
Self-Scheduling
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Full System Tutorial



Login
Accessing BIO Partnering  for the first time

1. Register for the conference & receive the 
login email from biopartnering@bio.org

2. Click the link to the partnering system
3. Verify your email address using the new 

Multi-Factor Authentication System (MFA)
4. Enter the MFA code
5. Set your password
6. Login using your newly created password
7. Enter the MFA code to verify your new 

account & enter the partnering system

Then bookmark https://partner.bio.org 
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mailto:biopartnering@bio.org
https://partner.bio.org/


Do you have a support person managing your 
meetings? 
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View & share the guest access tutorial at letspartner.bio.org/resources

Adding Guest Access does not constitute registration to the event, does not 
create a separate account for meetings and will not allow you access onsite at 

the event. Please register for the event to receive a partnering account. 

Add them as a guest to 
access your partnering 
account on your behalf 



Dashboard
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Dashboard
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Quickly 
request a 
meeting or 
switch 
between 
events & 
other pages 
with the 
navigation 
bar. 

Access event updates & news

View profile 
completion 
status & 
meeting 
availability 
to maximize 
scheduling



Dashboard (Continued)

Multiple ways to 
quickly search 
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Keep track of meeting 
request responses

See who is 
awaiting a 
reply & who 
has accepted 
or declined 
your request.

Take quick action 
with insightful 
meeting overview. 



My Company
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My Company (continued)
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Maximize your searchability & 
visibility with a complete profile.

Update & add to 
your company 
profile at any time. 

Include a brief company 
description that displays 
in search results.



My Company (continued)
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Customize your company 
background & logo to standout!
 

Your company profile 
is visible by default. 
If hidden, your company is 
invisible to others & unable 
to receive meeting 
requests



My Company (continued)
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As one of the most searched criteria, 
Country input is a requirement to 
maximize visibility

Add multiple company 
addresses 

List multiple Geographic Areas of 
Interest for added visibility



My Company (continued)
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Include your Partnering 
Objectives to attract the 
right partners to your 
company profile 



Assets, Market Products, & Services
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Make it easy for the right 
partners to find you with  
Asset, Service & Market 
Product information.



Assets, Market Products, & Services 
(Continued)

Edit & Delete 
by Clicking the 
vertical ellipsis
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Highlight each asset, 
market product or 
service with a 
unique logo



Delegate Profile
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Upload your 
Headshot, add a 
background 
& add a link to your 
LinkedIn profile



Delegate Profile (Continued)
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Add an 
alternate 

email 
address so 

you never 
miss an 
update

Easily share your 
contact information 
directly within your 
meeting request

Receive instant 
meeting updates with 
ICS/ical notifications

Tailor your notification settings 
so you’re receiving alerts that 
are most important to you. 



Calendar
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View colleagues’ 
calendars

Export in a variety 
of view formats

Manage your schedule & set your 
partnering availability



Calendar (Continued)

Optional Meeting

Event Programming

Your Personal Event

Required Meeting

Easily distinguish event 
& attendance type
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Personalize your time zone
(virtual or hybrid events)

Easily distinguish event 
& attendance type



Search
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Segment 
your search 
further by 
using these 
headers

Sort by recently added 
& updated companies

Apply filters & save your search to use again! AND 
Subscribe to notifications to receive daily or weekly 
updates about criteria that matches your search. 



Search
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Choose how often you’d like 
notifications when new 
criteria matches your 
search(es).

Apply filters & save your search to use again! AND 
Subscribe to notifications to receive daily or weekly 
updates about criteria that matches your search. 



Favorites
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View personal, 
colleague & 
company-wide 
favorites

Manage & favorite companies, 
delegates, & assets. 

Easily export your list.



Meetings
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Send Meeting Requests
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Quickly Request a 
Meeting from each 
of these pages on 
the navigation 
menu: 
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Send Meeting Requests (continued)

Mention Participants if you’re 
familiar with the team.

Choose who from your 
company will be a Required or 
Optional participant - this can 
be modified later if needed. 



Use AI Assist to craft 
custom meeting requests
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Edit the Meeting Title 
and Message to fit your 
needs.

Cancel and re-apply to 
preview alternate 
templates.



Meetings
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Use quick filters like “Needs 
Reply” to act fast

View linked content

Mention specific delegates 
for preferred attention

Quickly Request a 
Meeting in many 
views



Meetings (Continued)
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Identify 
meeting 
status & 
take quick 
action 

View & Manage Required & 
Optional Participants at any time.



Meetings (Continued)
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Quickly send messages, include 
your contact information & 
view history & recent activity

Export Meetings and Shared 
Contact Information
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Meetings (Continued)

Include a general message with 
your response to say why you’re 
unable to meet this time. 

Batch accept or decline up to 50 
meeting requests at a time! 



Self - Schedule Your Meetings

29

1) Select the meeting 
you want to schedule 
and click SCHEDULE.

2) Select your Meeting 
Type – In Person, Virtual 
or both, then click to 
select the date and 
time desired. 



Self - Schedule Your Meetings (Continued)
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4) Complete the 
required fields and 
then click “Schedule 
meeting” to confirm. 

Follow the same steps to 
reschedule to a different 
time or location.

3)Select or specify the 
location.  Location options 
include:

    a. A conference provided                       
location
    b. Add your own in 
person meeting or virtual 
link
    c. Add a meeting 
location later 

View & share the Self-Scheduling tutorial at letspartner.bio.org/resources



Help + Support

31

Watch our short 
video tutorials for 
step-by-step 
guides to main 
functions. 

Get additional help with conference specific FAQs, tips 
& other resources for getting started.



Email: biopartnering@bio.org
Phone: US 866.356.5155 | Intl. +1.202.962.6666

Contact the Team
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mailto:biopartnering@bio.org
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