
Setting up exhibitor profile 

in the online exhibitor 

directory



Logging in

• You should have received an email from the 

EAIE with your login credentials

• Visit: https://conference.eaie.org/

• Click “Enter event” to enter your username and 

password

• Your username is your email address

• Your password is in the email

Online platform overview

https://conference.eaie.org/


Navigation

Once you’ve logged in, you will see the homepage of the platform with various headers at the top:

• Programme: where you can find the full event schedule

• My schedule: where you can find any sessions you’ve “favourited” as well as meetings you’ve 

scheduled (can be added now to your Outlook and iCal calendars)

• Posters (currently inactive): the poster gallery – you can also vote for your favourite poster!

• Participants: where you can find the full list of participants and use various search filters to find 

someone specific to meet with.

• From the participant page, you can also edit your own profile

• Exhibitors: here you can find the exhibitor directory. You can directly edit your exhibitor directory entry 

from your exhibitor page

• Message centre: here you can send messages to individuals or groups of participants

• Help: find more information and FAQs

Online platform overview



Getting started

• Navigate to the “Exhibitors” tab and 

find your organisation listing

• When you click on your stand name, 

you will be taken to your exhibitor 

directory entry

• At the bottom is a button that says “edit 

profile”

• The main stand organiser will be the 

only person that is able to make edits 

and add other organisation participants

Setting up your stand



Making edits
• When you click the Edit Profile

button, you will be able to edit 

and add several components 

to your page

• The header image

• The company logo

• A featured video

• The full profile

Important 

info

Sub-exhibitors can be 
listed under “participating 
organisations”
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Stand profile
• When you edit your profile you can add a description, link to a 

video, your address, social media information, and link to resources

Setting up your stand



Tips to help your listing 
stand out 

• Create an interesting header image

• Upload a logo with as little padding as 

possible to maximize logo display

• All staff should upload an image

• Link to a featured YouTube or Vimeo 

video

• Add links to resources and add cover 

images
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Last step

• Once you have everything finalised, you can click the 

“preview mode” button at the bottom of your stand to see 

how it looks to participants
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Edit your participant profile
• Navigate to your profile by clicking on “View my profile” 

on the participants landing page

• You can upload an image, edit your contact information, 

social media, bio, organisation information, etc.

• If you would like, you can also check the box to display 

your email address (this option will be turned off by 

default)

• The more complete your profile, the more likely you will 

make solid connections

• Don’t forget to check the “I’m exhibiting” box

• Let people know when you are available before and after 

the event and where you will be available (e.g. in-person 

or virtually)
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Search

• When you visit the “participants” 

tab you will have the option to use 

the search fields or view the full list 

of participants

• You can search for participants to 

meet with based on:

• First name

• Last name

• Organisation name

• Organisation type

• Country 

Searching the participant list and 
scheduling meetings



Full list of 
participants

• Or you can click on the “view full list of 

participants” button to see the whole list 

sorted by organisation name

Searching the participant list and 
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Schedule a meeting

• Once you have found someone to 

connect with, you can:

• View their profile

• Send a message

• Schedule a meeting

• You may send group messages 

Be sure to indicate the location of 

your meeting

**Please note, the exhibition hall is 

not open for meetings on Tuesday 

17 September

Searching the participant list and 
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Schedule a meeting

• Your meetings will show 

up on the “My schedule” 

page

• If you are the meeting 

organiser, you will be 

able to edit or cancel the 

meeting

Searching the participant list and 
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Notifications

• When you have pending meeting requests or messages you will see a notification in 

the top navigation

• You will also receive an email notification if someone is trying to connect with you in 

the event platform. 

Searching the participant list and 
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5 tips for success
• Create visibility for your organisation

Promote that you will be exhibiting by 

sharing the exhibitor badge on social media

• Help your listing stand out

Make use of all the fields you can fill in the 

exhibitor directory. Ensure that participants 

linked to your listing complete their personal 

profiles and add photos.

• Make connections before the event

Data has shown that this time before the 

event is when participants spend the most 

time browsing and scheduling appointments. 

Use it to your advantage! Start scanning the 

participant list and reach out and start 

scheduling meetings (after 18 September).

Tips & tricks
• Network in more ways than one

Scheduled meetings aren’t the only way to 

connect with participants – make sure to 

attend networking moments during the 

conference and explore our virtual coffee 

corners. 

• Don’t forget about your directory entry

Make sure your stand is as staffed as much 

as possible throughout the event and you 

have staff available to meet and field 

questions.  Let your colleagues indicate their 

availability in their participant profile



QUESTIONS?

Please contact us at 

exhibition@eaie.org
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