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Getting Started as
an Exhibitor



Meeting requests status

Your appointment requests will remain “pending”
until the participant accepts or declines.

IMPORTANT: To facilitate meetings, at least one
team member must be registered.
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Your exhibitor accounts

As an exhibitor, you will have two profiles:

You can switch between accounts by clicking on the
profile button in the top right-hand corner.

You can view your company profile and team
meetings, but only the admin account can make
changes.
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Discover our exclusive materials to inspire
architects, designers, and homeowners.
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Keep your profile updated

Is your company profile up to date?

Complete your profile with your company description, logo,

images, videos, brochures and social media links. [ Y Y.
o {ff) rom ‘-L Fnes
Add products and location categories, selecting only those R —"
your company offers. This helps attendees identify the & G
right exhibitors to meet from the exhibitor list, and it also e | e

improves the accuracy of the recommendations feature.
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Your Dashboard
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Dashboard

Complete your profile Profile activity View all
Your dashboard B o .
Oranges ~ © Company Overview @ Team Members © Connections PM, EP has sent youa :
Meeting requests Products Pavel Lukianchenko has
Your dashboard provides an overview of activity oz v o — T w0 e0 cotnorprte
& Confirmed | Oranges.
on your profile.  Crctatr o
Share your profile anm
By logging in under your company profile, you'll Topperformers . e
. , . [ conie 1 Cotercd 1 s ] _Somea | a
have an overview of your team’s meetings and o - o o o 1 o —
messages. 1 2 o o o
Carlos Sainz 0 0 0 0 o
Interactions — view a list of attendees who have
viewed or favourited your company profile and
content. Keep track of these participants, and be [ roem D [Rom ke [t [ood Pt [ o
sure to message them and request a meeting. 1 a Tolkaheno B - -
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Drop-down menu

You can navigate around the platform using the drop-down menu
on the left-hand side.

e Matchmaking - this will provide you with a list of recommended
buyers based on their interests and your services. Update the
categories in your profile to ensure these matches are accurate.

e Favourites - a list of the buyers you have marked as favourite.
This is a great way to build a bank of contacts to message or
request meetings with.

e Team Schedule - view your team members' schedules, reassign
meetings, block out time and download schedules.

e Team Meetings - view a combined schedule of all meetings.
Filter by confirmed, incoming, pending and cancelled.

e Messages - view all your messages.
e Delegate List - shortcut to the attendee list.

e Meetings Ratings — add ratings to your meetings to help you
prioritise your leads post show.
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How to book a meeting



Delegate List

Click on Delegate List in the left-hand menu.

The delegate list includes everyone coming to the show.
Use the filters on the left-hand side to narrow down your
view. You can also search for a specific attendee by typing
their name or company into the search bar, but make sure
to remove any filters first.

Click a name card to view more detailed information.
From there, you can also favourite the attendee, send a
message, or request a meeting.

The blue dot on their profile picture means they are
currently online.

Top tip: if you have multiple team members networking on the
platform, use the “Existing meeting status” filter to divide your
list of prospects. This will help prevent them from contacting the
same people.
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Request meetings
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1. Click the calendar button to request a meeting.

2.Select the team member who will be attending E ®  Mecting Request
the meeting. o —
Oranges Charles Ledlere, ot % v

3.Select a date and time. Note: only available time 7

slots will be displayed. If no times appear, go to Plsse rovile hemeeng el
“My Schedule/Team Schedule” to check for any J— S i

blocked time. [ R ] R o || -
4.Select the duration of the meeting. 2;) B st Eromrs T e, semmens
5.The location is pre-populated. T ™
6.Add a personalised message to accompany your e e || (e
invitation. il e o - - e

7.Click “Request Meeting”.

4:00 PM
Personal note (visible only for you)
Added notes regarding the meeting will be visible only to

Note: Your request will remain in a “pending” state until the
participant has either accepted or declined the meeting.
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Managing meetings



Access & Filter Meetings Manage Meetings

Access “Team Meetings” from the top navigation bar or You can accept incoming meetings, reschedule
the menu on the left-hand side. You will see a list of all or cancel incoming and pending meetings, and
your company meetings. Filter by team member using reassign meetings to different team members.

the drop-down, or by meeting state by selecting
incoming, pending, confirmed or cancelled.

My Meetings .
m @ Reassign members x

MaY M MaY
B Additional Dates

Tuesday, May 19, 2026

Oranges 10:30 AM - 11:00 AM
@ Profile preview
[ ovicios | oconrs JEEER cotrmn J oo ] - |
Charles Leclerc X Reset all (1)
FROMINETOS
Charles Leclerc
b
PROFILEINFO v B Tuesdoy Moy 19,2026 Hello pilot &
© 10:30AM - 1100AM Let's have a meeting
Q@ Hall: 1, Stand: AS
PARTICIPANT FROM YOUR SIDE: Carlos Sainz
Charles Leclerc
- o e
COMPLETENESS
0, PARTICIPANT FROM OTHER SIDE:
28% g ===
<t

= S Cancel “
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Blocking time in schedule

As the assigned admin, you can go to “Team Schedule”
and block out time in any team member's calendar. For
example, if you know a colleague is only attending for
one day, open their schedule and add blocked time.

This will prevent meetings from being booked with that
team member during the specified period.

Each team member can also block time in their
individual profile via “My Schedule”.
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Top Tips
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Tour icon

E Cs
Tour icon: to |ea rn more about the platform’s Oranges ~ O Simplify your meeting requests with predefined details:
. . . . © Profile preview
features at any time, click the “Tour” icon in the Oursion
top-right corner for a quick feature tour. Entr et o~
Use the “favourite” icon to save the participant - Tipeyour message
#  Edit Profile
you want to meet, then return later to send all oot
your meeting requests at once. £ Team Members

™ Products

Use the Default Meeting info to speed up S

meeting requests.
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Team Members

In the Team Members section, you can exclude
specific team members from receiving meeting
requests or messages.
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@ Each team member must have a valid, unique email address
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Connection settings

O Switching off connections for team members will not cancel existing confirmed meetings and will not close existing

chats
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Leads export

In the Team Members section, you can exclude
specific team members from receiving meeting
requests or messages.

EXHIBITOR

r
L

9
. |

PROFILE INFO

7 Edit Profile

I3 Video and content
2% Team Members

2 Registration

™ Products

B Exhibitor Manual
[] Lead Questions

Download Leads

£ Settings



	Slide 1
	Slide 2: Table of Contents
	Slide 3
	Slide 4
	Slide 5
	Slide 6
	Slide 7
	Slide 8
	Slide 9
	Slide 10
	Slide 11
	Slide 12
	Slide 13
	Slide 14
	Slide 15
	Slide 16
	Slide 17
	Slide 18
	Slide 19

