
FIRST 2025 Championship 

Housing and Registration Process 

 

1. Once your team has qualified, you will receive 
an invitation to request your hotel block of 
rooms. Email will be from Info@cvent.com. 

a. If you do not see all the dates available 
but your main event dates are available, 
please still select the hotel and let the 
Housing Bureau know you still need 
pre/post-event dates. 

 

2. Once your Selected Hotel Block is secured, you will 
receive an email from the system that includes the 
Rooming List Template to submit your rooming 
list/badge.   
 
DO NOT BOOK YOUR ROOMS ANY OTHER WAY.  

 
a. Through this template, you will submit all 

names included in your team to include 
students, chaperones, coaches.  This 
template submission will take care of your 
rooms AND your badging process. 

 
b. If you have family members who are just spectators but want to be at the same 

hotel, please indicate that they are Parent/Spectators.  

 

mailto:Infor@cvent.com
https://na-admin.eventscloud.com/docs/3598/428341
https://na.eventscloud.com/first2025
https://na.eventscloud.com/first2025
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3. Once your Rooming List Template is processed 
for your hotel rooms, you will receive an email to 
let you know. This email will direct you to set up 
your sub-block Planner Portal access so you can 
view your reservations and manage your block 
now that it is booked. Through this portal, you 
can make changes to your reservations, update 
roommates or cancel reservations. 

 

 

We have processed your submitted Housing List-Badge Registration Template for the 2025 

FIRST® Championship sponsored by BAE Systems. Here are your next steps.  

  

• Click on this LINK to access your Sub-block Planner Portal (aka – Dashboard). If you used 

this dashboard before, you may need to reset your password. If you are a new user, you 

will need to click on Create New Account to set up your log in credentials.   

• The dashboard is where you can monitor your reservations, make edits, and run a room 

list report if needed. These links provide short user guides on these actions.  

o Create New Account  

o View Block & Rates 

o Make Individual Edits    

o Make Bulk Edits   

o View Reservations   

o Run a Room List Report   

• If your rooming list included Parent-Spectator room(s), these reservations have been 

booked with the Team credit card guaranteeing the reservation.   

o It is the Team’s responsibility to ensure that the Parent-Spectator’s update their 

reservation with their own method of payment.   

o You should receive a copy of this room’s reservation acknowledgement email which 

includes that Parent-Spectator’s Passkey Acknowledgement #. 

o Please have the Parent-Spectator use this link: 

https://book.passkey.com/go/FIRSTChampionship2025Modify along with their 

Passkey Acknowledgement # to access the reservation.  They can update their email 

address and credit card information on file.   

o Once that has been completed, they will receive their reservation acknowledgement 

email. 
 

 

 

https://planners.passkey.com/
https://app.tango.us/app/workflow/Cvent-Passkey--Planner-Portal-Account-Creation-Guide-5cbd8c5b83ae453ca0d9326cd8e32d4b
https://app.tango.us/app/workflow/Cvent-Passkey--Planner-Portal---How-to-View-Block--Rates-c84b9f97bd5f4314ac8cf3f25d24b4bf
https://app.tango.us/app/workflow/Cvent-Passkey--Edit-a-Reservation-Process-36251b4c6041450a8361d5a876d179f5
https://app.tango.us/app/workflow/Cvent-Passkey--Planner-Portal--Bulk-Edits-Guide-b3ca623d3c304d7bb8c3bc8f7ccb98a2
https://app.tango.us/app/workflow/Cvent-Passkey--Reservation-Viewing-Guide-235c4580e6f74ebc9eea455bc53720cb
https://app.tango.us/app/workflow/Cvent-Passkey--Planner-Portal--Room-Export-Guide-43a5683dfcac4554b7ea6aacb67fa235
https://book.passkey.com/go/FIRSTChampionship2025Modify
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4. Last “step”, you will receive an email that outlines your Team’s Financial Responsibility. 

 
 
 
 


