Geftting started:
Building your
virtual exhibit hall booth
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What are the primary actions

that you wish for attendees to

take when visiting your booth?2

ldeas include:

[Within 6Connex platform]

* View eye-catching graphics

and rotating banners

Open an external URL

1:1 chat

Open public chat

Swipe virtual badge to

collect contact information

= Add items/offers to virtual
registration bag

» Watch a video

[Outside of 6Connex platform]

= Link to external content on
your website

= Take a survey or play a game

= Open an email inbox

» Schedule a 1:1 meeting

Which logo and graphics will
you feature?

How do you want your
company description to read
when attendees scroll over your
booth logo? (240 characters or
less)

IMPORTANT NOTE:

This document covers the basic
booth set up. Many of the
actions listed here are
enhanced elements and are
covered in a separate training
document.

Before you begin

Make these decisions before you begin:

Select your booth template
design. Please see options,
based on level of participation,
on the following slides.



CONFERENCES FOR BOO-I-h Templd-l-e OpTionS
WOMEN For Champion Booths

CHAMPION LEVEL

Please select from all template option choices,
or from one of the following 2 exclusive opftions:

Champion 3 - White Champion 3 - Blue
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WOMEN For Sponsor Booths

SPONSOR LEVEL

Please choose one of the following 2 options:
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Sponsor 2 — Blue

Sponsor 2 — White



Booth Template Options
For Premium and Standard Exhibit Booths

PREMIUM LEVEL STANDARD LEVEL
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Premium - White
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Premium - Blue Standard - Blue



Bullding your booth

WOMEN Now you're ready to begin!
This document will show you how to complete the
following steps:

CONFERENCES FOR

« Step 1: Login to the virtual exhibit hall platform (6Connex)

« Step 2: Create your virtual booth and select your template

« Step 3: Add your booth logo

« Step 4: Make edits to your booth design and elements

 Step 5: Save changes



Step 1:
WOMEN Login to the virtual exhibit hall platform
(6Connex)
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URL:
https://cfw.6connex.com/controlpanel/txconferenceforwomen/login

Username and password:
These were emailed to the main booth contact at your organization
from exhibitors@txconferenceforwomen.org

* Please note: username and password are case-sensitive

& ON N E__X Control Panel

Vi Dvssnasiom, R Sunns
Welcome to the VE Platform

Control Panel!

Login
Please enter your credentials below to get started.

User Name

[

Logging into the VE Platform Control Panel means that you agree
to these Terms

Forgot Your Password?
Login
[CJRemember Me

Need Help? Click Here to contact us.



https://cfw.6connex.com/controlpanel/txconferenceforwomen/login
https://cfw.6connex.com/controlpanel/txconferenceforwomen/login
https://cfw.6connex.com/controlpanel/txconferenceforwomen/login
mailto:exhibitors@txconferenceforwomen.org

Step 2 :

Create your virtual booth and select your
template
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You will be brought to the Control Panel

BLONNEX

Welcome to the Virtual Experience Platform

Virtual Rooms: A
Booth is considered a

Content Library: This is
where your images,
videos and
documents will live if
you used enhanced
features — NOT
needed for basic
booth building

Tracking & Metrics: This
feature is currently
turned off

Control Panel!

Using the Control Panel you may control all aspects of your Virtual Site, from who may access it, to what kin
virtual rooms and spaces it will contain, to how you will drive traffic to certain areas through promoti
After your Virtual Site has launched, you can even track user behavior and the perfermance o
Please choose an opfion from the dashboard below to get started!

o

@0 Content Library

' 4
-

In this area, you may create, edit,

and manage content items and
ibrary.

Tracking & Metrics

= 3rea, you may track user
wior and performance of
nt and areas of the Viriual

as and content.

. Virtual Rooms G Chat Sessions

In this area, you may create, edit In this area you may create chat

and manage Virtual Rooms. 85| which may take placs in
certain aress or during
presentations.

L] Surveys o Help

In thiz arza, you may creats
surveys which may be presented to

Click here to contact us with

Users in different areas of the
Virtual site.

questions about the Control Panel.

Surveys: This is not
currently an active
feature within
6Connex

“virtual room"”. Click
this area to start
building your booth

Chat Sessions: This is
where you create
moderated chats. This
is not a feature you
should use. There is an
easier place to create
public and 1:1 chats
within your booth.



Step 2 (cont’d)
eviay  Create your virtual booth and select your
template

First, click “Virtual Rooms” HI 3

e ——

Welcome to the Virtual Experience Platform
Control Panel!
Using the Contrel Panel you may centrol all aspects of your Virtual Site, from whe may access it, to what kinds of content,

virtual rooms and spaces it will contain, to how you will drive traffic to certain areas through promotions and emailings.
After your Virtual Site has launched, you can even frack or and the performance of certain areas and content.

Welcome,

@0 Content Library
In this area, you may cre
and manags content ite

ibrary.

% here to cont

22, you may track user =
questions abau

and performance of
cantent and areas of the Virual
Site.

S Tracking & Metrics L] Surveys o Help
te
be

vith
trol Panal.

Then click “Add Virtual Room”

rtual Experience Platform  Control Panel

Content Library Virtual Rooms

In this area you may create many types of Virtual Rooms which you may customize with templates, graphics and content
These are the areas where users will navigate to within the larger spaces in the Virtual Experience

Chat Sessions
ch virtual rooms Search Advanced Search Add Virtual Room

Tracking & Metrics

)

No result found

Virtual Rooms.

