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Group Registration Portal Guideline
(PETRONAS)
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Sign in Page

• Sign in with your email address & password. For first time users, please click “Create New Account” 
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• Welcome page to Group 

Registration Portal

• Provides a document 

link for reference to 

Group Registration 

Portal Guideline

• Group Coordinator 

profile creation

• Registering attendees

• Invoice & Payment

• Resend confirmation 

email to attendees

• To extract registration 

reporting

• Log out

Navigation Panel 
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Group Coordinator Page

• Upon first time login, only Home and Group Coordinator tabs are displayed. Other tabs will be displayed 

once Group Coordinator Profile is created.

• Click “Edit Group Coordinator” to fill in the fields/ edit profile.

• Group Coordinator will receive a Group Registration Portal Notification email.
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Group Registration Details Page

a) Download Template

To add Contacts by importing details via 

spreadsheet

b) Import Contacts

To upload the spreadsheet

• Email Registration Link

Group Coordinator to email Contacts to 

register and to complete the registration 

form themselves

• Remove Contact 

To remove contact

Step 1: Add Contact
IMPORTANT: Adding Contacts does 

not mean they are registered to the 

event yet. Please refer “Status”

Step 2: Registering Contact
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Step 1: Add Contact

• All fields are compulsory to be filled

• Do not delete or add new fields

• Title case is used when entering your name (e.g., John Smith, not john smith or JOHN SMITH)

• Key in “Phone” in this format - 60123334444 (country code mobile number/phone number)

• Key in “Email Address in this format abc@abc.comabc.com

• Before uploading via “Import Contacts”, please check that there are no duplicate profile

a) Download Template

mailto:aabcbc@abc.com
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Step 1: Add Contact

• Upload the spreadsheet

• Click “Preview” to view the details

• Click “Import Contacts” to import the Contacts 

b) Import Contacts
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Step 2 : Registering Contact 

• To email Contact the registration link, click “Email Registration Link”.

• Fill in the required field with the below details only:

a) From Name – UPEC Registration Secretariat

b) From Address – upec@icep.com.my 

c) Subject - UPEC 2023: Complete your Registration

• The Content of the email is system generated, however it is editable should you need to add additional information.
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Invoice & Payment Page

• Under “Attendees” you will see all registered delegates details summary.

a) To indicate payment method, Click “Group Payment” and select Letter of Undertaking (LOU)*. 

*Registered attendees must attach a copy of the LOU during their registration.

• Under “Invoices”

a) To create invoice , click “Generate Invoice”

*Prior to generating an invoice, please ensure all delegates are registered. Should you have already generated an invoice, and then add in more registered 

delegates this will create a new invoice.

b) To view a generated invoice , click “View Invoice”
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Resend Confirmation Page

• All delegate that have successfully registered will receive an automated Notification of Registration confirmation 

email.

• “Resend Confirmation” email is a feature provided for Group Coordinator to resend the email confirmation again 

to registered delegate (If needed).

• You may include additional email to be cc-ed to under “CC Email”

• “View Confirmation” is to view the confirmation email that was sent to the delegate.
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Report Page
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Thank you. 
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