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Access Your Exhibitor Portal

= The primary booth logistics contact for your company will receive a dedicated email
welcoming them to the 2022 ASHE Annual Exhibitor Portal. Within this email, you will find
a unique link with access to your company portal page.

= From here, you will be prompted to login or create a new login password.

= |f you have previously exhibited in any ASHE events, please ensure you are logged into
the correct event, “2022 ASHE Annual Conference”. If you are not, select the “Switch
Event” tab located on the left side navigation.

= |[f available, select the 2022 ASHE Annual Conference event. If not available, click “Join
event” and enter the below event code and organization for access.
Add Event
View Another Event You're Exhibiting At

Enter an svent cods
O R Enter the Event Code of the event

O e o . ) . The event code should be provided by the organizer of the event.
Switch Event 20-23 2022 PDC Summit: International .Jﬂiﬂ event
MAR  Summit & Exhibition on Health

Facility Planning Design Construction Event Code

‘ 2022 Events v ‘ to join a nevs event

D—0- Smithbucklin s = 2
2022 ASHE Annual .. R
27-30  Copy of 2022 ASHE AC - In Organization
MAY  Person(TEMP) Event COde' SDN9Q3FHBS6 ‘ 2022 ASHE Annusl Conference|
Tasks ASHE Annus! Exhibitor Exsmple ) )
Organization: 2022 ASHE

17-20 2022 ASHE Annual Conference

JUL  ASHE Exhibitor Mansgement Tesm 5B Annual Conference —




Register Your Onsite Staff

= Once logged into your company portal, your will be able to manage your onsite staff along
with setting up your team for success onsite.

= To register yourself and/or onsite staff, select “Team” from the left side navigation bar or
select “Find Booth Staff” on the landing page.

] Welcome to 2022 ASHE Annual Conference

Caitlin Foli
ASHE Exhibitor _.
ﬁ Jul17,2022  Jul 20,2022

Switch Event 6:00 AM 8:00 PM

2022 ASHE Annual

—_— D
S Exhibitor Tasks Get Licenses Booth Staff
@ Exhibitor Profile
‘fou have 0 tasks to complets Right novy, you have 0 licenses. You can Right navy, you hsve 0 booth stsff.
by more licenses before the event Finish creating your booth staff.
&8 Team S

B%] Licenses

ail Reports View tasks Buy licenses Find booth staff ‘ ?
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Register Your Onsite Staff

Registrations Left .
Team 0% Sl Cors B0 B B S _ Complimentary badge allotments and
1010 Exibitar Full Confarence Co 7/7 Exhibitor Bosth Staff Complimen remalnlng regIStratIOI’lS can be found
here.
Booth Staff Admins

« To begin, select the “Add

Q& booth staff” button. Here
you will select your

Booth staff sre members of vour argsnizstion's taamwho will be st the event. If

B e process forward by either

sttendes leads.

“Share sign-up link” or
“Register booth staff”.

Booth Staff Admins

S¥A

Booth Staff

Booth staff sre members of your organization’
you have LesdCapture licenses, sss

s team who will be st the event. If
them s license sllows them to scsn

' Please do not select Search

attendee list since you are newly

Search attendee list . .
e registering your team.
Register booth staff
D4
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Select Your Registration Type

Booth Staff Admins

Y

Booth Staff

Booth staff are members of your organization's tesm who will be st the event. If

you have LesdCapture licenses, sssigning them s license sllows them to scan
stisndse sace If you choose to the Share sing-up link
option, you will be asked to select your
Searchattendeelist _ staff’s registration type. Then, copy the
Share sign-uplink registration link so your teammate can
Register booth staft register themselves.

Share Self Sign-Up Link

Share this link with your booth stafT so they can easily join your team! Share this link with your booth staff so they can easily joinyour team!
Registration Type Registration Type
Select registration type ~ . .
Exhibitor Booth Staff Complimentary - 7 left .

