
How To Enter Badges and Request Visa Letters 
Log in to the Exhibitor Portal: 

 

In the “Preparing to Exhibit” Group, click “Start” on the “Exhibitor Badges” task (If you do not see it, scroll 
up and click the “Completed” filter tab.  This should display it.) 

 

https://nahb.ungerboeck.net/prod/app85.cshtml?aat=73412f6d445964397839745365656f36497845443642653861425a374e364a43775951555342346c63776b3d#5BIREKO


When the task opens, read the information and click the “Request to Exhibit” link.  Do NOT click the 
“Submit” button, as it will not take you to the Exhibitor Registration site.  It will only close the task and 
mark it completed, so you won’t see it in your portal unless you click the “Completed” filter tab. 

 

The first time you go to the Exhibitor Registration Page (if you have not previously requested a room block, 
you will see the Group Contact Verification page. 

 



Complete the information on this page and click the button at the bottom.  Please note that the Badge 
Company is the company name to print on the badges.  Also, if you select “No” for Gets Badge on the 
main contact, you MUST designate an Onsite Contact.  Clicking the button will take you to the 
Dashboard.  On the Dashboard, click Manage Group. 

 

You can use Add New Person to add people one at a time or use Import Personnel to download an Excel 
Template that you can fill out to upload your staff all at once. 

 



Once you have added your people, you can scroll down and see their names at the bottom of the page.  If 
you need to request Visa Invitation Letters for them, you can use the highlighted link and fill out the form.  
You can request up to 10 letters on a single form.  The form will require the Registration ID for each 
person, which is the number to the left of their name.  The name on the visa letter request form must 
match the name on the registration. 

 


