
Introducing Cvent: 
Our New Webinar Platform
A step-by-step tutorial on how to register for CGS webinars



Cvent Registration: Getting Started 
From our website Calendar of Events, click on the link: https://cvent.me/9yELaV
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Your Personal Information
 Fill in your information.

 Cvent saves your information, so 
you don’t have to enter it every time 
you register for a webinar.

 If you bill both JB and JC, choose 
the one you predominantly bill.

 Just once, and you’re done!

 Click on Next.
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Choose Your Webinars
 This screen shows all our currently 

scheduled webinars (sessions).

 You simply Select the ones you 
would like to attend. 

 Remember that you can always 
come back later and select 
additional webinars or cancel them.

 At the bottom of the sessions list, 
click Next. 

© 2024 Copyright, CGS Administrators, LLC

January 2024

4



Registration Summary
 This screen shows all your 

information, plus the webinars 
(sessions) for which you have 
registered.

 If you are happy with your 
selections, click Submit. 
 If you’d like to make a change, 

simply click on Previous.
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Registration Confirmation
 Your confirmation number will remain 

the same for any future registration.

 You will receive an email with details 
and instructions on how to sign in on 
the day of the webinar.

 Be aware: Cvent does not allow you to 
sign in until five minutes before the 
webinar begins.

 If you wish to make changes, you can 
either click Modify or Cancel.

 If you are done, simply click Log Out at 
the top right-hand corner of the page. 
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Important Note: 
Please Don’t Opt-Out of Emails!
 It is always your right to 

unsubscribe or “opt-out” of emails 
from CGS.

 However, please be aware that 
by unsubscribing, CGS will not 
be able to email you the link 
with verification codes to sign 
into a webinar or workshop.

 If you choose to opt-out, 
remember to check your text 
messages for the code.
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To Join a Webinar
There are two ways to join a webinar. In either method, you will be unable to enter the webinar 
until 5 minutes before start time.

 Log in to your personal webinar 
schedule on the CGS JB & JC 
Webinars website: 
https://cvent.me/LD3gPz

Medicare 101
10:30 AM – 12:00 PM ET 

 Click the link sent to you in the email 
reminder one hour prior to the webinar. 

Dear Supplier,

Confirmation Number: XXX12345678
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Joining Zoom
1. After you click Join session, you will be asked to open Zoom Meetings.

2. Click Join from Your Browser option located at the very bottom.

3. Enter your name.

4. Click Join.

1.
Medicare 101
10:30 AM – 12:00 PM ET 

2.

3.

4.
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How to Download a PDF of the Presentation
 On the CVENT website, click on 

the session title.

 Click on the highlighted 
RESOURCES icon in the upper 
right corner.

• Be aware that you will not see 
the RESOURCES icon unless 
you are registered for the 
session.

 A sidebar will open to show the 
PDFs of the presentation and the 
promotional packet of important 
updates available for download.
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Thank you!
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