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Introduction
The Expo module is an add-on to your GrowthZone subscription and is a feature-

packed enhancement to the Events module. With it, you can create, sell, and track 
exhibitors for events, and set up sessions for attendees to select from when 

registering.

If you’re interested in adding this module to 
your GrowthZone subscription, please contact 

the training team.
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mailto:training@growthzone.com?subject=Module%20Inquiry:%20Sponsors/Ads%20or%20Expo%20Module


TODAY’S AGENDA
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• Requirements
• Default Settings

Terminology
Sponsor Display Options

• Registration Types and Options
Sponsor/Exhibitor Only Registration Type
Sponsors vs Exhibitors vs Attendees 
Setting Up Sponsor Registrations and 

Messaging
Approving Sponsors

Setting Up Exhibitor Registrations and 
Messaging

• Working with Registrations 



Agenda
Exhibitors

• Registration Options
• Start Screen Options
• Display Options
• Invoicing

• Registration Types
• Included Attendees

• Discounts
• Custom Fields
• Additional Items
• Exhibitor Messaging
• Registering Exhibitors

Sessions

• Set Up Timeslots
• Set Up Sessions
• Sync a Session with Zoom
• Manage Session Attendees

• View an Individual Registrant's 
Sessions

• Resend Event Itinerary
• View All Session Attendees
• Check-in Session Attendees
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Section One:

Exhibitors
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Registration Options
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Once your event has been created and the “Event has Exhibitors” option is 
enabled, you will be able to set up the Exhibitor Registration options.



Registration Options
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Registration Start/End Dates

Default Start Screen

Enable Registration

Display Registration Types

Show Button

Allow Invoicing/Invoice Link

Exhibitor Directory

Terms

Venue Floor Plan

Article: Exhibitors Registration Options

https://helpdesk.growthzone.com/hc/en-us/articles/45936313529755-Exhibitors-Registration-Options


Registration Types
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Once the registration options have been set, you’ll need to create the Exhibitor 
Registration types. Find the Exhibitor Types section and click the small plus icon.



Registration Types

Set up your exhibitor registration types 
by completing the required fields in the 
Add Exhibitor Type window.

Article: Exhibitor Registration Types

https://helpdesk.growthzone.com/hc/en-us/articles/45934844255643-Exhibitor-Registration-Types


Discounts

Like Attendee Registration, you can set up discounts for your Exhibitor 
registrations. 

https://helpdesk.growthzone.com/hc/en-us/articles/45934286981019-Exhibitor-Discounts
https://helpdesk.growthzone.com/hc/en-us/articles/45934286981019-Exhibitor-Discounts


Custom Fields

Just like your attendee registration, if you 
have additional questions or options for 
your exhibitors to select, you can set up 
custom fields to include in their 
registration.



Additional Items

If you wish to sell additional items 
during the event registration 
process (for example, you may 
want to charge for hardwired 
internet drops to a booth), these 
items may be added in the 
Additional Items section on the 
event's Exhibitor Setup tab.

https://helpdesk.growthzone.com/hc/en-us/articles/45934980401947-Exhibitor-Additional-Items
https://helpdesk.growthzone.com/hc/en-us/articles/45934980401947-Exhibitor-Additional-Items
https://helpdesk.growthzone.com/hc/en-us/articles/45934980401947-Exhibitor-Additional-Items


Exhibitor Messaging

If you have exhibitor-specific registration instructions or 
confirmation messages, you can click the pencil icon to 

customize those messages.

https://helpdesk.growthzone.com/hc/en-us/articles/45934904249755-Exhibitor-Instructions-and-Confirmation-Messaging


Registering Exhibitors
Overview tab, Exhibitors section:

Exhibitor Setup tab, Exhibitor Registration URL section:



Registering Exhibitors

Both locations offer Register Exhibitor 
(As Staff) and Register Exhibitor (As 
Non-Staff) options, and both open the 
full exhibitor registration page.