Help




Step 2 (cont'd):
Create your virfual booth and select your
template
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This will open a new tab in your browser, and you will be
asked to answer the booth set up questions:

Welcome to Virtual Builder

Here you
Space in y

p each room of
perience
Virtual Builder allows you to

+ Choose new templates or edit
existing templates

aclions
ent from content library

back at any fime to assign content or make
adjusiments

“Tee @

Select

* Name @

* Description @

* Location Key @

* Language Affiliation @
English

[] Time Bracket? @

Active? @

Yes

Type - select “Booth”

W

(0080)

Name - Your company hame
as you want attendees to see it

(0r240)

Description — 240 characters or
less; can be description of your
company that attendees will
see OR an invitation for
attendees to come into your
booth

Location Key — enter your
company name as you entered
it above, but without any
spaces

Language Affiliation — click
English

Time Bracket — leave blank

Active —select “Yes”

Click “"Next" to continue




Step 2 (cont'd):
eviay  Create your virtual booth and select your
template

Select your template, then press “Create Booth”

Choose an existing template from the libra
Select Your Template g P y
In this step, you can choose from existing
templates, or you can create your own
template by starting with a background
design.

Each Virtual Room includes:

= Abackground design

* |mages on top of the background
design

= Specified click states and associated
actions

Images and click states are Elements that
can be managed on the next step.

Mote: Within Virtual Builder, all existing
templates can be modified for use in your
specific virtual environment.

Cancel

Create Booth

<< Previous Step



Step 2 (cont'd):
WOMEN Create your virtual booth and select your
template

Your booth template will now open in a separate tab.

Manage Room Elements Assign Content
- -

In this step you can manage all the
elements in your Room template

Assign graphics, content, logos, links
Select a new template or manage the
existing template

Select "Filter Elements”, then check the
box for the specific element you want to
manage

for a detailed explanation of
Rooms and definitions of each Element

A LRERRRRRRRRRREREE RERRRA]
SeEEREEEES .




CONFERENCES FOR S-I-e p 3:
WOMEN Add your booth logo

= Click on the area that says “Booth Logo™

= A pop up willappear. Click “Browse” and
select the logo from your computer that you :
want to use. Please note: T

- Yourlogo must be arectangle (i.e., if : '
your logo is a different shape, you will
need to choose a version of your logo
that has a rectangular background -
either transparent or color)

- The size of your booth logo will be
180x100 pixels, but a cropping tool is
available in the system if you are
unable to re-size prior to uploading

= Once you upload your image, you will have

the opportunity to crop it using the dashed [ Bocth Logo
grid . C“Ck Hcrop” On The bOHC)m rig hT Once Click the browse button to upload your image. This graphic will be cropped to 181x96 pixels. For
Se‘l’ best results, please make sure that the image you upload is at least this size.

= View the cropped logo. If you need to make
changes, click "Change” or “Re-Crop”. This
logo will be used in a number of places, so it
isimportant that you get it just right in this
phase! When you like it, click “OK".

uuuuuuuuu
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Be sure to click “Save” in the upper right corner EVERY TIME you
make a change

1 - White Elements  Settings  Extrfs

Assign Content Filter Elements v  Manage Template ~
: ——
‘,,\  eoantogo | T Tip: When you
o dteaa N e I — see an asterisk
: - Mg ‘ | |8 next to the
word “Save”
on the green
button, that
indicates that
you have
unsaved work
and need to

Savel




Step 4:
WALdSUl  Making edits
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The next time you log into the 6Connex system, you will see your booth listed under “Virtual
Rooms”. Click “Edit"” on the right-hand side to return to your booth template view.

Virtual Rooms #& Home / Virtual Rooms

In this area you may createdfiany types of Virtual Rooms which you may customize with templates, graphics and content.

These are the areas whegusers will navigate to within the larger spaces in the Virtual Experience.

test E3 Search Advanced Search Add Virtual Room
Virtual Roc  ~"me Room Type Owner Company Date Last Edited? Localization Affiliation Action
Kelly's test virtual room Booth Conference for Women Yes 09/22/2020 22:31:36 English Previd @ ete

Total Virtual Rooms: 1

To make edits, use the following buttons:

Elements — To change booth elements/functions design

Settings — To change booth description

Extras — We will go over this functionality in a subsequent training
*Remember to click “Save” in the upper righthand corner after all changes!

1 - White @ts Settings M

Assign Content Filter Elements v Manage Template ~




WOMEN Building your booth

You should now know how fo:
« Login to 6Connex
« Set up your booth name & description
« Select your booth template
« Addyourlogo
« Make edits to your booth design and elements

« Save changes



Tl Additional Resources

For information on how to add enhancements to your booth,
including certain actions and design elements for Champions and
Sponsors, please see our document and video:

Booth Building - Details

For guidance/execution details for assigned booth representatives,
please see our document:
6Connex-DS-BoothRepGuide

Information on how to register your assigned booth representatives
will be provided by the Conferences for Women.



o Contact Information

Sponsors:
General booth building questions:  kgray@conferenceforwomen.org

Booth preview: istamour@conferenceforwomen.org
Exhibitors:

Email the specific Conference exhibit team with booth questions and for previews
Texas: exhibitors@txconferenceforwomen.org
Pennsylvania: exhibitors@paconferenceforwomen.org

Massachusetts: exhibitors@maconferenceforwomen.org