Exchibitor Full Conference Paid - 20 left

Exhibitor Booth Staff Paid - 20 left Copy link
| Exchibitor Full Conference Complimentary - 10 left | AS H E
Exhibitor Booth Staff Complimentary - 7 lest ) -
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Select Your Registration Type

Booth Staff Admins

SR

Booth Staff
Booth staff are members of your organization's tesm whowill be st the event. IT
you have LesdCapture licenses, sssigning them s license sllows them to scan
sttendes leads.
If you choose to the Register booth

Search attendee ist staff option, you will be taken through the

Share sign-uplink registration process to register each of

Register booth staff yO ur bOOth Staﬁ | nd |V| d u al Iy

Share Self Sign-Up Link >< As a rem_inder: . I .
+ Exhibitor Full Conference Complimentary* = Exhibiting companies

Share this link with your booth stsff so they can easily joinyour team!

Registration Type

Select registration type

Exhibitor Full Conference Paid - 20 left
Exhibitor Booth Staff Paid - 20 left
Exhibitor Full Conference Complimentary - 10eft

Exhibitor Booth Staff Complimentary - 71eft

complimentary full conference registration allotment

* Exhibitor Booth Staff Complimentary = Exhibiting companies
complimentary exhibitor hall only registration allotments

« Exhibitor Full Conference Paid* = An additional Full Conference
registration you would like to pay for ($750.00)

+ Exhibitor Booth Staff Paid = An additional exhibit hall only registration
you would like to pay for ($100.00)

*Full Conference exhibitors can attend sessions and collect CECs
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Personal Information

Personal Information

Fill cut the information below, then click Mext fo continue.

Prefix

* First Mame
|ﬁ j|

* Preferred First Mame or Micknams

Admins, if registering on behalf of

your booth staff, please remember
to use the CC Email Address -
option if you would like to be | |

copies on your staff’'s confirmation
email. Middie Initial

* Last Mame

The CC Email Address will come
in hand if you would like to modify,
cancel, substitute or make hotel
reservations for your registrant. | |

All of this information can be CC Email Address I

found only within the confirmation | |
email. : |
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Registration Confirmation

= Once successfully registered, you will receive a confirmation email similar to the below.

= Here you will have access to:
= Edit or cancel the registration
= Official registration confirmation number
= Housing block registration information and link

ASHE 2022

ANNUAL CONFERENCE
July 17-20, 2022 Boston

Dear Micter,

Thani you for regstering for the 2022 ASKE Annual Conderence. Flease save
this message for future reference and careflly review the information below as
I inchudes your reg: details, hotel and paiicies.

and moct evente will t2ke pisoe st the oonvention
centar. For the fuX scheduie and most cuvrent iocations, please rafer o the.
conference moolie app Mat WiV ba reisased atCut @ week befone the conference
start date.
Bocton Coavention and Exhibition Center

415 Suwmer Street | Boslon, MA 02210

Reglstration iInformation:

3ubctitutions:

Flease follow the cancelation sieps below, and notity your admin %o register the
cther persan fwough the Exhititor Portal

Modify/)Canoel Regicirstion:
To add or edit your registration, CLICK HERE.
1. Enfer your BGNIVZIYYCE
2. Seral down untl you see the ffcatly or Cancef button.

3. Flip hrough your registraion.
4. Finalze your edit by chcking save on the Qrder Summary page.

Quectionc?
- For aong with dates and
deadines, please review and bookmark the Exhidor Resource Page!
+  Ifyou hawe any or your exnibit space

logistics, please contact ASHE Show Management at
ASHEQEMIhbuckin com.
» Pizase drect regstration questions to the Cvent Platform Team at

actagluefoeen] con.
o I you would ke 1o reach out $ the ASHE Education Team, feel free to
emal us at 5
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Cancel or Modify Existing Registration

= To cancel or modify an existing registration. Locate the “CLICK HERE” link within the
registration confirmation email.

= The link will direct you to the “Already registered?” landing page. Enter the registrant’s
confirmation number click “Log in”.

Modify/Cancel Registration:
To add or edit your registration| CLICK HERE. _

Welcome back!

1 - Enter Yﬂur m"'ﬁmca Enter your confirmation numkber to Iog in.
2. Scroll down until you see the Modify or Cancel button. Not Mister Sir? Switch account

3. Flip through your registration.

4. Finalize your edit by clicking save on the Order Summary page.

* Confirmation Number

[SONS"JZJYY cd ]

Forgot your confirmation number?

