder your attendees, follow the Transfer Registration instructions

on Pages 12-13.
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