
 
 

NRF FOUNDATION: STUDENT PROGRAM RETAILER REGISTRATION GUIDE 

*This registraƟon plaƞorm is exclusively for retailers aƩending the NRF FoundaƟon Student Program as 
sponsors. The plaƞorm allows you to enter all your registraƟons for recruiters, mentors, speakers and 
guests, add/remove team members and send confirmaƟon emails all in one place. 

If you are a RCC or Gold sponsor, your Big Show pass request must be submiƩed directly to Samantha 
LaManna via email (lamannas@nrf.com). 

Login 

 Use the following link to login to your Retail Group. Retail Group Login 
 Enter your credenƟals to get started. 

 

 

Contact CreaƟon 

 This step is for the lead contact of the group – filling out this step does not serve as a 
registraƟon for the event. If you (as the lead contact) plan to aƩend the event, you must add 
yourself as a registrant when adding in all your company representaƟves in the next step.  

 Complete all required fields. 

 

 

 

 

 



 
 

 

 

Dashboard (landing page aŌer contact is assigned) 

 

 

Group Summary page: 

1. Dashboard – return to your group’s landing page. 
2. Add New Person – Expand the secƟon and begin registering group members one at a Ɵme. 
3. Export Personnel – Follow steps on how to export the list of your team members in excel. 
4. + (including the 4-digit number) – Click on the + buƩon and number to edit informaƟon for that 

registrant. 



 
 

 

To Register as the Group Contact: 

 Find your name located in the Group Summary. 
 Click “Register”. 
 Complete the required fields and demographic quesƟons. Select a registraƟon type. 
 Click “Update” when completed.  

 



 
 

Add New Person (to register): 

 Expand the secƟon to register each individual one at a Ɵme.  
 Select the registraƟon type for individual. You must select a registraƟon type before conƟnuing.  

o ME (Mentor): People who will be participating in the Executive Mentor Experience on 
Saturday, January 10 from 8:15am – 11:00am. Please refer to your sponsorship 
agreement for your number of mentors. If a person falls into Guest or Recruiting 
categories, please prioritize listing them as a mentor. 

o SPK (Speaker): People who are speaking at the event on the main stage or in the 
tech/supply chain breakouts. If a person is a speaker and also a mentor, please prioritize 
listing them as a speaker. 

o STSP (Recruiting Team): Recruiters and talent acquisition team members who will be 
attending the event. 

o G (Guest): these individuals are anyone else you are bringing along to the event who 
doesn’t fall into the categories above. 

 
 Fill out all required fields and demographic quesƟons. Email must be the business email of the 

registrant. 
 Click “Add” when complete.  

The deadline to finalize your group is December 19. 2025. 

 

 

 



 
 

ConfirmaƟon Emails: 

 Once the registraƟons have been added, you are able to send email confirmaƟons to all by 
clicking “Send All ConfirmaƟons”.  

 

 


