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Please find step-by-step instructions to assist you in navigating the MyTRENZ Zone for
2018. If at any point you require further explanation or assistance, please do not
hesitate to contact the TRENZ team on:

P: +64 4 499 0104

E: info@trenz.co.nz
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Logging In

These instructions will help you navigate the My TRENZ Zone, and how to make the most
Appointment Requests (if you are an appointment taking delegate). Be sure to regularly
check back as the pages will be updated often.

The My TRENZ Zone is where you will find all a lot of key information you need to make
your TRENZ experience successful.

ERENE BUYERS SELLERS MEDIA [

TRENZ

DUNEDIN
7-10 MAY
2018

There are a couple of log in options - in a recent TRENZ Tips - a link was provided with
your log on details. In addition to this you can log in straight from the TRENZ Website,
on the top right hand side of each page is a “Log In” button.

Please note, to access the My TRENZ Zone, your registration fee to attend TRENZ must
have been paid.

Please note depending on your registration type, you will see a different welcome page
and only some of these options may be available.

Event of: Premier sponsor: Supported by: Managed by:
. info@trenz.co.nz
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Welcome Page

Firstly, on the left hand side is the navigation panel. These tabs will direct you to the
different pages within the My TRENZ Zone. This welcome page is updated regularly so
may look different to the above.

MY TRENZ ZONE

MY TRENZ PROFILE

EDIT MY PROFILE

EMERGENCY & DIETARY

TRAVEL INFORMATION

MY TRENZ COMPANY
PROFILE

EDIT COMPANY PROFILE

EDIT MY MARKETING
INFORMATION

INVOICES

ADDITIONAL PURCHASES

TRENZ SELLER & TRADE
BOOTH SERVICES

LOG OouT

e _

Kia ora, welcome to the My TRENZ Zone

The My TRENZ Zone and the TRENZ website are where you will find all of the information you need to
make your TRENZ experience successful. Be sure to regularly check both of these online sites as they
will be updated often. In the My TRENZ Zone you can find:

My TRENZ Profile
See your current TRENZ Profile, including your delegate package and inclusions.

Edit My Profile
You can update your personal TRENZ Profile, including uploading a photo and social media links.

Emergency & Dietary
Confirm your dietary and special requirements, as well as advising your emergency contact

Travel Information
Provide us with the details of your travel to and from TRENZ.

‘TRENZ Activity Afternoon Registration (from 12 March 2018)
Register your preferences for the TRENZ Activity Afternoon.

Appointment Requests (from 8 February 2018 - Appointment taking delegates only)

Request the Buyars you wish to meet with. This function is available until 28 March 2018, when it will
close for the appointment matching process to occur. Make sure you check out the help function in the
top right hand corner for help on navigating this section. Please note you can only access this tab if you
are attending with an appointment schedule.

Appointment Scheduling (from 5 April 2018 - Appointment taking delegates only)
Review you appointment diary, fill up any gaps and change any appointments that you need to. This will
be available throughout TRENZ.

My TRENZ Company Profile
See your current TRENZ Company Profile.

Edit My Company Profile (Company TRENZ registration contact only)
Update your Company's TRENZ Profile, including uploading a logo, profile document and adding social
madia links

Edit My Marketing Information (Company TRENZ registration contact only)
Review your marketing information on display to other delegates.

Invoices (Company TRENZ registration contact only)
View and pay any outstanding invoices, and print copies

Additional Purchases (Company TRENZ registration contact only)
Purchase additional tickels for functions, or Seller full or day Passes o transfer purchase you have
already organised.
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My TRENZ Profile

This is where you can see your current TRENZ Profile, including your delegate package
and inclusions. This is a summary page

