
 

GARTNER HOTEL RESERVATION BOOKING GUIDE 

Disclaimer: Screenshots in this booking guide are provided for illustrative purposes only and are intended 
to serve as visual aids. The conference names, dates, locations, room rates, availability, and other details 
shown may not match the actual conference you are booking. Please use the information associated with 
your specific conference when completing your hotel reservation. 

 
Prerequisite Note: You must be registered for the conference 
before making a hotel reservation.  
 
STEP 1: Sign In to Your Profile 
Log in to your conference registration profile. 
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First-Time Setup:  
If prompted, answer any remaining profile questions. Once 
completed, you will be automatically directed to your My 
Account dashboard.  
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STEP 2: Search for Available Accommodations 
From the My Account page, click Book Hotel. 

Select your Check-in date and Check-out date in the upper-left 
corner. If you received a Group Code, enter it here (if applicable). 
Click Search to view available properties. 
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STEP 3: Select Your Room 
Browse the available hotels and select a property to view 
amenities and room types. Review room policies (such as 
minimum night stay requirements). Click Book next to your 
preferred room option. 
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STEP 4: Complete Your Booking & Payment 
Verify your contact details, which populate automatically from 
your Gartner profile. Enter your payment card details, estimated 
arrival time, and any special requests (subject to hotel 
availability). 

Review the reservation details and check the box to confirm that 
you have read and accepted the Terms & Conditions.  

Click Complete Booking. A confirmation email containing your 
reservation details and policy terms will be sent automatically. 
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Modifying or Cancelling Your Hotel Reservation 
To manage an existing booking before the cutoff deadline, log in 
to your registration profile using the link in your confirmation 
email. From your My Account page, choose one of the following 
options 

• Edit Booking: Update your stay dates or payment/billing 
details. 

• Change Hotels: If you have a reservation but would like to 
look at availability at other hotels, select change hotels. If 
you choose to change properties, the original reservation 
will be automatically cancelled at no penalty, and you will be 
issued a new confirmation email. 

• Cancel Booking: Cancel your hotel reservation entirely (a 
cancellation email will be issued). 
Important: If the cancellation deadline has passed, please 
contact the hotel directly to process modifications or 
cancellations.  
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Need Assistance? 
For questions regarding registration or hotel accommodations, 
contact the Gartner Global Conferences Team at 
GlobalConferences@gartner.com, or call us at +1 866 613 5881. 
You can access a list of our global numbers here.  

mailto:GlobalConferences@gartner.com
tel:+18666135881
https://www.gartner.com/en/conferences/calendar

