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Introduction 
 

This guide is a resource for delegates who are registering to attend PSA23. It contains a step-

by-step guide on how to register an account, book a ticket, workshop and social event(s) and 

pay for your ticket(s) via the Ex Ordo conference platform. A video guide, demonstrating 

this process can be found here. 

 

 

Please visit the PSA23 Ex Ordo website here. You will need to create an account if you 

have not already done, so. If you created an account for PSA22, log in using the same 

email address and password used when creating that account.  

 

 
Once you are logged into the PSA23 website, click the ‘Dashboard’ link in the top bar. 
On the dashboard home page, you will see a tab and a Register prompt. Clicking on 
the 'Register' button will take you directly to the conference registration form 
 
In the Registration portal, there is a 7-step process that you will be required to 

complete to successfully pay and register for PSA23.  

 
 

https://youtu.be/xRM_ThTaeg0
https://psa23.exordo.com/


 3 

Step 1. Guide for Delegates  
 

Please carefully read the conference terms and conditions before proceeding and 

then click ‘Next: Registration Fees’ to select your registration fee. 

 

 

 

 

 
 
 
 
 
 

 

 

https://www.psa.ac.uk/psa-annual-international-conference-2023-terms-and-conditions
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Step 2. Registration Fees   
 

In the section, please choose the correct fee which is applicable to you. If you are 

unsure of which category applies to you, please visit the PSA annual conference 

website here. Once you have selected your fee option, you can move on to the next 

step by clicking "Next: Workshops" at the bottom of the page. 

https://www.psa.ac.uk/events/psa-annual-conference
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Step 3. Workshops 
 

Please select the workshops you would like to attend, then click "Next: Social Events" 

to continue. 
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Step 4. Social Events   
 

Here you can confirm your attendance for our social events, such as the Annual 

Conference Drinks Reception and PSA Conference Dinner. Once you have selected 

your social events they will be added to your cart, and you can select ‘Next: 

Additional Information’ to proceed to the next section. 

 

Please note tickets are limited however if you wish to book a social event after you 

have registered at a later date, please contact conference@psa.ac.uk and ask for 

availability. 

mailto:conference@psa.ac.uk
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Step 5. Additional Information  
 

In this section, please let us know of any dietary or access requirements you have so 

that we can best cater for you and support you at the conference. 

 

You will also have the option to fill in information which will appear on your 

badge. Please note the system pulls your information from here and your account 

and therefore it is important you complete the fields as you would want them to 

appear on your badge, including your title i.e., Dr, Professor, Ms, Mrs, Mr etc. 

 

Once completed please select ‘Next: Billing Information’. 



 8 

Step 6. Billing Information  
 

The Billing Address is a default step of the registration process and cannot be 

bypassed. Here, you will  have to add your billing address and details that will appear 

on your registration invoice. 

 

If your university to is paying for you, and you need to enter a PO number, please do 

so here. If you need to add one after registering, please contact finance@psa.ac.uk. 

mailto:finance@psa.ac.uk
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Step 7. Checkout 
 

During the checkout step you will be able to see a complete list of what has been 

selected above and the total amount due. If you would like to edit your registration at 

this point, you can go back to any of the steps and make changes.  

 

You can either ‘Pay Now by Card’ or ‘Pay Later by Bank Transfer’. If you decide to 

pay by bank transfer, you can find the bank details and instructions in the 

confirmation email. Please note all payments must be received by 20 March 2023 

in order to secure your place at the conference 
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Contacting Us 
 

PSA staff and the convenors are on-hand to help with any queries you may have 

regarding your registration. Please also refer to Ex Ordo’s Register for Conference 

guide and Paying for my registration for further guidance and useful resources.   

 

If you need assistance with your registration, we will be happy to answer your 

queries, your primary point of contact is the dedicated email conference@psa.ac.uk. 

 

Please note for all finance related queries, the primary point of contact is 

finance@psa.ac.uk. 

 

Further details regarding the PSA Annual Conference, including deadlines, are 

available on the PSA main page. 

 

FAQs  
 

How do I register an Ex Ordo account? 

 

Please find a video guide here. If you are unsure, you can email 

conference@psa.ac.uk. 

 

 

How do I access my Ex Ordo account? 

 

Please follow the link here and log in to access your account. 

 

 

How do I request an invoice for my university to pay? 

 

Please contact finance@psa.ac.uk with your full name as listed on Ex Ordo, your Ex 

Ordo reference number and PO number.  

 

I have another question, who should I contact? 

 

The first port of call will usually be the dedicated Conference inbox reached by 

emailing conference@psa.ac.uk. 

 

 

https://support.exordo.com/article/788-registering-for-the-conference
https://support.exordo.com/article/788-registering-for-the-conference
https://support.exordo.com/article/807-paying-for-my-registration
mailto:conference@psa.ac.uk
mailto:finance@psa.ac.uk
https://www.psa.ac.uk/events/psa-annual-conference
mailto:conference@psa.ac.uk
https://psa23.exordo.com/
mailto:finance@psa.ac.uk
mailto:conference@psa.ac.uk

