
Updating Your 
Conference Registration



Content

• How do I make updates to my conference registration?
• I forgot my registration confirmation number, now what? 
• Modifying your registration (update personal information, 

change sessions or add a guest)
• Download your invoice/receipt
• Cancel your registration
• Substitute registration



Two ways to access your registration: 

1. Registration Confirmation Email: When you registered, you 
received a confirmation email. Click on the "manage your 
registration" link in that email.



Enter your registration email address and confirmation number (both 
found in the confirmation email) in the pop-up box and click Log In.



2. GCSG website:
• Go to the website page of the conference you wish to attend

• Conferences can be found under the Events tab

• Click on the appropriate registration button in the header of the 
appropriate page to be taken to the registration page.



Add your email address and 
registration confirmation number in 
the pop-up box and click Log In

Forgot your confirmation number? 
Click the “Forgot your confirmation 
number?” link and follow the 
prompts. 

Click on the “Already registered?” 
link at the top of the page



Modify Your Registration: Once logged in, scroll to the bottom of the page 
and click "Modify Registration.“ 

Available Modifications:
Personal information
Sessions
Add a guest to the GCSG Night Out

Click through to the appropriate page of the registration process to 
make the desired update.



Submit Changes: Once you've made all your changes, click 
"Submit." You’ll receive a “Registration Updated” email containing a 
summary of your updates.



Download your invoice: Once logged in, scroll to the bottom of the page and 
click "Download Your Invoice." The invoice will automatically download to your 
device.



Cancel Registration: Once logged in, scroll to the bottom of the page and 
click on “Cancel Registration”. Complete the required information and click 
Submit to confirm Cancellation. If eligible, the refund will be processed through 
the original payment method.*

* Review the cancellation policy before clicking the Cancel Registration button 
as this can not be undone. Remember, you can complete a substitution at any 
time without penalty.



Substitute Registration: Once logged in, scroll to the bottom of the page and 
click on “Substitute Registration”. Enter the name and email address of the 
person you are transferring you registration to and confirm by clicking on 
“Submit”.



If you have trouble finding or editing your 
registration, please reach out to 

ConferenceHelp@mygcsg.com (US),
EKFConferenceHelp@mygcsg.com (Europe) or
APACConferenceHelp@mygcsg.com (AsiaPac)

(as appropriate) for assistance
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