My TRENZ Zone

MY TRENZ ZONE

My ROFILE

EDIT MY PROFILE

EMERGENCY & DIETARY

TRAVEL INFORMATION

MY TRENZ COMPANY
PROFILE

EDIT COMPANY PROFILE

EDIT MY MARKETING
INFORMATION

INVOICES

ADDITIONAL PURCHASES

TRENZ SELLER & TRADE
BOOTH SERVICES

LoG out

Delelgate ID Number
12899.5

Login ID
12899.5

Password
pptbt2dy

Name
Helen Soffit

Preferred First Name
Helen

Company
TRENZ Seller 2

Personal Contact Details
2 Monday Street
Miramar

Wellington, 6022

New Zealand

Ph 64 027 665 899
Email

TRENZ Company Registration Contact
Helen Soffit

Registration Type & Inclusions
Seller (Registered / Appointment Taking)
Registration Date

13/01/2018
Activit
Farewell Function; Welcome Function
Package Inclusions

Full Pass

Appointment Status

Double Seller Appointment Book - 51
Appointments

TRENZ
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BRZNE
Edit My Profile

This is where you can update your PERSONAL profile if any items are incorrect and add
additional information such as uploading a photo and social media links. Ensure you type
the entire URL for your social media sites with the https:// e.qg.
https://www.facebook.com/TRENZ.nz/

This should be your personal information only, you’ll be able to update your company
one under the company profile. Any changes you make, need to be completed by hitting
the submit button.

Your Preferred First Name can also be updated here. Say your name is Helene, but you
go by the name of Helen. Add your informal name in, and this is what will be printed on
your name badge onsite at TRENZ. Items greyed out cannot be edited, so you will need
to contact us at info@trenz.co.nz and we can make these changes.

Hint - If you want to change your log on details to the My TRENZ Zone, to be more
memorable — edit your login ID and password at the top of this page. This will carry
across your full TRENZ and TIA (if you have one) profiles and make it easier for you to
log back in each time. If you change companies, you profile travels with you, so should
you move within the industry, let us know and we can transfer you over to your new
company.

L R A e
R— Fusel] S chaes
potbl2dv

EDIT MY PROFILE
EMERGENCY b DIETARY [ —

TRAVEL INFORMATION Feian
MY TRENZ COMPANY soft

PROFILE

EDIT COMPANY PROFILE
EDIT MY MARKETING falen
INFORMATION

INVOICES
ChangeiUipload Prafile Pheto
ADDITIONAL PURCHASES

TRENZ SELLER & TRADE
BOOTH SERVICES

LoGouT

Personal Contact Details
Copy from company contact details

|2 Monday Suset = tha COPY button to copy data from the can

Wiremar

Welingtan New Zeaiand v |64 027 65 898

MNow Zealand v

11 v lrenzselerd co.nz

Reset | | Submit Changes
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This important area and the information here ensures that we can cater for any
requirements you might have onsite at TRENZ. Add or change any dietary and special

requirements.

Your emergency contact, is who we should contact in the case of any emergency. You
can update this as required in the lead up to the event. Please include the country code

in the contact information.

Click submit changes to ensure these are saved.

NN AN . ) /L SRR A A

MY TRENZ ZONE

MY TRENZ PROFILE

EDIT MY PROFILE

EMERGENCY & DIETARY

TRAVEL INFORMATION

MY TRENZ COMPANY
PROFILE

EDIT COMPANY PROFILE

EDIT MY MARKETING
INFORMATION

INVOICES

ADDITIONAL PURCHASES

TRENZ SELLER & TRADE
BOOTH SERVICES

LOG ouUT

Delegate
Dietary Requests and Alergies:

Atergies/Medical Information

Special Requrements:

Emergency Contact Name and Relabonship: *

Emergency Contact Prane: *

Helen Sofft

Low Sait
Low Fat

Low Sugar
Kosher
Vegetanan

Vegan

No Shelfish

No Seafood

No Red Meat

No Pork

Low Carbohydrate
Ghuten Free

Day Free

Other 0]

® None

Yes

Accessibibty Needs
Hearing Impaired

Sight Impaired

Other - please contact TIA
Other.




