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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.


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

TODAY’S AGENDA

* 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 ltems
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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Registration Options

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.

< ® Training Event
14 Qverview Attendees Attendee Purchases Sponsors Exhibitors Attendee Setup Sponsor Setup Exhibitor Setup Sessi >
Exhibitor Registration Link ®
Public Registration Url https://thearchive.growthzoneapp.com/ap/Events/Register/7IH6WXQfZfQCd &
Exhibitor Registration Options 7

Enable Registration Yes

Registration Start Date

Registration End Date

Show Registration Link on Event Page Yes
Allow Invoicing Yes
SHOW MORE

Exhibitor Types ®




Registration Options

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

Exhibitor Registration Options

General Settings

Registration Start Date

Registration End Date

Default Start Screen

| e |

l I Sign In de-emphasized -

Enable Registration
Display All Attendee Registration Types
Display Sponsor Registration Types

Show Registration Link on Event Page

Billing and Checkout

A\Iow Invoicing

Include Invoice Link in Confirmation Email

Advanced

Exhibitor Directory @

Terms/Conditions

| M

| -l

Venue Floor Plan



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

Registration Types

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.

€ Training Event
on End Date

Registrati nd

aaaaaaaaaaaa Regist
Exhibitor- 8' Booths $1,000.00 20 0
Exhibitor- 16" Boath $2,000.00 10 1
Exhibitor- Endcap $1,000.00 0 0 4

\\\\\\ Applies To Ex. Types Value

Yes Early Registration 3/27/2024 3/29/2024 10% off




Registration Types

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

Article: Exhibitor Registration Types

Add Exhibitor Type x
Name* Max Available
Description
B I U £ x XX A-Ti- 4 - =~ = = E E -
¢ B B & k<
Y
Included Attendees/Exhibitor Staff
Registration Type ® Quantity Included @
- |0 [ ] unlimited
Base Fee Items
Fee Item Class Name @ Description Price
Booths
Starting Number Ending Number
o



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.

< Training Event
Exhibitor- 16' Booth $2,000.00
Exhibitor- Endcap $1,000.00
Exhibitor Discounts
Global Name Promo Code
Yes Early Registration
Custom Fields
Object Type Display Name

Start Date

3/27/2024

End Date

3/29/2024

Field Data Type

Applies To

VIEW EVENT PAGE REGISTER

-

X,

ACTIONS ~

Add Early Registration Discount
Add Promo Code Discount

Add Discount for Membership Type
Add Volume Discount

) Need Help?

Archived



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

Custom Fields

Add Event Exhibitor Custom Field
Just like your attendee registration, if you S | pmemee
have additional questions or options for o e |
your exhibitors to select, you can set up IO
custom fields to include In their
registration.
- lc:;:tom Field Data Type -] fharactersAllowed
Custom Fields — © % [ijstjv:::xhbitorRegistration
A : l : [ JRequired for Registrants
[ JRequired for Staff
DArchived
ddddddddddddddd O o) I




Additional ltems

Additional Exhibitor Item X

Name*

l Hardwired Internet

Description

l A hardwired network connection for your booth l

Class Name Price*
MRE |

Fee ltem*

l Network Connection - ] I

Items Available

[o

Options

D For Staff

For Members

For Non-Members

Is Active

Sell Item as Yes/No

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 pencilicon to
customize those messages.

Exhibitor Messaging

Confirmation Message
This is my custom exhibitor confirmation message.
Registration Instructions

These are my exhibitor registration instructions.



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

Registering Exhibitors

Overview tab, Exhibitors section:

= Training Event
Platinum Level 1
Hours 7z
Gold Level- All Pages 15 1
Start Date/Time 3/30/2024
End Date/Time 3/30/2024
Exhibitors ® o @ All Day Event Yes
Register Exhibitor (As Staff) o .
i . escription
RETTD aalsd Register Exhibitor (As Non-staff)
Exhibitor- 16' Booth 10 1 L P
ocation
Location Rumbly Hall
Description Vi Address 707 Laurel Street Brainerd MN 56401

Exhibitor Setup tab, Exhibitor Registration URL section:
€ Training Event

Exhibitor Setup Sessi >

£ Overview Attendees Attendee Purchases Sponsors Exhibitors Attendee Setup Sponsor S

@

Exhibitor Registration Link

Register Exhibitor (As Staff)

Public Registration Url https://thearchive.growthzoneapp.com/ap/Events/Register/7IH6WXQfZFQCd &

Register Exhibitor (As Non-staff)

Enable Registration

Exhibitor Registration Options
Yes E




Registering Exhibitors

Both locations offer Register Exhibitor

Select Registration Opfions (As Staff) and Register Exhibitor (As

Exhibitor Opportunities

Just like sponsors, these registration instructions will appear right above the exhibitor registration options. N O n _ Sta ff) O ptl O n S , a n d b Ot h O p e n th e

Name Price Included Attendees Quantity

hon o a o full exhibitor registration page.

