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Mobile App Landing Page

My Planner

1. Users must log in to the ‘My Planner’ tool within the app to view the Attendee
List. If a user clicks on the Attendee List without being logged in, they will be
prompted to log in.

2. Users will be able to view the Exhibitor List without logging in.



Organizer & Exhibitor Appts.

Organizer Appts. - Organizers, Hosted
Buyers, Students, Faculty, Speakers,
Exhibiting Supplier, International
Attendees, Booth Staff.

Exhibitor Appts. - Booth Staff, Company
Sales Contacts and Company
Appointment Contacts.

Note: Attendees will not be able to
access the Exhibitor Appts. in the
mobile app unless they are a registered
Booth Staff.



My Planner

Hide Profile - Allows your profile to not be listed in the
‘Attendee List’

Edit Profile - Allows you to edit your profile photo

Sign Out - Signs out of ‘My Planner’

My Attendees - Other attendees I have bookmarked
(“favorited”)

My Exhibitors - Exhibiting companies I have
bookmarked (“favorited”)

My Notes - Allows you to access any notes made on any
individual or company listed in the Attendee List or
Exhibitor List

My Appts - My confirmed and pending appointment
schedule

1. Allows you to view the Exhibitor profile
2. Allows you to chat with a company representative

through the mobile app

*All Appts - Is another option that will display for registered Booth Staff only and will link to an
appointment summary for all company wide appointments.



Attendee List Profile

Bookmark - Allows me to “favorite” this
person’s profile. List of bookmarks accessible from
‘My Attendees’ in ‘My Planner’

Notes - Allows me to take notes on this person.
List of notes accessible from ‘My Notes’ in ‘My
Planner’

Message - Allows you to chat through the
mobile app with this individual

Exhibitor List Profile

Bookmark - Allows me to “favorite” this
company’s profile. List of bookmarks
accessible from ‘My Exhibitors’ in ‘My Planner’

Notes - Allows me to take notes on this
company. List of notes accessible from ‘My
Notes’ in ‘My Planner’

Map It - Allows me to see how I can locate
this booth on the show floor

Website - Takes me to the company’s
website

Appt - Allows an attendee to make an
appointment with this company



Organizer Appts. with Exhibitors
User must be logged in to My Planner

Searching for an Exhibiting Company

Option 1: Exhibitor List Option 2: Organizer Appts.

Click on Exhibitor List

Locate and select desired Exhibiting
company in List

Click on Organizer Appts. from the main
landing page.



Select the search tab

Organizers can search for Exhibiting
companies by their Company Name or by
the products & services they are
affiliated with.

Selecting the List All button will display
all Exhibiting companies.



Making an Appointment

Option 1: Exhibitor List Option 2: Organizer Appts.

Select the icon from the
exhibitor’s profile.
Choose the date & time from the
available, listed options.

Note: To schedule an appointment longer
than the allotted 30 minutes, simply check
multiple appointment times that are
available back to back.

Use the notes field to communicate
directly with the other party including a
proposed location for the meeting.

Click Request Appointment when ready
to submit the appointment request.

Navigate to the search tab and search for an
Exhibiting company using one of the search
criteria or by selecting List All.
Once you have located the company you
wish to make an appointment with -

Click the icon under the Make
Appointment header

Check the box next to the desired
appointment date & time.

Note: To schedule an appointment longer than
the allotted 30 minutes, simply check multiple
appointment times that are available back to
back.

Use the notes field to communicate directly
with the other party including a proposed
location for the meeting.

Click Request Appointment when ready to
submit the appointment request.



Accessing Appointment Schedule

Option 1: My Planner Option 2: Organizer Appts. Option 3: PDF Itinerary

Click on My Planner

Click on My Appts.

Click on Organizer Appts.

Click on Appointments Tab

All confirmed, declined,
cancelled, and pending
appointments will be listed.

Clicking on the company
name will open their full
directory profile.

Click on Organizer Appts.

At the bottom of any of
these tabs…

…will be a PDF icon. Click for
a full PDF of all pending &
confirmed appointments.



Appointment Owner: Who
initiated the scheduling of
the appointment

Appointment Contact: Name
of booth staff representative
assigned to the
appointment

Appointment Management
Declining, Confirming, Changing, Canceling, Adding Notes

Option 1: My Planner Option 2: Organizer Appts.

Click on My Planner

Click on My Appts.

Click on Organizer Appts.

Click on Appointments Tab



Click on the appointment you wish to
review/edit

Select the icon next to the corresponding
appointment you wish to edit.

Actions

I Initiated the Appointment An appointment was
requested with me

Declining the Appointment N/A Click the Decline
Appointment button



Confirming the Appointment N/A Click the Confirm
Appointment button

Changing the Appointment Uncheck the box to remove
the original time and check
the box next to the new time.
Then select Update
Appointment.

