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Welcome to the Exhibitor Guide. ‘
You will be using the tools in your

Exhibitor Center to manage your -
team, and interact with

attendees during the event! ‘
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- How to login for the first time?
CPHI '

by informa -«

Login for the first time:

Step 1: You will receive an email* from
servicesnoreply@eventsbycphi.com
containing a link to the Event Planner. Click the
link

Step 2: A window will then prompt you to
create a password for your account

Note: If you don’t see this email in your mailbox,
please check your spam folder. Most of our
emails are sent from
servicesnoreply@eventsbycphi.com

Information Classification: General
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CPHI 0" How to login when 1 have an account ?
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Access your account on
ﬁ https://visitor.cphieventplanner.com/event/cphi-americas-2026

e Enter the email you used to register from your event and
your password. Click the green arrow to connect.

Nice to see you again!

CcC

Welcome,

Please enter the email address you provided during event registration

Emaill oddress

Enter your email cddress @

Note: If you have forgotten your password, click “Send me a magic link” after entering your email.
You'll receive an email to reset your password (valid for 1 hour).
If you need any help, please contact cphiexhibitor@informa.com

Information Classification: General
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Exhibitor Center -

FUNCTIONALITIES ‘




: I I | There are three ways to access your
@ 2 Exhibitor Center
»

By clicking the button in your invitation

email, which will redirect you to your
Exhibitor Center.

Click “Exhibitor Center”
in the drop down menu.

- - ' ‘ . Click on your Exhibitor booth from

the home page.

0 Note: you can access the Exhibitor Center even if the event isn't live.

Information Classification: General
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(@ Home This navigation bar will appear on the left side of your
/_ screen. It will be help you to navigate between the different
8 Company profile % sections of the Exhibitor Center.

& Team members

Home is the first page that you will see
§J Leads when accessing the Exhibitor Center.

&8 Meetings v o .
A red pin indicates that you have a pending

notification. Click to see what's going on!

Information Classification: General
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" D Preview ‘ v

Help Center
Opmn wywit 0Gmpeny prolle Virtual booth QR code

Help Center % Customize Get the QR code that |2 redirecting 10
PN 2036 your company page in the event opp,

to display it an your analte booth o in

2020 - Jun 4, 202 X
Jun 22020 - Jus 0zo your email signature

st vvent

@ A In| " G
Com rofile -

=3 pany pi & Downlood QR code

I Overview I Crganization Type

Docluments & Links

Virtual booth advertising

Pk Business Activity " 3
roduct On wab desktop, the image is
’ displayed in a vertical bonnar ad on
fR Team members & the loft side of your company profile

Campaony Cartificotion
On mobde, your od oppoeoars ot tha

Leods v ’ bottom of it
Markets Active In
83 Meetings ' Ado an od

v Country - ‘

02

To be contacted by as many qualified participants as possible, we advise to fillin all the editable

information from your Exhibitor Center. If a field cannot be edited, please contact the organizer.

Information Classification: General
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Meetings Monoge @
Meeting date Location Team members ¥ External participants Request date
- ) )y oy 10, 202
® ) tuai Soorr o2 B35 AM Meeting requests
janunry Q. 3074 YRS Ber\ Aty oy 10,2024 BN WONtS to meet you.
@ 200 AM o W30 AM L 5 -
& i mestng

o
o

Fil Jan 12, 2024 10000 AM 10 10230 AM

- Display the meetings of your team (Al members or a specific team member)

+ Filter meetings by status: , Confirmed, Canceled or Declined.

« Assign a meeting: reply to the meeting request and select a team member to assign.
- Accept or decline meeting requests or cancel an existing meeting.

+ Export the full list of meetings.

Information Classification: General
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o froma- Add your company products

Promote your offerings and solutions to the entire show universe by adding products to your company profile. Give
your products a hame, unique description and image to help them reach your target audience.

Step 1: Select products from the navigation panel

Step 2: To add a product click on “Add”, located on the right of the page

Step 3: To edit a product, hover over it in the list and select the pen icon to make changes
Step 4: Select the 3 dots at the side of each product to hide it from attendees

i
Nanoge produsts

L

-
2 ‘a

S et o

Munoge preducts

= o
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Hedp oot
Team members

Cm Aivwe s XIT0

"y

T qanry e Adya VYermo Drongon Grow

L) -

o * Note: only if allowed by the organizer

Information Classification: General

R

- How to add a teammate to your team?

In your Exhibitor Center, you can
manage your team.

Go to the “Team Members” tab and
see all your teammates on the
booth.

To add new members, click this
button and add their email address.
If you can’t see this button please
contact the event oraanizer.

The contacts of new members aren't
shared by default for security.

To add a member, helshe must
already be in the list of
participants.
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In your Exhibitor Center, you can manage
your team member’s meetings.

Go to the “Meetings” tab and see all your
e team meetings during the event.

. Kote Enckson . .
ﬁ To assign or change a team member for a meeting,

Sarah Grifin click on the meeting and choose the team member
e you wish to assign.

A confirmed meeting has to be assigned to a
member of the team for them to get reminders.

o Note*: once the meeting has been initiated by a team member, you are unable to assign someone else.