BRENE"
Travel Information

Here you can provide us with the details of your travel to and from TRENZ. This helps us
with the scheduling of transfers.

LA R

MY TRENZ ZONE

.....

and fram Dunedin. New Zealand.
MY TRENZ PROFILE

EDIT MY PROFILE
rire = Dept Aipert i Aipent

EMERGENCY & DIETARY

RAVEL INFORMATION Home Bound
Dept Arport AT Arport
MY TRENZ COMPANY
PROFILE

EOIT COMPANY PROFILE save

EDIT MY MARKETING
INFGRMATION

mvoices
ACDITIONAL PURCHASES

TREMZ SELLER & TRADE
BOOTH SERVICES

LG ouT

TRENZ Activity Afternoon Registration

This tab will appear when registrations for the TRENZ Activity afternoon are available.
You will be able to select the TRENZ Activity Afternoon option you wish to register for
and also come back here and change it if your plans change.

Please note the registration is based on a first in first served basis, so once all allocated
slots are filled, only options that are remaining will be available to be selected.
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Ap pOl ntment RequeStS (available from 8 February 2018)

This tab will only appear for those delegates who are appointment taking. This is where
you request the Buyers /Sellers/Trade Booths & Media you wish to meet with. This
function is available until 28 March 2018, when it will close for the appointment
matching process to occur.

Make sure you check out the help function in the top right hand corner for help on
navigating this section. Check out the full video on how to use the appointment request
system and maximise your investment.

Appointment Scheduling (available from 5 April 2018)

If you are an appointment taking delegate, you will review your appointment diary, fill
up any gaps and change any appointments that you need to. This will be available
throughout TRENZ. A how to video will be available to guide you around the appointment
scheduling tab. If you are a non appointment taking delegate - here you will be able to
view the appointment schedule for your company.

My TRENZ Company Profile

Have a look at your companies’ current TRENZ Company Profile. You can see who is
attending from your company and who your TRENZ Registration contact is. You’ll also be
able to see information about your TRENZ booth size and location.

MY TRENZ ZONE Company

MY TRENZ PROFILE
EDIT MY PROFILE
EMERGENCY & DIETARY

TRAVEL INFORMATION

EDIT COMPANY PROFILE
EDIT MY MARKETING
INFORMATION
INVOICES

TRENZ Company Registration Contact
Helen Soffit

ADDITIONAL PURCHASES

TRENZ SELLER b TRADE
BOOTH SERVICES

Membership Type Expiry Date

Affiliate 04/10/2018

oG out
TRENZ Company Bio
This is a test, This is 3

Company TRENZ Registration
Registration Type
Seller

TRE

Booth Detaits
Booth Name
dfg

Booth Entitlement
Foo x30m
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Edit Com pany Profile (Registration Contact Only)

In the Company profile edit view, you can update your Company’s TRENZ profile,
including uploading a logo, profile document and adding social media links. Items
greyed out cannot be edited and you will need to contact us at info@trenz.co.nz and we
can make these changes. Please note any changes made here, carry across to the
company TIA membership profile.

My TRENZ Zone | '

MY TRENZ ZONE Company Contact Editor

Reset | | Submit Changes
MY TRENZ PROFILE

EDIT MY PROFILE [TRENZ Sesor 2
EMERGENCY 6 DIETARY
TRAVEL INFORMATION r

MY TRENZ COMPANY
PROFILE

EDIT MY MARKETING
INFORMATION

INVOICES

ADDITIONAL PURCHASES Change/Upioad Logo | | Upload Profie Doc

TRADE
BOOTH SERVICES

tosaur Miramar Now Zealond v | 84 027 665 899

Marketing Information (Registration Contact Only)

In the Marketing Information, you’'ll be able to review some of the survey information
provided in your companies application form. Please note not all survey questions are
shown/available to be edited. If you wish to edit a question that isn't shown here, such
as a new product description, please contact us at info@trenz.co.nz.

ide 8 short TRENZ company biography {maximum 150 words) that describes your cf .
e o ide & ENZ. ny biography (ma 50 words) ribes your company’

it This 1 3 test. This 153 test
TRAVEL INFORMATION

MY TRENZ COMPANY
PROFILE

EDIT COMPANY PROFILE

NvoICES
ADDITIONAL PURCHASES

TRENZ SELLER b TRADE.
BOOTH SERVICES

LoGout

o
Please specify, where appropriate, your organisation's average daily capacity of.