Special Note: To switch or swap team
members, you must first cancel the
previous team member’s registration.
Then, you will have the opportunity to
register the new team member using the

available badge allotment.
(ASHE
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Cancel or Modify Existing Registration

= On the Confirmation page, scroll down until you see the “Cancel Registration” button.
= Complete the required fields and select “Submit” to process cancellation.

We're sorry that you can't attend

Plesise fil out the following information and dick Subemit

- First Namy
See you in... -
Last Name
Email Address.
*" @yshoo.com
| ejeda@aha.c ]
DAYS HOURS MINUTES SECONDS Mooie

(3124223818 |

Modify Registration Cancel Registration Company
[Ashe TEST |
Title
|Sa:es l

o [T <— @HE -
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Cancel or Modify Existing Registration

= Once the cancellation has been processed, you will receive the below confirmation.

= When navigating back to your Exhibitor Portal, you will see the confirmed cancellation
along with the updated badge allotment available.

Special Note: It may take up to 2 hours Regustrations Left
@ for the changes to reflect within your 20,20 Exhibitor Full Conference Pai... 20/20 Exhibitor Booth Staff Paid left
exhibitor portal. 3/3 Exhibitor Full Conference Compl...  7/7 Exhibitor Booth Staff Complimen...
Registration Canceled
You've successfully canceled your registration for this event.
Registrations Left
Tea m 20/20 Exhibiter Full Conference Pai 20/20 Exhibitor Booth Staff Paid left
3/3 Exhibitor Full Conference Comgl... 7/7 Exhibitor Booth Staff Complimen...

Booth Staff Admins

© Add booth staff v

. MisterSir
" shopgirinina@yznoo.com
Registration type: Exhibitor Booth Staff Complimentary
Confirmation number: 9QN3VZJYYC8
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Updating Your Exhibitor Profile

= Information uploaded directly into the Exhibitor Profile will be used in the 2022 ASHE
Annual Conference mobile app.

= Select “Exhibitor Profile” from the left side navigation bar or “Finish Profile” on the landing
page to begin.

ASHE Exhibitor.. Welcome to 2022 ASHE Annual Conference

Switch Event

P-4 Jul17,2022  Jul 20,2022
6:00 AM 8:00 PM

ASHE Annual ..

Tasks

[2] Exhibitor Profile

Exhibitor Tasks Exhibitor Profile Get Licenses
'E! Team You have 0 tasks to complete Create an exhibitor profile to share Right now, you have 0 licenses. You can
with the event planners. This can buy more licenses before the event
include a company logo, description, starts.
Licenses and contact information.
ol Reports
View tasks Finish profile Buy licenses

[B¥] Lead Collection
o (ASHE

<] Logout Optimizing health care facilities




Updating Your Exhibitor Profile

= When completing your company information, please be sure to upload your company’s
logo. The platform recommends square images larger than 300x300 pixels

= Please note: if the image does not match the recommendation, this may cause the logo to appear

distorted.

= Requested information includes:
= Company name

= Description 2]
= Company phone number

= Company email address Extibitor Information

= Website e e

= Social media handles and more Deserto

@HE N

Addres
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Helpful Tips & Tricks

= If you encounter any issues with registering, you may have old browser cookies. This may
happen when a computer is recognizing previous logins. Please clear your cookies or
= You can go into Incognito mode. Shortcuts below by browser.

o Chrome: Press Ctrl + Shift +n

o Microsoft Edge: Press Ctrl-Shift-N

o Firefox: Press Shift + CTRL + P

o Safari:
= For Windows: Press Ctrl-Shift-N
= For macOS: Press 38 -Shift-N

= Direct exhibitor registration question to the portal platform at leadcapture@-cvent.com.
= Please mention the event 2022 ASHE Annual Conference

= Questions regarding your exhibit space logistics, please contact ASHE Show
Management at ASHE @smithbucklin.com.

= For additional exhibitor resource such as important dates & deadlines, please visit and

bookmaker the Exhibitor Resource Page.
(ASHE
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mailto:leadcapture@cvent.com
mailto:ASHE@smithbucklin.com
https://www.ashemarketingsolutions.org/events/ashe-annual-conference/exhibitor-resources/

