
GrowthZone – Exhibitors and Sessions 

(Expo module)



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.
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Introduction



Exhibitors Version 2

• Switching to Version 2

• Setup Options

• Exhibitor Types

• Exhibitor Discounts

• Custom Fields

• Additional Items

• Exhibitor Messaging

Topics
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Sessions

• Add Session Timeslots

• Create 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



Exhibitors Version 2



With the release of Exhibitors Version 2, we have greatly 
simplified the process of setting up exhibitors in an 

event. By default, any new event will automatically use 
Exhibitors Version 2. 
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Exhibitors Version 2

https://helpdesk.growthzone.com/kb/article/1656-exhibitors-version-2/
https://helpdesk.growthzone.com/kb/article/1656-exhibitors-version-2/


Existing events can be switched from Version 1 to Version 2. 
Switching will update the Exhibitor Setup tab and options to the 

new version.

NOTE: The event must be using Registration Form Version 2; you will not see the 
option to switch if the Registration Form setting is set to Version 1.
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Exhibitors Version 2

https://helpdesk.growthzone.com/kb/article/1657-switching-to-exhibitor-version-2/
https://helpdesk.growthzone.com/kb/article/1574-event-settings-defaults/


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.
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Exhibitors Version 2



On the Exhibitor Setup tab, click the orange pencil icon in the 
Exhibitor Registrations Options section. These selections are 

optional; if no options are set, exhibitor registrations will use the 
Overall Registration Options on the Attendee Setup tab.
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Exhibitors Version 2

https://helpdesk.growthzone.com/kb/article/1658-exhibitors-registration-options-version-2/
https://helpdesk.growthzone.com/kb/article/1597-overall-registration-options/


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

click the orange plus icon.
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Exhibitors Version 2



Set up your exhibitor registration 
types by completing the required 
fields in the Add Exhibitor Type 
window.
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Exhibitors Version 2



Similar to Attendee Registration, you can set up discounts for your 
Exhibitor registrations. 
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Exhibitors Version 2

https://helpdesk.growthzone.com/kb/article/2014-exhibitor-discounts/


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.
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Exhibitors Version 2



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.
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Exhibitors Version 2



If you have exhibitor-specific registration instructions, you can click 
the orange pencil icon to customize those messages.

NOTE: The Exhibitor Confirmation Message is only used for Version 1 exhibitor 
registrations. If you are using version 2 exhibitor registrations, all attendees and 
exhibitors will receive the attendee confirmation from the Attendee Setup tab. 
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Exhibitors Version 2

https://helpdesk.growthzone.com/kb/article/1662-exhibitor-instructions-and-confirmation-messaging-version-2/
https://helpdesk.growthzone.com/kb/article/1622-event-confirmation-messaging/


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 decided to Enable Online Registration, the registration 
link can be emailed to potential exhibitors and they will be able to 

register themselves.
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Exhibitors Version 2

https://helpdesk.growthzone.com/kb/article/1663-add-an-exhibitor-from-the-back-office/
https://helpdesk.growthzone.com/kb/article/1665-cancel-an-exhibitor-registration/
https://helpdesk.growthzone.com/kb/article/1667-send-an-email-to-an-individual-exhibitor/
https://helpdesk.growthzone.com/kb/article/1666-send-an-email-to-all-exhibitors/
https://helpdesk.growthzone.com/kb/article/1668-email-download-an-exhibitor-invoice/
https://helpdesk.growthzone.com/kb/article/1669-download-exhibitor-badges/


Sessions



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

at the same time and 
attendees must choose which 

“class” to attend.
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Sessions



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. 
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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.
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Sessions



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.
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Sessions

https://helpdesk.growthzone.com/kb/article/135-zoom-integration/


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.
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Sessions

https://helpdesk.growthzone.com/kb/article/1673-view-an-individual-registrant-s-sessions/
https://helpdesk.growthzone.com/kb/article/1674-resend-event-itinerary/
https://helpdesk.growthzone.com/kb/article/1675-view-all-session-attendees/
https://helpdesk.growthzone.com/kb/article/1676-check-in-session-attendees/


Now that we have everything set up, let’s 
look at both an exhibitor registration and an 

attendee registration.
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Registration



If you’re a current GrowthZone subscriber and would like 
more information on the Expo module, you can reach out 

directly to the Engagement Team and they will be happy to 
schedule a demo and answer any questions you may have.

Meet the Engagement Team and set up a consultation!
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Want more info?

https://engagement.growthzonesites.com/


Questions?



Training and Support
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Customer Service Hours:
Monday-Friday: 8am to 5pm (Central)

GZSupport@growthzone.com
800.825.9171, Option 4, then 2

Online Support Documentation:
GrowthZone Knowledge Base»

Training Calendar:
View Training Event Calendar »

Live Chat:
GrowthZone Support Portal (chat on far right) »

Facebook:
GrowthZone User Group »

mailto:gzsupport@growthzone.com
https://helpdesk.growthzone.com/home/
http://growthzone.growthzoneapp.com/growthzonetraining
https://helpdesk.growthzone.com/home/
https://www.facebook.com/groups/994645564382398

