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1. Badge Redemption



1. Review and 
confirm your 

available badges
2. Add Members

3. Assign badges to 
your members 

4. Reconfirm the 
completion of the 
badge assignment 

process

5. Send out 
registration 

confirmation
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Badge Redemption Process Overview



• Link: https://2024.apvrs.org/registration-group/ 

 Login email: your registered email

 Login password: please refer to the email we sent you

• Click “Select” to start managing the group

1. Review and confirm your available badges
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https://2024.apvrs.org/registration-group/


• Click “Order” on the menu bar

• There are 3 major components in “Order” 
(1) Your Items
(2) Shopping Cart
(3) Your Orders

(1) Your Items 
• Shows the badges you have

• “Owned” = “Assigned” + “Available”

(2) Shopping Cart
• For purchasing additional badges 
• If you would like to purchase more badges in 

addition to the no. of badges your owned, select 
the badge and quantity, then click “Place Order” 
to proceed with payment

(3) Your Orders
• Record of your orders
• Click “Receipt Download” to download the 

receipt

1. Confirm the number of your entitled badges

Owned Assigned Available 

= Total No. of 
badges you have

= No. of badges 
assigned to 
members 
already

= No. of badges 
remaining that 
are available to 
be assigned
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1. Review and confirm your available badges



• Click “Member” on the menu bar to access this page.

• Click “New Member” to add members into the group.

• Enter email, first name, last name, title and country of the member. Then click “Submit”. 

2. Add Members
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• Refresh the page. The new member should be added into the group, and you can see it in the member list.

• If, after refreshing the page, the new member cannot be found in the member list, it means they have already created another account in the 

congress system. In this case, please email the Secretariat at secretariat@apvrs.org for further assistance.

2. Add Members

Newly added members
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• Click “Manage Item” to manage items of certain members in the group.

• Select the badge and quantity you would like to add to your member, then click “Confirm”.

3. Assign badges to your members
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• Refresh the page, and you shall see that the badge has been successfully added to your member.

• Repeat the process for any additional members who require a badge.

• All owned badges must be assigned to your respective members before the deadline of Oct 11, 2024. Any remaining available badges 

that are not assigned by the deadline will be forfeited.

4. Reconfirm the completion of the badge assignment process
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• The system will automatically send out confirmation email to all members in the group after the deadline on Oct 11, 2024.

• If you would like to send out confirmation email to certain members earlier, you may click “Send Confirmation”. 

5. Send out registration confirmation
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Appendix: How to remove badge from member

• Click “Manage Item” to manage items of certain members in the group.

• To remove the badge from member, click “Remove” and then click “Confirm”. 

• If you remove the badge from member after sending confirmation, please send an email to notify him/her. 
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2. Update Company Profile



• Click “Profile” on the menu bar to access this page.
• You can edit your group profile in this page. 
• Click “Submit” to revise your group profile. Refresh the page to review the revision. 
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2. Update Company Profile
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3. Submission of Sponsorship 
Materials



• Click “Material” on the menu bar to access this page. All required sponsorship materials will be listed out. 

• Please kindly read through the list of required sponsorship materials, and adhere to the submission deadline and specification.

• Upload the required sponsorship materials by the deadline. Any submissions after the deadline may NOT be considered.

• When you are uploading the sponsorship materials, you may also add your requests in the Remark section (e.g. preferred timeslot of your 

breaktime ad). The Central Secretariat will try to accommodate whenever possible.  
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3. Submission of Sponsorship Materials
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