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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 

 

 

 

 

 

 

mailto: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.  

 
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.  
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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. 
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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
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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.g. 

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. 

 

  

https://www.facebook.com/TRENZ.nz/
mailto:info@trenz.co.nz
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Emergency & Dietary 
 

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. 
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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. 

 

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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Appointment 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.  

 

 

  

http://trenz.co.nz/resources/#how-to-guides
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Edit Company 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. 

 

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. 

  

mailto:info@trenz.co.nz
mailto:info@trenz.co.nz
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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. 
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Additional Purchases & Transfers – Seller & 
Trade Booth only (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. 
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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. 
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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. 

 

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

someone within your organisation. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

The shopping cart will update - showing new and previous purchases. 
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3. Click next on the bottom bar. A change log will pop up. 

 

 

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

transfer, it will advise there is no payment required. 

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

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