Information Classification: General



=’ What happens iflreceivea
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KD Pharma Group

%+ KD Pharma

Once you are added to an Exhibitor booth as a team
member, you have access to a shared inbox with all your
organization’s team members.

Meaet KD Pharma Group

Messages in the inbox are generated when an attendee
visits your booth and types a message into the “Talk to...”
window.

For the attendee, the message appears within the booth as
a I1chat. For the exhibitor team, the message generates a
notification in the platform, and appears as a message
in the exhibitor inbox.

Information Classification: General



<= Team'’'s contacts and exports
CPHI™
by iriformess e

; o
R Tewnis ot a & By going to the "Team’s contacts” tab,
® oo o n you can view and export all the contacts
a 9 collected by you and your team before,
2

during, and after the event.

only the contacts (from connections, meetings, and people who can chat
in the exhibitor booth) of your collaborators who have enabled the contact
sharing option will be displayed, in addition to yours. You can checkif all
your collaborators have activated it from the “Your team” tab.

Let’s talk GDPR...
All users of the platform have agreed to share
e their data with the event organizer. When you
connect with a user, they tacitly agree to share
From the App or Web App, you can also export your contacts their information with you. You therefore retrieve

. . this information in accordance with GDPR.
(and only yours) as an Excel file by going to your contacts

and clicking on “Export all.”

Information Classification: General
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as an exhibitor? (2/2)

ke e
To view your exhibitor inbox, click the ’ w
chat bubble icon along the top menu. @ =
‘ .‘., .......

Switch between your personal inbox and the
exhibitor inbox by clicking on the dropdown
box.

All exhibitors will see a red notification circle
over the chat bubble icon after each new
message.

What happens if | receive a message

Note: once any exhibitor team member reads the message, the red circle disappear for the entire

team.

Information Classification: General
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I.O:
m Team members
Heip Center
CPH) Ammticas 2026 &
Adya Verma
Q ot Yo
@ Compony protie :

3% Team menbers

5 ek

§4 Mamigs
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Adyo Verma

&

Thejaswini Shotty

My visibility

Mo vaitie o O pOrmciponts

My contocts

SHoe COMOCTS WITh INe teoer

Invite team memters

Each team member can choose
to share their contacts with the team.

Go to the “Your team” tab and see all your
teammates on the booth.

To share contacts, click the pen to the right
of your name. You will then see a toggle list
appear where you'll be able to choose
whether to share your contacts with the
team.
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Personal Profile

Increase your
visibility




a»

=
hojaswindshatt There are 2 ways for you to access your profile

On the upper-right corner of your
screen, click on “My profile.”

On the left side of your screen next to
your photo, click on “Edit.”

You'll then be redirected to your profile details.

Information Classification: General



' How to edit my personal profile? (2/2)

CPHI
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Wy confucts Wy schatun My Bockmots
,E = To edit the information on your profile, simply

click on the “Edit” or “Add"” parts depending on
which type of information you want to edit.

Thejoswini Shetty
Below is some of the information you can edit
about me on your profile:
e My main information _ a‘
sociol medio prl:‘n‘l ITny

« About me (Biography)
e Social Media :
o Contact details T —
e Company '

Contoct detalls

09 80

Information Classification: General



As an exhibitor, depending on your sponsorship package, you can upload a background
image onto your company homepage.

€ To upload a file, go to your Exhibitor Center and click on "Company Profile.”
© You will then be able to add your image.

Information Classification: General



Company profile - How to include an ad?
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Virtual booth QR code

wp Center . 3 - St e R 0000 ThaT 0 Texl (G TING 1
Yol 0 W IDO et OO0
w0 YOI DNML0 DO OF i

Information

Virtual booth advertising

APs] Pumnums Actnity
N wWets dusttop, the rrage |
sSimpieryec] & o veertaool

As an exhibitor, depending on your sponsorship package, you can also include an ad to

your company homepage and choose your redirection for it.

€ 7o upload a file, go to your Exhibitor Center and click on "Company Profile.”
© You will then be able to add your file.

Information Classification: General
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"
CPHI* | 255

by informa «

Exhibitors Conference Agenda
e “

Information Classification: General

How to hetwork?

On the homepage of the event, you can access the
Community list (i.e. Attendees, Speakers).
This will help you find visitors to network with.

Don’t hesitate to contact them through the application to
chat, video call, and book meetings.

If you see time slots appearing on attendees’ profiles, it
means that the organizer has allowed meetings to be
scheduled during the event.

Request meetings with the attendees of your choice before
all their slots are booked. You can also manage your
availabilities from the “My Event” section of the application.
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How to make a connection

request?

&

Adya Verma

&2

=
=<
™ a0

Thejaswinl Shetty

Edk profio >

Information Classification: General

Go to someone’s profile via the list of participants,
speakers, or a company profile and click on

Send connection request

We encourage you to write a message before
sending your connection request to introduce yourself
and explain the reason for your request.

You will be able to find all the people you have been
in contact with from “My contacts” tab under
your profile picture, or in the “My Event” button
in My Networking tab.
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Go to a person’s profile - by going to the list of

attendees, speakers, or a sponsor’s profile.