Accommodation Rooms

2
Visitors/pax Capacity
1

Please indicate what percentage of your business is: The total must equal 100% (e.g. Groups 50%, FIT 50%) Please place 0 in the fields that do
ot apply to your business.*

Conferencelincentive (%)
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Invoices (Registration Contact Only)

Here you can view and pay any outstanding TRENZ invoices, and print copies. If you
have more than one invoice for TRENZ, they will be listed here and you click on the
appropriate invoice to open it.

EMERGENCY & DIETARY - “ -
e FINZT g

Y TRENZ COMPANY
FiLe
BinTo:
corcoupmypmoms RN Sel 2
EOIT MY MARKETING e w022
IHFORMATION Non ppn
INVGICES Description [Quantity Rate [Amount
AODMIOHAL PURCHASES |D2U01% Apponimeni Bock = Helen Soff.Jene Jones i 55000 [357000
Fooforit 1 8 2 5 6 > Helan Saf,Jana Jans T Zrow 2000
TRENZ SELLER & TRADE il Pass wih Funcion Tocrets = Feten St T ]
seRucEs FullPess wi Funchon Tckets > Jone Jones i 1250 122500
oo Doy Pass _Wednosday & Trussday > Jane Joes T 70 00 73000
Locour [FLNCHioN Ticket ReQisiration - UTNm M O 000 )
Gompimartary Furniurs Packoge - Dol Apporirmant Back [ 550 000
(GET (15.00% of 9480 00) 1 1,422 00 1.422 00
o [10802.00
Fayment Wiade|
Crodi WamoGrodi Wamo on 2001172017 10,062 00
Baisnce Dus[0.00

Al Pross are i (NZDS) New Zeeiand Doliars

Account Nems: Tounsm Industry New Zealsnd Trust

Bank Account: 03-0502-0621720-00 (A8 TRENZ nveices need 1o ba pad fo s account)
Bank Suh Gods: WPAC

Bark: Wesipac.

Barik Adress. 318 Lambton Cuy, Welingien

Refesence Numiber. TRENZ- 2626

This inveice has been paid in full

Prnt Tnis Page

180130_TRENZ_MyTRENZ Zone How To Guide.docx
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Additional Purchases & Transfers — Seller &
Trade Booth on Iy (Registration Contact Only)
Here you can purchase additional tickets for functions, or full or day Passes or transfer

purchases that are already assigned. Payment can be via invoice or credit card. Please
note credit card will be the only payment option within 1 month of TRENZ.

My TRENZ Zone | ' !I!

MY TRENZ ZONE

MY TRENZ PROFILE

EDIT MY PROFILE Options
ENZ 2018 - Dunedin, N2, 7 - 10 May
ENERGENCY & DIETARY THENZ 2018 2 DN NZ. T < 10 M4
Registration Contact
TRAVEL INFORMATION
Helen Sat

MY TRENZ COMPANY

View
PROFILE in the drop down list, please select the person who Is the main contact for your company’s TRENZ regestration. For help on

1he Shopping cart, use the instuCtions button on Navigation bar above.
EDIT COMPANY PROFRE

DI MY MARKETING
INFORMATION

INvOICES

TRENZ SELLER & TRADE
BOOTH SERVICES

LoG ouT
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How to process a transfer and/or an additional purchase
Scrolling down, you can see what the company has already purchased:

As the registration contact, if you wish to change this over to another person, you can
reassign this, by changing it from the drop down list.

