
SUBSTITUTING REGISTRATIONS – GBTA CONVENTION 2018 

1. After logging in to the Exhibitor Registration site, click on, ‘MANAGE EXISTING REGISTRATIONS’ 

and then ‘VIEW/MODIFY REGISTRANTS/SEND CONFIRMATIONS AND RECEIPTS’ 

 

2. Find the registrant to be replaced, and click on the box next to their name that says, “REPLACE 

EXHIBITOR” 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



3. Select a reason for the cancellation of the original registrant. Then read and agree to the 

Change/Cancellation Policy. Lastly, click on ‘SUBSTITUTE REGISTRATION’ 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



4. Register the replacement registrant: 

 

 

 

 

 

 

 


