-. ..
P o'e
by informae--

Exhibitor Guide -

for the Event App ‘




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! ‘




-. .-
P o’e
by informas-«

Table of contents

1. Access the app

2. Exhibitor Center

3. Content Features

4. Networking Features




-. ..
P o'e
by informae--

Access the App -
Login ‘
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CPH 3:':3 How to login for the first time?

by informas-«

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 O weeome

ddress you provided during event registration.

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

i
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Access your account on
G 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!

Enter your password for adyalofficial@gmail.com or get a one-time code
via email.

*Password

Reset password

@

Welcome,

Pleaia enler the emdall addreds you provided during ewenl registnaliod.

Ermadl oaddress

O Email me a one-time code

Note: If you have forgotten your password, click “Send me a magic link” after entering your emaiil.
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



Exhibitor Center
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CPH 2:':1 Navigation

SR BN There are three ways to access your

£ G 5] https://visitor.cphieventplanner.com/event/cphi-americas

Exhibitor Center

Home MyEvent ConferenceAgenda  Exhibitorlist  Attendeeslist  Products v
Press&Media  CPHICelebrationGala  News  Discover Philadelphia Al Recommen dations RO
Thejaswini Shetty °

5 CPHIAmericas
dit svent

Useful Information

Edit profile >

By clicking the button in your invitation
email, which will redirect you to your
Exhibitor Center.

Click “Exhibitor Center”

= BT

“ - ' Click on your Exhibitor booth from

= the home page.

Edit
@

Thejaswini Shetty
Partner PM

Edit your company information and access
‘advanced features in the exhibitor center.

Help Center s
Help Center =

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

Information Classification: General



CPH == Navigation
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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
@ company profile v sections of the Exhibitor Center.
&, Team members
Home is the first page that you will see
§J Leads when accessing the Exhibitor Center.
24 Meetings v

A red pin indicates that you have a pending
notification. Click to see what's going on!
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Help Center

Open event company profile

CPHI Americas 2026
Jun 2, 2026 - Jun 4, 2026

Open event

() Home

@ Company profile

I Overview

Documents & Links

Product

R Team members
Leads

Meetings

Help Center

Information

Please add a description of your company
Organization Type

Organization Type

Business Activity

Business Activit

Company Certification

Company Certification

Markets Active In

Markets Active In

v Country

Company profile - Overview

¥ Customize

[> Preview % ~

Virtual booth QR code

Get the QR code that is redirecting to
your company page in the event app,
to display it on your onsite booth or in
your email signature.

¢? Customize

| & Download QR code |

Virtual booth advertising

On web desktop, the image is
displayed in a vertical banner ad on
the left side of your company profile.
On mobile, your ad appears at the
bottom of it.

| Addanad |

Make sure to update your personal and company profile on CPHI Online to maximize your visibility. An up-
to-date profile ensures you appear in filtered searches and recommendations. Without current

Information Cla

information, you risk being overlooked by valuable connections actively searching the platform.


https://www.cphi-online.com/#login

CPHI - Manage your meetings

by informae--

Meetings @ Manage availability

Status Y Meeting date Location External participants Request date

@ Pending January 12, 2024 irtual Ben Alex January 10, 2024
£ 200 AM to 9:30 AM Virtual Room Hnore 5:38 AM Meeting requests

® Panding Jonuary 12, 2024 Virtual Ben Alex Jonuary 10,2024  Benwants to meet you. 7 minutes ago
J 10:00 AM to 10:30 AM Virtual Room +1 more 6:51 AM

Il meeting
Fri, Jan 12, 2024 10:00 AM to 10:30 AM

Virtual Room

pd @ G B

You have 2 day(s) left to answer to this request
5

Ben Alex
Informa

Decline

- Display the meetings of your team (All 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 orma- 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 themreach your target audience.

Step 1: Select products from the navigation panel

Step 2: Toadd 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

Help Center

"y

~l g

Manage products

g "

B
LV

S

‘ o
= H ; 3
‘ 3

& Team members

33 Mestings
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CPH == How to add a teammate to your team?
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In your Exhibitor Center, you can
b oo G manage your team.

Help Center

Team members
@ Go to the “Team Members” tab and

Thejaswini Shetty
= & Partner PM

&‘ see all your teammates on the
° booth.

@ Company profile v Adya Verma Brandon Grow
Project Manager My visibility [ ]
Be visible to other participants

R Team members R ;
View profile ® View profile @

My contacts ®
& Leads v Share contacts with the team

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

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

To add a member, helshe must

. ) already be in the list of
o * Note: only if allowed by the organizer participants.

Information Classification: General
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CPHJ| < How to assign a teammate to a meeting?

by informa

In your Exhibitor Center, you can manage
your team member’'s meetings.