At the bottom of this page, you can see the items previously purchased. To transfer a
pass to someone else within the company, simply click on the blue highlighted pass, and
select from the drop down list the person to transfer this to.

MY TRENZ ZONE Registration Contact
Helen Soffit

MY TRENZ PROFILE —

View Cart
SOIT MY PROFILE In the drop down list, please select the person who is the main contact for your company's TRENZ registration. For help on
the shopping cart, use the instructions button on navigation bar above.
EMERGENCY & DIETARY
Please select a package calegory:
TRAVEL INFORMATION prackags categeny
MY TRENZ COMPANY
PROFILE Full Passes -
Full Pass with Function Tickets h Acd
EDIT COMPANY PROFILE
Full tradeshow access with function tickets.
EDIT MY MARKETING $1.225 Assignments @
IHFORMATION Full Pass without Function Tickets i Add
INVOICES Full tradeshow access only. No function tickets included. Seller / Trade Booth Full Pass with Function Tickets ~ Weicome Function
$1,000
ADDITIONAL PURCHASES Farewedl Function
Day Passes

TRENZ SELLER & TRADE = -
BOOTH SERVICES PRIRTE FNCIOTTCREES Previous Purchases Listed Below
‘ppolniment Opportinities DO NOT GVERWRITE EXISTING NAMES. Please ensure you only submit one
LoG ouT

registration per person.

Delegate Status* First Time
Helen Soffit v Appt
Select... =
Jame
Carolyn Smelt I

<New Person>
Required

Preferred First
Name

Helen

Previous Purchases Listed Below .
Contact Information Copy Information from Company

Full Pass with Function TicketsSeller / Trade Booth Full Pass with Function Tickets > Helen Soffit
‘Welcome Function > Helen Soffit

Farewell Function > Helen Soffit

Address*

Full Pass with Function TicketsSeller / Trade Booth Full Pass with Function Tickets > Jane Jones
Welcome Function > Jane Jones
Farewell Function > Jane Jones

180130_TRENZ_MyTRENZ Zone How To Guide.docx
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You must complete any transfer first, if you wish to then purchase a different pass, for
the person originally registered i.e. Helen was a Full pass, which is being transferred to
Carolyn and you are now wanting to buy a day pass for Helen.

1. Adding a day pass to the shopping cart, it prompts me to assign this to a person.
Make sure you also transfer over any function tickets too.

$1,000 -

One Day Pass - Tuesday i [0
Asingle day tradeshow pass for Tuesday 8 May only. No funcion tickets included. /

$350
One Day Pass - Wednesday | a0
A single day tradeshow pass for Wednesday 9 May only. No function tickets included.

$350
One Day Pass - Thursday i [ a0
A single day tradeshow pass for Thursday 10 May only. No function tickets included.

$350
Two Day Pass - Tuesday & Wednesday | asa

Category

Day Passes

©ne Day Pass - Tuesday Remove
Seller / Trade Booth One Day Pass - Tuesday > Please Assign

Previous Purchases Listed Below
Full Pass with Function TicketsSeller / Trade Booth Full Pass with Function Tickets 3 Carolyn Smelt

‘Welcome Function > Carolyn Smeit
Farewell Function > Carolyn Smelt

Full Pass with Function TicketsSelier / Trade Booth Full Pass with Function Tickets > Jane Jones
Welcome Function > Jane Jones
Farewell Function > Jane Jones

2. Click on the assign button, and it will pop up with the prompt to assign to
someone within your organisation.

Assignments @

Seller | Trade Booth One Day Pass - Tuesday

DO NOT OVERWRITE EXISTING NAMES. Please ensure you oniy submit are
registration per person.
Delegate status® First Time

Helen Soffil | Mon-Appt

“Salutation  First Name® Last Narme*
Helen B som
Required
Rolelob Tite” Gender ategory

Reguired
Preferred First
Name Day Passes

Helen

One Day Pass - Tuesday Remove
Seller / Trade Booth One Day Pass - Tuesday > Helen Soffit

Gontact Information Copy Information from Company

Adaress E . .