N/A



Cancelling the
Appointment

Select the Delete
Appointment button

Select the Cancel
Appointment button

Adding Notes to the
Appointment

Type your note into the
Notes field then select
Update Appointment.

Type your note into the
Notes field then select
Update Notes.

Bookmarks (i.e. “Favorites”)

Option 1: My Planner Option 2: Organizer Appts.



My Attendees: Any individual marked
from the ‘Attendee List’

My Exhibitors: Any Exhibiting company
flagged from the ‘Exhibitor List’

Exhibitors - All exhibiting companies
bookmarked for future reference.

Attendee - All attendees bookmarked for
future reference



Availability Time Blocks
Ability to control when others can and cannot make an appointment with you. Only ‘available’

time slots will display to others as options to choose from.

→

Indicates an available timeslot



Exhibitor Appts. with Organizers
User must be logged in to My Planner

Searching for an Attendee Organizer

Select Exhibitor Appts. from the main
landing page.

→

Select the search tab



Exhibitors can search for attendees by Last Name, Company Name, or by the products
& services they are affiliated with.

Selecting the List All button will display all attendees.

Making an Appointment
Navigate to the search tab and search for an attendee by using one of the search
criteria or by selecting List All.

Click the icon under the Make Appointment header

Check the box next to the desired appointment date & time.

Note: To schedule an appointment longer than the allotted 30 minutes, simply check multiple
appointment times that are available back to back.

Use the notes field to communicate directly with the other party including a proposed
location for the meeting.



Click Request Appointment when ready to submit the appointment request.

Accessing Appointment Schedule

Option 1: My Planner Option 2: Exhibitor Appts. Option 3: PDF Itinerary

Click on My Planner

Click on All Appts.

Click on Exhibitor Appts.

Click on Appointments Tab

Click on Exhibitor Appts.

At the bottom of any of
these tabs…



All confirmed, declined,
cancelled, and pending
appointments will be listed.

Clicking on the company
name will open their full
directory profile.

Appointment Owner: Who
initiated the scheduling of
the appointment

Appointment Contact: Name
of booth staff representative
assigned to the
appointment

…will be a PDF icon. Click for
a full PDF of all pending &
confirmed appointments.



Appointment Management
Declining, Confirming, Changing, Canceling, Adding Notes

Option 1: My Planner Option 2: Exhibitor Appts.

Click on My Planner Click on Exhibitor Appts.



Click on All Appts.

Select the corresponding icon listed
above next to the appointment you wish
to edit.

Click on Appointments Tab

Select the corresponding icon listed above
next to the appointment you wish to edit.

Actions

I Initiated the Appointment An appointment was
requested with me

Declining the Appointment N/A Click the Decline
Appointment button

Confirming the Appointment N/A Click the Confirm
Appointment button

Changing the Appointment Uncheck the box to remove
the original time and check
the box next to the new time.
Then select Update

N/A



Appointment.

Cancelling the
Appointment

Select the Delete
Appointment button

Select the Cancel
Appointment button

Adding Notes to the
Appointment

Type your note into the
Notes field then select
Update Appointment.

Type your note into the
Notes field then select
Update Notes.



Bookmarks (i.e. “Favorites”)

Option 1: My Planner Option 2: Exhibitor Appts.



My Attendees: Any individual marked
from the ‘Attendee List’

My Exhibitors: Any Exhibiting company
flagged from the ‘Exhibitor List’

Attendee - All attendees the exhibiting
company has bookmarked

Interested Attendees - Attendees who have
bookmarked our exhibiting company



Availability Time Blocks
Ability to control when others can and cannot make an appointment with you. Only ‘available’

time slots will display to others as options to choose from.

→
Exhibiting companies can have up to 10 appointments during each time slot (will
need to scroll across to see all columns). Each appointment is noted by the APPT
column. If companies have less than 10 booth staff available for appointments - mark
the entire column as unavailable.

Indicates an available timeslot



Assigning Booth Staff Appointments
All registered booth staff can assign staff to company appointments

Option 1: Exhibitor Appts. Option 2: My Planner

Click on Select Booth Staff next to any
appointment that is not assigned.

Will open the same Appointments tab as
seen in the Exhibitor Appts.



A list of all registered booth staff will
open. Click assign next to the booth staff
you wish to assign to the appointment.

When ‘Select Booth Staff’ is selected, the
only booth staff option to select will be
the user that is signed in to My Planner.



Email Notifications
New Appointment Request

Appointment Deleted by Appointment Owner (person who requested)



Appointment Cancelled by Recipient (person the request was sent to)

Appointment Updated



Appointment Request Declined

Appointment Request Confirmed


