
APVRS 2025
Group Registration & Sponsor Portal

Guidelines for Coordinator

1. Update Profile and Password

2. Manage Group Registration

3. Submit Sponsored Materials



Login Details
• Congress System: https://congress.2025.apvrs.org/ 

• Login email: coordinator’s registered email

• Default password: Apvrs2025

https://congress.2025.apvrs.org/


Personal Particulars
• All accounts are defaulted as “Dr.” from “Philippines”

• Usernames are derived from email address and may not be fully accurate (e.g. missing 
middle name, named as “manager”)

• Kindly proceed to “Registration” → “Personal Particulars” to update your profile



Change Password
• For account safety, please proceed to “Change Password” after your first log in



Manage Registration Group
Location: Congress system -> “Group” -> “Manage” 



Adding Coordinator (from registrant only)
Location: Congress system -> “Group” -> “Manage” -> Green “Manage” button on right hand side 

• Click the small “+” next to coordinator email
• Enter the email of newly added coordinator (full address required)
• Click the “X” after the email for delete



Adding members to group 
(did not register account before)

Location: Congress system -> “Group” -> “Manage” -> Green “Manage” button on right hand side 



Adding members to group (no account)
Location: Congress system -> “Group” -> “Manage” -> Green “Manage” button on right hand side 

After clicking “import member”

Select “Yes” if want to send an email to new registrant

Create password for new registrant



Adding members to group (no account)
Location: Congress system -> “Group” -> “Manage” -> Green “Manage” button on right hand side 

Download an excel template here to import new members



Adding members to group (no account)
Location: Congress system -> “Group” -> “Manage” -> Green “Manage” button on right hand side 

Enter the details, then select all the filled cells and copy (Ctrl + C)



Adding members to group (no account)
Location: Congress system -> “Group” -> “Manage” -> Green “Manage” button on right hand side 

Paste all the data here

Then click “Submit”



Adding members to group (already had account 
on their own)
You will NOT be able to add the members to the group. 

Please contact secretariat at christychow@apvrs.org



Purchase Items
Location: Congress system -> “Group” -> “Manage” -> Green “Manage” button on right hand side 

Badges & Tickets
• Select the items you wish to purchase 
• (Do not have to consider quantity at the moment)
• Click “Add to Cart”



Purchase Items
Location: Congress system -> “Group” -> “Manage” -> Green “Manage” button on right hand side 

After clicking “Add to Cart”
• Select the quantity, then “Check Out”



Purchase Items
Location: Congress system -> “Group” -> “Manage” -> Green “Manage” button on right hand side 

If you have already settled payment 
by bank transfer, please email the 
payment proof to the secretariat at 
christychow@apvrs.org. 

mailto:christychow@apvrs.org


Assigning Badges

Items

Click “Assign” to assign the badges



Assigning Badges
Quantity Available 

Assign by clicking “+”

Click “Confirm”



Submitting Materials (Sponsors)

Requirements

Submission Deadline



Submitting Materials (Sponsors)

Requirements

Click “Upload” to choose file

Click “X” to cancel

Click “Submit” to confirm
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