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Introduction 3¢ GrowthZone

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.



Topics

2.¢ GirowthZone

Exhibitors Version 2

Switching to Version 2
Setup Options
Exhibitor Types
Exhibitor Discounts
Custom Fields
Additional Items
Exhibitor Messaging

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
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Exhibitors Version 2 %.¢ GrowthZone

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.



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

Exhibitors Version 2 %.¢ GrowthZone

Existing events can be switched from Version 1 to Version 2.

Switching will update the Exhibitor Setup tab and options to the
new version.

Exhibitor Version @

ance m

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.



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

Exhibitors Version 2

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.

Exhibitor Registration Options
Registration Start Date

Registration End Date

Exhibitor Directory

Terms/ /Conditions

Enable Online Registration

Registrat ion Link

Venue Image

,} Golf and Learn Expo [Approved]

m Attendee Purchases mm Attendee Setup Sponsor Setup Exhibitor Setup Sessions/Breakouts m

No

https://thearchive.growthzoneapp.com/ap/Events/Register/QLmmJY5L?mode=Exhibitor




Exhibitors Version 2 %.¢ GrowthZone

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.

Exhibitor General Setup [ x |

Registration Start Date Registration End Date Exhibitor Directory Terms/Conditions

Enable Online Registration Venue Floor Plan



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

Exhibitors Version 2 %.¢ GrrowthZone

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.

..+, Golf and Learn Expo [Approved]

< Attendee Purchases mm Attendee Setup Sponsor Setup Exhibitor Setup Sessions/Breakouts m >

Exhibitor Registration Options K
Registration Start Date
Registration End Date

Exhibitor Directory

Terms/Conditions

Enable Online Registration No
Registration Link https://thearchive.growthzoneapp.com/ap/Events/Register/QLmmJY5[®

Venue Image

Exhibitor Types ©

Name Description Total Quantity Included Attendees Fees Actions

Exhibitor - 8' booth 8' booth with electricity and wifi. 2 staff included; 2 more may be purchased. 6 2 $400.00




Exhibitors Version 2

2.¢ GirowthZone

Add Exhibitor Type
al Qua
Description
B I U S X X A-Ti- & © - =- = = = -
¢ ®m B\ & k<
Included Staff/Personnel
Staff Registration Type Extra Allowed with Purchase
Base Fees
Item Descripton ~ Price
Booth
Star

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

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

Exhibitor registrations.

Golf and Learn Expo [Approved]

< m Attendee Purchases mm Attendee Setup Sponsor Setup Exhibitor Setup Sessions/Breakouts >

Exhibitor Registration Options

Registration Start Date
Registration End Date
Exhibitor Directory
Terms/Conditions

Enable Online Registration
Registration Link

Venue Image

No

https://thearchive.growthzoneapp.com/ap/Events/Register/QLmmJY5L?mode=Exhibitor

Exhibitor Types (+]
Name Total Quantity Included Attendees Fees Actions
Exhibitor - 8' booth 8' booth with electricity and wifi. 2 staff included; 2 more may be purchased. 6 2 $400.00
Exhibitor Discounts
Global Name Start Date End Date Applies To Ex. Types Value Actions
Yes Early Registration 8/17/2021 8/20/2021 10% off
Custom Fields o

Archived Actions

Object Type

None to display

Field Data Type

Ex.

Add Early Registration Discount
Add Promo Code Discount

Add Discount for Membership Type
Add Volume Discount
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https://helpdesk.growthzone.com/kb/article/2014-exhibitor-discounts/

Exhibitors Version 2

2.« GrowthZone

Just like your attendee registration, if you have additional

guestions or options for your exhibitors to select, you can set
up custom fields to include in their registration.

Exhibitor Types

Exhibitor Discounts

GGGGGG

Description

ooooooooo

tttttttttttttttt

Custom Fields
Object Type

Display Name

Field Data Type

Properties

Advanced Options ANCE
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Exhibitors Version 2 %.¢ GrowthZone

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.

Additional Exhibitor Item

Description

Goods/Services Price
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Exhibitors Version 2 %.¢ GrowthZone

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

Name Price Actions

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.

Instructions and Confirmation Messaging

Exhibitor Registration Instructions

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

Exhibitors Version 2 %.¢ GrowthZone

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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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/
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Sessions

3¢ GrowthZone

smarter asso

tion software

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
Inf ti
niormation 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
Marting Seslond, Select a session from the list L4 I i]
800am - 945am
Event
Sessions Morning Session 2, I*"“” 4 SeesionFromithe it I i
1000am - 1145am 2
Extraordinary Events Made Easy
Social Media 101
Value vs Discounts
Websites and Content and Sharing, Oh My!
Additional Items
Name Description Price
Cart Rental (Members Only) (Remaining: 9) Do you need a golf cart? $50

Pavment Information
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Sessions

X GrowthZone

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

«E 7, Golf and Learn Expo [Approved]

Time Slots

penneee Add Timeslot

ttttttttt

EEEEEEE

AAAAAAA

Q3

Once timeslots have been created you will setup your sessions and

assign sessions to the timeslots.
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Sessions

2.¢ GirowthZone

Description

Location

Speaker

nnnnnnnnn

Title

Description

((((((((((

Details

rrrrrrrrrrr

Price

Credits Earned

Actions

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

X GrowthZone

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

vou will be able to sync individual sessions with Zoom. Each
registrant will receive their own link for the session.

Add Session

Timeslot

Event Registration Types

Main Photo

Attendee Limit (0 if unlimited)
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https://helpdesk.growthzone.com/kb/article/135-zoom-integration/

Sessions

GrowthZone

smarter a

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.

< m Attendees Attendee Purchases mm Attendee Setup Sponsor Setup Exhibitor Setup Sessions/Breakouts m >

Search Registered or Attended v | | Customize Results. Attendee Status: Registered, Attended X E
Result Count: 4 [Clear All]
ﬁfg' v rdi;rsr:e It:laa?\:e Organization g‘t’:‘"‘}s ?ef Registration Type Tz;t:'Lee/Team I:gg\i;ional Actions
5247544 Anthony Koop Crooked Lake Coffee Registeredv 390 Exhibitor Staff Actionsv
5247544 Cheri Meyer Crooked Lake Coffee Registered~ 390 Exhibitor Staff Actionsv
5247513 Alexander Wizard \ISVe!Z;JVdOSOGSUDDW Co- Registeredv 389 gion‘%;e Attendee (Afternoon 1 {m]
5047513 Jaiies Wizard Wizard's Supply Co- Regaeieas 389 glon‘%)le Attendee (Afternoon © Cancel Registration

Deerwood

@ Update Registration
[# Edit Attendee

View Sessions

H¥ Enter Check

== Enter Credit Card

4&la Create Write Off

¥ Resend Confirmation
% Resend/Send ltinerary
B Print Badge
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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/

Registration %¢ GirowthZone

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



Want more info? %.¢ GrowthZone

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 guestions you may have.

Meet the Engagement Team and set up a consultation!



https://engagement.growthzonesites.com/
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Training and Support

2.« GrrowthZone

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 »
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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