Click on one of the suggested meeting slots.
If you want to see other slots, click “See more slots.”

After selecting a slot and the Meeting location,
write a message to the person you want to meet.

Once done, click ,
Send meeting request

Add e messoge

Information Classitication: General

<—

Id Thurdop Septaebar | 232 100 PM g 2:00 BM (Ewrope/Parly

ONLINE

Location

How to request a meeting?

Charles Bourgeois

Swopcard
Meet Charles
Select a tvne slot to set up @ masting with Chorles
Thursday, Seplnmbar
900 AM 000 AM 1100 AM 12:00 PM

1:00 PM

100 PM



CPHI>"  Howtodoavirtual meeting? (1/2)
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A few minutes before the meeting, go to “My Event” and select “My meetings”
or head directly to the profile of the participant you have a meeting with. Click
on the 3 dots located to the right of the meeting details to join the call.

You can also join the video call from your reminder notification/email.

schedule

Friday, January 12, 2024

B Myzchedule >

9:00 AM Meeting with CPHI Support

w

Ben Jozeph

Upaming mwsting(x)

3 ML /o % 203003 Ak = W20 A [0 Kzmeer
o

@ Jnziocetes

& CPHI Support

E Kate Erickson

m My nelworcing

Versnag arh e

B My bookmaorked companies
10:00 AM Meeting with Ben Confirmed
1020 AM
) Ben Joseph

Time is displayad in 12-haur

@ format

Note: this button will only be available if the meeting is confirmed.

Information Classification: General




0 Once you click on the Join
button, the video call will be launched.

a By clicking the camera and microphone
icons, you can turn your camera on or off
and mute or unmute yourself.

e By clicking on the 3 dots on the right side, you can
also share your screen or select
the full screen option.

Q Note: make sure you have enabled the use of your camera and microphone in your browser settings.
Information

lassification: General



How to create Group chats?

The Group Chat feature gives Users the ability
to engage in a discussion with up to 10 people.
It also allows them to send messages, files,
reactions, and even have Group video calls!

To create a group chat, click on the message
icon to the right of "search a contact” then —
add the list of people from your contacts list

you want to include in your group.

By default, the person creating the Group
Chat is the Admin. This will give them the
rights to:

Add and remove members

Rename the conversation

Assign or demote other Admins

End the conversation

Information Classification: General
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Set up your qualifying
questions

Bring consistency to your lead quailification by
creating personalized questions for your company.
After scanning an attendee badge or connecting with
someone online, your team can answer these
questions to help identify the quality of the lead.

To set up your personalized questions:

Step 1: Log in to the Event Planner and go to your
ExhibitorCentre*.

Step 2: Select “Leads” from the left hand menu. Then
select“Leads qualification”

Step 3: Click the button titled “+ Create a qualification
field”

Information Classification: General

Step 4: Create your questions. There is no limit on the
number of questions you can add. Single choice, multiple
choice and short text answers are supported

* It is possible for any member of your team to add questions, however once a
question is added it will be seen by all your team members. We suggest one
person take responsibility for adding questions and that they set these up as
early as possible to get the most benefit

CH Americos

2 a 2

-3
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Step 5: Click on the pen icon to edit the

question

..................................................................................................................... o= @
Oplic
Optior
Oplho

O Partner

QO Supplior

Step 6: Edit the field name and values. To save a value, select the tick
icon.

Information Classification: General

Company Size

* Qualification Bk name

Company Size

51-500

(oo

4 Add value

O Delete qualification feld



Scan attendee badges " - —

Event home ‘ QR code 1 Card
) it Are )

CPHI - onsite
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Scanning a badge will capture their contact
details for you to download later.

To start scanning badges onsite, you will
need to download the app.

Conference Agenda Exhibitor List

Attendees List Products

Step 1: Log in and select the QR code icon at
the bottom center Featured Products
Step 2: Select QR Code

Step 3: Align the square camera with the
attendee badge

Useful Information

Speakers Floorplan

CPHI Sustainability Sustainability Agenda

The Sustainability

P
Collective ress & Media

CPHI Celebration Gala

Discover Philadelphia Al Recommendations

Ps ‘ @ %4 (3]
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'=  Download your leads post-
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Post-event, you can download an excel file that
includes the information of all your scanned
badges, any connections made online and
anyone who has interacted with your sponsore-
content. The file is formatted so that all the s
information can seamlessly be imported into
most CRM systems.

CPHI Mmarioon

Export

G) e

Step1: Log in to the Event Planner and go to yOou g cv s it espers
Exhibitor Centre. To get to the exhibitor centre , . ... ;
from the event homepage, click your profile

picture in the top right-hand corner and select

“Exhibitor Centre” from the dropdown menu.

Step 2: Select “Leads” from the left-hand menu.

Step 3: Click “Export Leads” from the top right
corner.

Step 4: You can download all your leads at once
or select specific dates and sources

Information Classification: General
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Thank you for taking the ’

time to read this presentation. -

Any questions, please email our ‘

client services team:



mailto:cphiexhibitor@informa.com