\\\\\\\\\\

16' Booth $1,800 4 0 n

\\\\\\\\\\

Attendee Registration Options

Using the (As Staff) option overrides

Single Attendee (Morning Golf) $25 0
(Members Only) Limit: 4
v Morning Golf/Afternoon Educations Sessions.

many settings such as invoicing,

Team of 4 $100 0
Included Attendees: 4 n
Single Attendee (Afternoon Golf) $25

@ 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
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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.

Handicap *

Please include your handicap

Additional

Information
Front 9 or Back 9?

Please tell us if you prefer to golf the front 9 or the back 9. Preferences will be assigned in the or

Morning Session 1,
800am - 945am

Event

Sessions Morning Session 2,
1000am - 1145am

Select a session from the list

Extraordinary Events Made Easy

Social Media 101
Value vs Discounts

Websites and Content and Sharing, Oh My!

'I

Bb

Additional Items

Name

Cart Rental (Members Only) (Remaining: 9)

Pavment Information

Description

Do you need a golf cart?

Price

$50




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.

€ Training Event

Time

Exhibitor Setup

Time Slots Management

Time Slots

Name Start Time

Add Timeslot




Set Up Sessions

Add Session

Name*

l Session 1 Topic A

Description

Topic A will be discussed in this session

Timeslot* Location Attendee Limit* @

Event Registration Types*

| X Attendee, - |—
3

B Allltems

(] Free Exhibitor/Sponsor Regtype
] Exhibitor or Sponsor Attendee

Attendee

1 Selected

Speaker Title Details

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

/oom, 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.

Add Session

Name *

{ Topic A

Description

Timeslot*

Location

Attendee Limit* ®

~) |

v‘o lo

Event Registration Types*

Main Photo

Sync with Zoom



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.

4 Overview Attendees Attendee Purchases Sponsors Exhibitors Attendee Setup @ Sponsor Setup @ Exhibitor Setup @ Sessi >

(1]
Search... Q, & N X Attendee Status: Registered,Attended ADD REGISTRATION ¥

Reg.ld 15 FirstName Last Name Organization Attendee Status  Ref#  Registration Type Table/Team Name  Additional atch = Actions
l 11130064  Harry Normal Abby's Smake Shop Registered 808 x  Exhibitor Staff 0 oee
11130064  Attendee One Registered 808 x Exhibitor Staff 0 O Cancel Registration '"g.
[}
. 3 R
11130064  Attendee Two Registered 808 x  Exhibitor Staff 0 ® Update Registration —
; ]
[# Edit Attendee ]
11130064  Abby Normal Abby's Smoke Shop Registered 808 x  Exhibitor Staff 0 4
B view Sessions )
11129667  Jack Wizard Wizards Registered 807 x  Exhibitor Staff 0
& tnter Check
11129667  Babydog Wizard Wizard's Supply Co- Deerw... Registered 807 x  Exhibitor Staff 0 = Enter Credit Card
11128023  Karrin Murphy Chicago Alliance Registered 806x  Single Attendee (Morning G... 2 8B Create Write Off
11127813  Reserved Attendee 3 <No Last Name>  Bay Lake Coffee Registered 805x Sponsor Type Patti Mercier 0 ™ Resend Confirmation
= .
11127813 Grogu Yoda Cami's Jammies Registered 805x Sponsor Type Patti Mercier 0 R o] ey
B print Badge
11127813  Patti Mercier Bay Lake Coffee Registered 805x Sponsor Type Patti Mercier 0 s
1119791 D a A Attand A VL Y-IE NET.LY B 1l  ~ffs D, ictnrad NC Crnm r Tum Datti Marcine n 'l



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.

C

GROWTHZONE
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