
BESA RSVP HOW-TO 
NAVIGATING TO THE RSVP FORM 

Once you have logged into the main site, locate ‘RSVP for Annual Meeting’ in the left-hand sidebar 
menu and click the link: 

 

ACCESSING THE RSVP RESPONSE OPTIONS 

Once you have navigated to the RSVP page, you will see the RSVP form with fields for First Name, Last 
Name and Email Address. Please enter the first and last name of the BESA member or vendor account 
holder. Any email address may be used. Click next when you’ve filled out the form fields. 

** Please note: You must access the RSVP form using the name of the main member or vendor 
account holder within the BESA system. There are fields within the form which will allow you to list 
attendees and guests for each event, but the main registration must be submitted under the member 
or vendor who holds the BESA account. If the main member or vendor is not attending, you will be able 
to alter the name of the main respondent on step 2 of the form flow. 
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FILLING OUT THE RSVP 

The system will search for the member or vendor account holder, and if they exist in the system, your 
next screen will look like this: 

 

Click ‘Start RSVP’. A pop up will appear over the top of the form, welcoming you to the RSVP system. 
Please click on ‘Proceed to RSVP’ 
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** Please note: You may have to scroll up a bit on the browser to see this popup, depending on your 
screen size and resolution. 

 

The next screen is the bulk of your RSVP. It lists each of the individual events, and you can decline or 
accept the invite for each. Each time you indicate that you are able to attend, a new box will appear 
which allows you to list all attendees. Please list all guests who will be attending for each event in the 
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box provided. This is also the screen on which you can change the name details for the main 
respondent, as seen below. 
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Once you have filled out a response for each event, please click ‘Next’. 

The final form field is an optional note field. If you have any details that you feel will be important for 
the event organizers to be aware of, please include them here. 

 

Click ‘Submit RSVP’. 

You will now see the RSVP confirmation page.  



7 

 

Please note that you can return at any time to edit your RSVP, should the need arise. The process for 
editing an RSVP is exactly the same as it was for creating the initial response. Please remember that in 
order to access the RSVP to make edits, you will need to use the name of the BESA member or vendor 
account holder again. 
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