Event Registration Instructions and Troubleshooting

In 2025 NGA upgraded its event registration and membership database systems. The
new system requires those registering for events to have an account in our system. This
guidance document will walk you through creating your account, common issues that
may occur, and general registration for an event.

If this guidance does not address your issue please reach out to

Account Setup

When on an event page you will see an interface like below and the right side will
indicate that you must login or setup your account.

2025 WGA Symposium

Please see below for the meeting details. To begin the registration process, please click 'Register’ on the right-hand side.

2025 WGA Sym pOSi um Registration Details
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Description

Join us at the WGA Symposium for a dynamic blend of networking, inspiration, and leadership

development. Let's shape the future of women in the grocery industry tegether!

The Women Grocers of America is a professional development group within NGA dedicated to
inspiring and empowering women of the independent grocery industry through personal and
professional development, cultivating connections, and highlighting accomplishments and
achievements. The WGA Symposium will bring together women across the industry for a
combination of networking, general sessions, breakouts, and fantastic speakers

*Please Note: A 3% service fee is added te all registrations*

1. Click “Login & Account Setup”
2. Click “Get Started”

3. Enter your email
a. If you have an account, you will be prompted to reset your password.
b. If you do not have an account, you will be guided through the account

setup process.

Profile Credentials Reset Form

Please enter in your email below and click 'Continue.’ If we can't find you in our system, you will be prompted to continue through the profile creation process.

E-mail

S
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4. Fill in your profile information on the next few screens. Please include as much
information as possible as it will create a more tailored experience for you with
NGA. Required information includes:

a. First Name

Last Name

Email

Password

Mailing Address

Billing Address

~0Qao0oT

Profile Setup Form

Please enter your information below.

Prefix reptions Last Name

First Name Suffix tostional]

E-mail Address Password

E-mail Address is a required field.

o Confirm Password
Confirm E-mail Address

Confirm E-mail Address is a required field.
=N

5. Create an affiliation for your account with your organization. This is important as
some events are limited to NGA member companies only.

6. Click “Add Affiliation”

Current Affiliations

You have no active affiliations at this point in time.

Add Affiliation Deactivate Affiliation
am not affiliated with an crganization




7. A pop-up will appear where you can search for your organization. Keep in mind
that your organization may be listed under its formal business name rather than
store name. You can also add your organization if it is not in the system.

Profile Setup Affiliation

Start typing your organization and wait a few moments for your organization to appear in the list. If it does not appear, you
can add the organization by selecting Organization Not Found and hitting the Submit button.

Organization

8. Your affiliation with the organization must be manually confirmed by an NGA staff
member on the backend of the system.

9. Click “Continue”

10. You are now logged into your account and will see a membership portal
homepage like the below. If you wish to continue registering for an event click the
appropriate event you were interested in. Note that if the event requires NGA
membership you will not be able to register until your affiliation has been
confirmed. This is completed in no more than 24 hours.

NGA Portal

ur NGA Membership porta

Chelsea-Test Matzen-Test

& Update your Profile

Request a Name Change

(%) Individual Membership

@ Upcoming Events

2025 Fly-In for Fair Competition

Washingtan Marriot: Capital Hill




Common Issues and Trouble Shooting

For any and all issues please reach out to

Receiving a Message That You Are Not Eligible to Register for This Meeting

Registration Details

We're Sorry. You are
elig

tle to register

meeting.

This is the most common issue that may occur in the registration process if the event
requires membership to NGA. It can occur for one of two reasons:

1. You just created your account and are awaiting your affiliation with your
organization. This will be completed in 24 hours but if you wish to speed the
process you may reach out to the membership department to speed the process.

2. Your organization’s membership with NGA may be incorrect in our database. If
you think there is an error in your organization’s membership please reach out to
membership at

Registering More Than One Person

If you are planning to register more than one person, please select one of the 2 options
provided below. The first will register you and others, the second will NOT register you
but allow you to register others.

2025 WGA Symposium - Meeting Registration Options

Please select one of the following registration options below.
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When you reach the step to add more attendees, the option is grey, but please click on
“add attendees.”

2025 WGA Symposium - Meetings Registration Attendee Summary

Your attendee summary is below. If you would like to add another attendee, please click 'Add Attendee.’ If you have added an attendee, but need to finish their registration,

please click 'Complete’ next to the name

f you are finished adding attendees, please click 'Continue.

There are no registrations for this meeting.

You will only see individuals within your own organization. You will also only see
individuals who have accounts in our membership database. If you do not see the
person you are trying to register you can either create accounts for them or reach out to

with key information (name, email, title) and we will
make sure they are in our system for you to register.

Registration Confirmed but Not Paid

If you do not receive a confirmation of payment or registration email you may have
completed the registration process but not followed through with payment. Ensure that
you have selected “Checkout” once you've completed the event registration
questionnaire and are taken to the Cart page. You can always return to the Cart page to
complete payment.

2025 WGA Symposium - Meeting Registration - Registration Summary
Attendes Registration

Product List Price Your Price Tax Qty Total
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Order Summary

Order Total: $700.00

Make sure that you have whitelisted in your email to
prevent confirmation emails and receipts from going to your spam/junk folder, as this will
be the email you will receive your confirmation from.

Issues Trying to Process Payment

If you encounter any issues processing a credit card, please contact Marvelle, our senior
manager of accounting at or 202-938-2585 to process
your registration payment.
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Event Registration Instructions

If you already have an account that is affiliated with your organization and are logged in
use these directions to complete your registration.

1. Either select the desired event from the “Upcoming Events” section in your
membership portal OR navigate to the event page within our website by selecting
the event title from our “Events” drop down menu.
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2. Now select “Register” on the right side of the screen.

2025 Fly-In for Fair Competition

Please see below for the meeting details. To begin the registration process, please click 'Register’ on the right-hand side

Registration Details

Spouse - Fly-in - Early Bird

.—




3. Choose the registration option(s) that best fits your needs. You may register just
yourself, yourself and others, or only others. Additionally, you will select the
appropriate registration rate if there are multiple options. For example there may be
a spouse rate in addition to the regular member or non-member rate.

2025 NGA Fresh Summit - Meeting Registration Options

Please select one of the following registration options below

2025 NGA Fresh Summit - Meetings Registration Information - Attendee Registration

Please select one of the following attendee registration fees below.

4. Complete the event’s registration questionnaire with specific questions related to the event.

2025 NGA Fresh Summit - Meeting Registration Information - Attendee Questions

Please fill out the information below. Once this has been completed, click 'Continue’ to advance through the registration process.

Event Attendance

Do you plan to attend the reception on Monday, Do you plan to attend the store tours on Tuesday,
June 16th? June 17th?

Yes Yes

Dietary Needs

Do you have any dietary restrictions? If so, please explain.

No

Emergency Contact Information

Please provide the full name of your emergency Please provide the cell number for your emergency
contact. contact.
TEST 123456789

mm




5. Once all questions are completed for all attendees, select checkout to input credit
card information and complete registration.

Cart

Coupon Codes

Order Summary

Order Total: $795.00