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

Kate Erickson . .
ﬁ- Profect arcge To assign or change a team member for a meeting,

Saran i click on the meeting and choose the team member
e 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 if l receive a

CPHI™" message as an exhibitor? (1/2)
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I Talk to KD Pharma Group I
KD Pharma Group

PRI o Once you are added to an Exhibitor booth as a team
member, you have access to a shared inbox with all your
Q0 Bookmark organization’s team members.
Meet KD Pharma Group
o e e s Messages in the inbox are generated when an attendee
_ visits your booth and types a message into the “Talk to...”
Information
Ercrmanasice e by amplofng ave-o-ineer tachnaiogy. Srce For the attendee, the message appears within the booth as
1o devtop ancranoctas icopionst ity AP Taco winplar o - a I:1chat. For the exhibitor team, the message generates a

tachnolagy and quality are the foundation of the KD Pharma GOM®S Givision. KD

Pr'crkT'\as'J:;c-.rld-glass:ywthes:aw:f'actlc::atlcwfucl\ty|nthe_lkr'c|salc'|'_:_ nOtifiCGtion in the platform, Ond Oppears GS G message
' - N in the exhibitor inbox.

Information Classification: General



CPHI - Team’s contacts and exports
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- . o
B Tow cotoch 0 o By going to the “Team'’s contacts” tab,
- n you can view and export all the contacts
a 9 collected by you and your team before,
(1] 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 check if 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
their information with you. You therefore retrieve

From the App or Web App, you gan also e Xport your contacts 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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CPH > What happens if |l receive a message
oo as an exhibitor? (2/2) 1
® n3
Ben Alex 9 v Wy e soseph Alex a1 Mute discussion ®
o To view your exhibitor inbox, click the ‘ @
chat bubble icon along the top menu. & =
o Switch between your personal inbox and the -
exhibitor inbox by clicking on the dropdown
box.
e All exhibitors will see a red notification circle .
over the chat bubble icon after each new ey o
message. [+ ]
+ Write o message = ]
o Note: once any exhibitor team member reads the message, the red circle disappear for the entire
team.

Information Classification: General



CPHI"*

by informas-«

m Team members

HelpCenter

Open event company profile

&
CPHI Americas 2026
Jun 2,2026 - Jun 4, 2026
Open avent
Adya Verma
(M) Home Project Manager
N View profile @
% Company profile v

m Team members
&, Lleads v

88 Meetings

Information Classification: General

Brandon Grow

View profile

@

Adya Verma

View profile

@

Thejaswini Shetty

Partner PM

Edit profile

My visibility .
Be visible to other participants

My contacts .

Share contacts with the team

Invite team members

Invite your team members who are registered
for the event so you can all access the same
interface. With your whole team in one place,
it's easy to share contacts and data!

How to share your contacts with your team?

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.



by informae--

Personal Profile
Increcdse YOUI‘
visibility




CPHI>~ How to edit my personal profile? (1/2)
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Americas
Click to go back (Alt+Left arrow), hold to see history |

Home MyEvent  Conference Agenda  Exhibitorlist  Attendeeslist  Products v  Useful Information

Press&Media  CPHIColobrationGala  News  Discover Philadelphia Al Recommendations

&%
Thejaswini Shetty

There are 2 ways for you to access your profile

Edit profile >

iy schedule My bookmarks °

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.”

Thejaswini Shetty
Partner PM

ur company informatio
e oemes ot

vent Studio
ot ® Settings
My Event Conference Agenda
Helpcenee ® Contact app support
Logal

@ Logout

“ e

Useful Information “

You'll then be redirected to your profile details.

Information Classification: General
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My profile My contacts My schedule

Thejaswini Shetty
Partner PM
About me

Introduce yourself in a few words

Social media

Add your social accounts.

Contact details

B Add yeur mobile phene number
@ add your landline phone number
@ thejoswinishetty@informa.com
@ Add your business website

@ add vour husiness address

Information Classification: General

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

My bockmarks

Edit

Edit

Edit

Edit

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.

Below is some of the information you can edit
on your profile:

My main information %‘

o
Thejaswini Shetty
« About me (Biography)
o Social Media T —
« Contact details sstlmests

« Company

Is member of

Informa =]

Help Center [n]



CPHI>~ Company profile - How to add a background?

by informa.--

Help Center

Virtual booth QR code

Get the QR code that is redirecting to
your company page in the event app,
to display it an your onsite beoth or in

Qpen event company profile

CPHI Americas 2026
Jun 22026 - Jun 4, 2026

Open event Information Edit
H
([ Home Youtube o
org tion Typ
@ Company profile ~

Virtual booth advertising

On web desktop, the image is
displayed in a vertical banner ad on

Company Certification the left side of your company profile.

Product On mobile, your ad appears at the
bottom of it

B Team meml Dot Markets Active In
Add an ad

& leads v

Country

84 Meetings Need assists 2t gy

mpany detail

As an exhibitor, depending on your sponsorship package, you can upload a background

image onto your company homepage.

@ 7o upload afile, go to your Exhibitor Center and click on "Company Profile.”
Q You will then be able to add your image.

Information Classification: General



CPHI o Company profile - How to include an ad?

by informae«-

Virtual booth QR code

Help Center ¢ Customize Get the QR code that is redirecting to
your company page in the event app,
Information Edit £ Add an ad
. &, Download QR code
Organization Type '
A

Virtual booth advertising

Business Activity . .
On web desktop, the image is

displayed in a vertical banner ad on
the left side of your company profile.
On mobile, your ad appears at the
bottom of it.

