
 
 

How to Create a Group and Manage Group Registrations for IMS Annual 2025 

Go to the group registration website here: https://show.jspargo.com/imw25/groupreg/  

1. Click next under Step 1 to create a group contact record.  This record will allow you to manage 

your group registrations. 

 

 

2.  Agree to the IMS group registration policies. 

 

 

https://show.jspargo.com/imw25/groupreg/


 
 

3. Fill out the group contact information and select your password.  Please not that the group 

name and address will be displayed on invoices and receipts. 

 

 

 

 

 

 

 

 



 
 

 

4. Review the group contact information and click next. 

 

 

5. The group contact record is complete, and a login number will be located on this page.  An email 

confirmation will also be sent to the email address in the record.  Select “Login to Group 

Registration” on this page to continue. 

 



 
 

 

6. Fill out the Login number and password under step 2 and click next to log into the group 

registration website.   

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



 
 

 

7. rom the group registration main menu leaders can register attendees, review/make changes to 

records, make group payments, pull invoices/receipts, and send email confirmations to 

themselves as well as the group registrants.    

a. To start a new group registration, provide the email address and last name of the 

attendee in the “Register New Group Attendee” fields and click next.   

 

 

 

 

 

 



 
 

8. Then fill out the personal information for the registrant.  Please note the same email address 

cannot be used more than once.   

 



 
 

9. Any demographic questions with an asterisk are required and must be answered before you are 

able to continue.  Registrants that register in the fellow, resident, nurse, nurse practitioner, 

physician assistant, or allied healthcare professionals will need to provide proof of status once 

the registration is complete.  Verification can be sent to imsregistration@spargoin.com.   
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10. Select the registration choice for the attendee.  If a group attendee is a member you will need to 

register them with the email address in their IMS membership record to see that rate.   

Additional information will display for each registration choice when you click the box next to it.   

 

 

11. Review the registration on the Summary page before agreeing to the policies and checking out 

to save the record.  

 



 
 

12. To review your group registrations or make changes select the “Group Registration Summary” 

button from the main menu.   

 

 

13. On the group summary click on the registration ID number to make changes to the registration 

or click “Send Email Confirmation” to send a confirmation to the email address in that record.   

To make changes to a record click on the registration ID number next to the registrant’s name.  On 

the next page use the menu on the left side of the page to make changes to the contact information 

or the registration option.  

 

 



 
 

14. To send email confirmations to yourself or each of your group registrants with the touch of one 

button use the buttons on the top of the page.  Please note that group attendee confirmations 

will not go out until they are paid in full, and you select to send them.   

The Group Roster button can be selected to download a spreadsheet of group registrants.   

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



 
 

 

15. Payments via credit card can be made through the “Pay Group Invoice” button on the main 

menu of the group website.  An invoice or receipt can also be printed or saved from the 

invoice/Receipt button. 

 

 

 

 

 

 

 



 
 

 

16. The entire amount can be paid, or smaller amounts if a group leader needs to use different 

credit cards.  Please note that it can take 48 hours for your funds to disperse into the 

registration records once payment has been processed. 

 

 

 

 

 

 



 
 

17. Invitation letters for international group registrants can be printed from the Visa letter website 

one their registration is paid in full.  You can access the website from the main menu by clicking 

on “Print Visa Letter”.  You can also provide your registrants with the link where they can login 

using their registration confirmation number and email address to log in.   

 


