INSTRUCTIONS FOR REGISTERING YOU AND YOUR
CLIENTS FOR AN SPPA SHOW
1. Go to www.sunbeltppa.org

2. Click on the Tradeshow tab at the top of the page and then choose the show for
which you'd like to register.
3. Review the show information and select the link to register

4. Select Distributor as your registration type, then enter your phone number or email
address and click on Search
5. If your company shows up under the search results, then click on Select. If it does
not then select “click here” to enter your own information. **Please note, if your
company does not show up in the search results you will not be able to invite clients to
the show. Call our office at 205-588-8004 to get set up.**
6. Verify that information in “Company Information” is correct (this is the main contact
information for your company, not necessarily the attendee information). Enter
your membership information and click Continue
7. The next screen will allow you to enter distributor attendees or clients. It will also
allow you to invite clients with an email from you and a custom registration link that
is linked to you.
8. Please register yourself (the distributor) first. Please note that your registration is
not complete until you click on “Submit Registration” at the bottom of the page. You
can add multiple people from your company as attendees. Be sure to select which
events they will be attending.
9. If you have already registered and need to manually register your client, be sure to
select “Distributor” as the registration type and follow steps 5-8. Be sure click on the
Client button under “Who will be attending?” when registering clients.

10. To invite your clients using a custom link associated with you, click on “Invite
Clients.” **if you would like to have that custom link to use with other email
marketing or on social media, you can invite yourself as a client and have the link
emailed to you**
11. After selecting the “Invite Clients” option you will need to select your name and
enter your email address. This will insure that anyone who registers with this link
will be associated with you. It will also mean that the email your client receives
shows that it is personally from you.
12. You can change the subject line and the wording of the email to something more
personal if you’d like. **if you make changes, be sure to leave the <RegLink> because
that is where your custom registration URL will go.**
13. You can either upload your client email addresses from a CSV file or enter them
directly on the page.
14. Type the spam verification text and then click on “Send Invitations Now.”
15. Once you have clicked “Send Invitations Now,” your invitations have been sent.
**Please note, as a distributor, you will need to click on “Submit Registration” to
register yourself for the show if you haven’t already**
If you have any questions, or need help with the registration process, please call 205-5888004 or email mark@sunbeltppa.org