Company Certification

Markets Active In
Add an ad

Country

Need assistance customizing your
company details?

Products and Services

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

your company homepage and choose your redirection for it.

© 70 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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Networking -
Features ‘
Main Functionality ‘ -




CPHI 0" How to network?
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’e
CPHI T AMERICAS On the homepage of the event, you can access the

2-4 JUNE 2026 Attendee and Speakers list.
This will help you find visitors to network with.

by informa e

Don't hesitate to contact them through the application to
chat, 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.

Exhibitors Conference Agenda
Al Recommendations Halp Center

Information Classification: General

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

e request?
P -
T Go to someone’s profile via the list of participants,
ﬁ speakers, or a company profile and click on

- Basedonyour
C@{ explorations
Hana Esayed@informa.ca. Adya Verma

Project Manager

@ oo [ = coree ) Send connection request
About me

‘:@ Based on their network Hit | am a project manager at Informa Markets facilitating delivery of events.

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

Is member of

Help Center

Help Center

Thejaswini Shetty You will be able to find all the people you have been
Ect profio > in contact with from “My contacts” tab under
your profile picture, or in the “My Profile” button
in My Networking tab.

A & n

My contacts My schedule My bookmarks

Information Classification: General
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CPHI™ How to request a meeting?
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0 Go to a person's profile - by going to the list of
attendees, speakers, or a sponsor’s profile.

Charles Bourgeois
o ‘jwcpc.ur; . ‘
e Click on one of the suggested meeting slots.
If you want to see other slots, click “See more slots.” Mast Charles

Select o time slot to st up © meeting with Charles
tember ), 2022

Thursday, Sep

900 AM 10:00 AM 1100 AM 12:00 PM 1:00 PM 3.00 PM

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

Once done, click Send meeting request
Add o meceags -

B Creriss Bwagass

* Locatien ¥

L Chorles Bourgesi

W Thursday, Saplembes 1, 2032 1;00 PAA 8 2400 P [ Eurcpss Parin)

OHLIME

R Genaral mestings

D —
Information Classification: General
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The Group Chat feature gives Users the ability o | meme
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!

Row messoge

§ & @

To create a group chat, click on the message RS
icon to the right of "search a contact” then —— g ~~ .
add the list of people from your contacts list : Q ==
you want to include in your group. p g 7

\‘ O ==
By default, the person creating the Group ;
Chat is the Admin. This will give them the ::f
rights to: D

Add and remove members
Rename the conversation
Assign or demote other Admins
End the conversation

Information Classification: General
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Lead Retrieval -
@
o




(X
.....
CPHI Step 4: Create your questions. There is no limit on the

by informa L. number of questions you can add. Single choice, multiple
Set up your quallfylng choice and short text answers are supported
q U eStIO n S * 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

Bring consistency to your lead qualification by early as possible to get the most benefit

creating personalized questions for your company.

After scanning an attendee badge or connecting with S omoampiae e oo o s oo ot v o o 8 oo
someone online, your team can answer these T o et s e e 2%

Open event

questions to help identify the quality of the lead.

Home
Define all desired qualification fields in the form before its utilization; otherwise,

responses could be lost or absent,

+ Create a qualification field

@
@& Company profile v
&

To set up your personalized questions:

Team members

2 Leads ~

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

leads

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

Step 3: Click the button titled “+ Create a qualification  * ™™
field" & Network .

Information Classification: General
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Company Size
Step 5: Click on the pen icon to edit the

question

* Qualifcation fiekd name

Company Size
B Lol @
Multiple chalces d *\alues

Option 2

i) Oplion 3 i

P

O Lead
O Partrer [ 5014

QO Supplier

O Existing client + Add value

O Delete qualfication feld

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

Information Classification: General
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c P H I - onsite s QReode cand
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) CPHI Americas

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

: Press & Media
Collective

CPHI Celebration Gala

Discover Philadelphia Al Recommendations

Py D ©

a
L]

i

Information Classification: General



<" Download your leads post-

CPHI™"  cvent
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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. Thefile is formatted sothatallthe  © ™

information can seamlessly be importedinto .70
most CRM systems. o cven

May 22,2025

Export

Simplify follow-ups by efficiently managing and automating your team'’s lead exports. Export leads manually or streamline the process by

integrating our Exhibitor Leads API.
@ Home

Step I: Log in to the Event Planner and go to you g compeypeie -+ Manal export

Exhibitor Centre. To get to the exhibitor centre g ..o e
from the event homepage, click your profile
picture in the top right-hand corner and select
“Exhibitor Centre” from the dropdown menu.

leads &, Download

& leads A © Export all leads

s contacts O Define specific dates and leads to export

Lead qualification

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

’$ Meetings

Step 3: Click “Export Leads” from the top right
Corner. @ Network

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

Information Classification: General



Thank you for taking the ‘

time to read this presentation. -
Any questions, please email our
client services team: ‘

CphieXhibitor@informq.com ‘ -



mailto:cphiexhibitor@informa.com
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