Adding ADDITIONAL BOOTH PERSONNEL to your team in the Exhibitor Portal is

a Two-Part Process..

Your Dashboard will look like this when you log in.
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PART 1 — Registering Additional Booth Personnel

You will register Additional Booth Staff by going to:

1. The Register Additional Booth Personnel Tile on the Dashboard and hitting

“View tasks”

2. Tasks Tab on lefthand side of the Dashboard
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If you select either of the options above, you'll see this screen. The 3 item is
Additional Staff, select the View button on right side.
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When you click View — the below will show up with a link for your company. Follow the
link to register Additional Booth Personnel.

Additional Staff p

Additional exhibit booth personnel registrations are $98 per person/
badge if purchased before August 2, 2026. Badges purchased on or
after August 3, 2026 will be charged $248 per person/badge.
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PART 2 — Add Additional Booth Personnel to your Team

Once you add and pay for the additional personnel, you will go to the Team tab and add them to your
team. The instructions are below:
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1. Go to the “Team” Page
Click the “Add booth staff’ drop down

Select “Search attendee list”
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Enter the email address of the additional staff that you added and click the magnifying glass to
search. Their name should pop up with a blue checkbox. Click the Add button on lower right

corner

5. The staff are now added to your Team