R Previous Purchases Listed Below

ity Country* Full Pass with Function TicketsSeller / Trade Booth Full Pass with Function Tickets > Carolyn Smelt
Wellingion Hew Zesland Welcome Function > Carolyn Smelt

Phone” .
Farewell Function > Carolyn Smelt
Country Code ArealCity  Number Ext.

New Zealand o84 027 565899 Full Pass with Function TicketsSeller / Trade Booth Full Pass with Function Tickets > Jane Jones
Mobile Welcome Function > Jane Jones

Gountry Code AmalCty  Number Farewell Function > Jane Jones
Select,

Email* Verify Email”

Regquired Required

Evant Information

The shopping cart will update - showing new and previous purchases.

180130_TRENZ_MyTRENZ Zone How To Guide.docx



3. Click next on the bottom bar. A change log will pop up.

Change Log

Changed Seller / Trade Booth Full Pass Changed Welcome Function undefined
with Function Tickets assigned person from  from Helen Soffit to Carolyn Smelt.

Helen Soffit to Carolyn Smelt. Changed Farewell Function undefined from

Helen Soffit to Carolyn Smelt.

Close

4. Payment option will then pop up if you are adding new passes. Ifitis just a

transfer, it will advise there is no payment required.

Options ~ Payment  Summary

Payment
TRENZ 2018 - Dunedin, NZ, 7 - 10 May
Piease Select a Payment Method
Total Cost: $403
@ Credit Card

You will be required to enter your payment information after clicking the Submit Purchase button on the summary page. Please ensure you click ‘next
afer submitting your payment. NB: Please ensure you click the ‘Next' button within the credit card payment portal once processed, to return
1o your registration and complete your submission.

Invoice - Payment is due within 30 days of issue. All purchases must be paid in full prior to attendance at TRENZ.

<< Previous

5. Click next to review the summary, before submitting.

Options Payment Summary

Submit Purchases
TRENZ 2018 - Dunedin, NZ, 7 - 10 May

Company Delegates Options

TRENZ Seller 2
Publish
2 Monday Street Phone: 64 027 665 899
Wellington, 6022 New Zealand Website: www.trenzseller2.co.nz
Toll Free: 684 Ext. Email: info@trenz.co.nz

Review all information carefully.

Submit Purchases

<< Previous

Transfer/Purchase is completed and you will receive a confirmation email.

Ext.

'

CONNECTS
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My Seller & Trade Booth Services

If you're a Seller or a Trade Booth, you’ll see this tab. Here you will find out all you need
to know to help with your booth set up. Please take the time to review this.

My TRENZ Zone

4 4 ) A
rrTeEEoN TRENE Seller senvices _

MY TRENZ PROFILE

i ey PROFILE
Welcome to TRENZ Seller & Trade Booth Services

EMERGENCY b DIETARY

TRAVEL INFORMATION

MY TRENZ COMPANY
e

EDIT COMPANY PROFILE

KDIT MY MARKETING.
INFORMATION

Invoicss

ADDITIONAL PURCHASES

& refationship with subject 0 the ety resticions.
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My E-Directory

Here you can search all delegates registered to attend TRENZ, and view and print their
profiles.

You can use the search function to find out more about the different delegates attending,
and search on questions completed by the company on registration.

In addition to the My TRENZ Zone, may sure you check the TRENZ website for useful
tools and resources to assist you with your preparation to attend TRENZ. Useful tools
include:

News & Updates

Resources

FAQs

TIA and Seller Media Releases



http://trenz.co.nz/news/
http://www.trenz.co.nz/resources
http://www.trenz.co.nz/faqs
http://www.trenz.co.nz/media-releases/