Using the (As Staff) option overrides 
many settings such as invoicing, 
attendee and sponsor display options, 
etc.

https://helpdesk.growthzone.com/hc/en-us/articles/45934855183643-Register-Exhibitors-Back-Office
https://helpdesk.growthzone.com/hc/en-us/articles/45934855183643-Register-Exhibitors-Back-Office
https://helpdesk.growthzone.com/hc/en-us/articles/45934855183643-Register-Exhibitors-Back-Office
https://helpdesk.growthzone.com/hc/en-us/articles/45934855183643-Register-Exhibitors-Back-Office
https://helpdesk.growthzone.com/hc/en-us/articles/45934855183643-Register-Exhibitors-Back-Office


Registering Exhibitors

You can now register and cancel exhibitors from the back office and 
use any of the other event-specific actions to communicate 

individually or in bulk, send invoices, or print badges as needed.

If you have enabled “Show Registration Link on Event Page”, potential 
exhibitors can simply visit the event details page and they will be able 

to register themselves.

https://helpdesk.growthzone.com/hc/en-us/articles/45934855183643-Register-Exhibitors-Back-Office
https://helpdesk.growthzone.com/hc/en-us/articles/45934218195227-Cancel-an-Exhibitor-Registration
https://helpdesk.growthzone.com/hc/en-us/articles/45936005409435-Send-an-Email-to-an-Individual-Exhibitor
https://helpdesk.growthzone.com/hc/en-us/articles/45934594970779-Send-an-Email-to-All-Exhibitors
https://helpdesk.growthzone.com/hc/en-us/articles/45935919647515-Email-Download-an-Exhibitor-Invoice
https://helpdesk.growthzone.com/hc/en-us/articles/45935050712475-Download-Exhibitor-Badges
https://helpdesk.growthzone.com/hc/en-us/articles/45936937770907-Register-Exhibitors-Online
https://helpdesk.growthzone.com/hc/en-us/articles/45936937770907-Register-Exhibitors-Online


Section Two:

Sessions
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Sessions

Sessions are used when there are 
different “classes” going on at the 

same time and attendees must 
choose which “class” to attend.



Set Up Timeslots

The first step in setting up
sessions for an event is to 

define timeslots.

Once timeslots have been 
created you will setup your 

sessions and assign 
sessions to the timeslots. 



Set Up Sessions

When creating a session, you will 
select the registration type that a 
registrant must select in order to be 
eligible for the session, so attendee 
registration types must be set up 
first.



Sync a Session with Zoom

If you enable the integration with 
Zoom, and have the Expo 

module, you will be able to sync 
individual sessions with Zoom. 

Each registrant will receive their 
own link for the session.

IMPORTANT: Pro subscription to Zoom is required to enable a Zoom 
integration with GrowthZone.

https://helpdesk.growthzone.com/hc/en-us/articles/45935044169371-Sync-a-Session-with-Zoom
https://helpdesk.growthzone.com/hc/en-us/articles/45935044169371-Sync-a-Session-with-Zoom


Manage Session Attendees

You can view an attendee’s selected sessions; resend an itinerary of an 
attendee’s sessions; view all attendees that have signed up for a session; and 

check in attendees to the session they are attending.

https://helpdesk.growthzone.com/hc/en-us/articles/45936076328731-View-an-Individual-Registrant-s-Sessions
https://helpdesk.growthzone.com/hc/en-us/articles/45935971543323-Resend-Event-Itinerary
https://helpdesk.growthzone.com/hc/en-us/articles/45935971543323-Resend-Event-Itinerary
https://helpdesk.growthzone.com/hc/en-us/articles/45935944748187-View-All-Session-Attendees
https://helpdesk.growthzone.com/hc/en-us/articles/45935942989211-Check-in-Session-Attendees


Conclusion

The Expo module is an add-on to your GrowthZone subscription and is a feature-
packed enhancement to the Events module. With it, you can create, sell, and 

track exhibitors for events, and set up sessions for attendees to select from when 
registering.

If you’re interested in adding this module to 
your GrowthZone subscription, please contact 

the training team.

mailto:training@growthzone.com?subject=Module%20Inquiry:%20Sponsors/Ads%20or%20Expo%20Module


Thank you.
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