
   2021 Virtual Booth FAQs 
 
 
How do I upload my content to the virtual booth? 
The key contact for your company should have received an email from the virtual platform provider, 
CTE, with the link and login credentials to the exhibitor portal. Once logged in you will want to click on 
the “Virtual Booth” tab. This is where you will find the places to upload your content and choose your 
product categories. 
 
When looking at the preview of my booth in the exhibitor portal, it doesn’t look at all like the example 
in the video overview. 
The preview pane within the exhibitor portal is meant for you to check your spelling/titles/contents. The 
actual booth will look just like the example in the video overview of a sample booth.  
 
How do I register staff to work in the virtual booth? 

1. Once logged in to the exhibitor portal, click on the “Staff” tab.  
2. Review the information on the virtual booth staff allotments and then scroll to the bottom of 

the page. 
3. Click the “Add” button and complete the form with your staff member’s information.  
4. Once the staff page reloads, click the “Send” button to the right of the staff member’s name to 

send them their confirmation email with login credentials to their individual staff dashboard and 
the virtual trade show. 

5. Each virtual booth staff member registered will receive a profile that is shown on the virtual 
booth.  

 
What are the differences in the Personnel Types found in the drop-down menu when registering my 
staff?  
When registering your booth staff, there is a drop-down menu that allows you to choose the type of 
personnel the staff will be. The options are as follows: 
“Virtual Booth Staff Only” – These staff members will have a profile shown on the virtual booth. They 
will be able to work in the booth and visit the virtual trade show. 
“Virtual Booth Staff plus 3-Day Sessions” – These staff members will have a profile shown on the virtual 
booth. They will be able to work in the booth, visit the virtual trade show and attend the sessions. 
“Virtual Booth Staff Alternate” – This option should be used if you have more than 10 staff members to 
register (i.e. working in shifts). These staff members will NOT have a profile shown on the virtual booth. 
Think of them as waiting in the wings.  

In order for these staff members to have their profile published on the virtual booth you will 
need to choose one of your staff that is a “Virtual Booth Staff Only” and change their personnel 
type to “Alternate”. Once this has been done you can take the “Alternate” staff and change their 
personnel type to “Only”.  

 
 

https://youtu.be/MEKx7RBvfCs


 
 
How often does staff need to be “Live” to work in the booth? 
How often you have someone “live” to work in the booth is entirely up to you. The show hours are as 
follows: 
January 26 – 28, 2021 8:00am – 5:00pm (PST) 
January 29, 2021 8:00am – 11:00am (PST).  
Some exhibitors plan to have “live” staff during all show hours, others that plan to be there just during 
certain hours of the day (i.e. 10:00am – 2:00pm) and still others do not plan to have any “live” staff at 
all.  
 
How will booth staff work in the virtual booth?  
From the “Staff” tab on the exhibitor portal you will be able to send each of your registered virtual 
booth staff a confirmation email that will provide them the link and login credentials to their staff 
dashboard. This is their personal page at the virtual trade show. From here they can monitor the activity 
in the booth, indicate that they are “live” at the booth and available to talk and set appointments with 
attendees. 
 
Is there sample video on how the booth staff will use their dashboard?   
Yes. Please click here to view the video overview of the staff dashboard.  
 
How will booth staff have the ability to communicate with the attendees in live time?  
This will be done through any video conferencing system of your choice (i.e. Zoom, Webex, Skype, 
Microsoft Teams, Google Hangout etc.). How this works is as follows: 

• Your staff member will want to create/host a video conference meeting on their system of 
choice.  

• Once the meeting is up and running, the staff member will log into their staff dashboard. 
• On their dashboard they will enter the link to their video conference and then click on the 

button that says “Make Me Available” 
• Once this has been done, outwardly on the virtual booth the staff member’s profile will indicate 

that they are online and available to chat. 
• If an attendee clicks on the staff’s profile, they will be connected to the video meeting the staff 

member is hosting.  
• How the attendee enters the video meeting will be determined by the settings in the exhibitor’s 

choice of video conferencing system. For example, some video conferencing systems allow an 
attendee to join immediately or be in a waiting room until they are let into the meeting by the 
host. 

 
Is there a direct link to my virtual booth that I can share with my customers/clients? 
There is not a direct link to your specific booth. If you are looking to invite your customers/clients to 
attend the virtual trade show please direct them to the Registration page of our website 
[https://www.unifiedsymposium.org/registration].  
Attending the virtual trade show is free, but registration is required. Registered attendees will be sent 
their login credentials to access the virtual trade show approximately 48 hours in advance of the show 
opening.  

https://www.youtube.com/watch?v=VBoVkU1ehBY&feature=youtu.be
https://www.unifiedsymposium.org/registration


Upon show opening the attendees will be able to login in and visit the virtual trade show.  
 
Can attendees search for my company by product type? 
Attendees will be able to search for exhibitors by product type. There are search functions built into the 
attendee show planner and into the Virtual Trade Show page of the event. 
 
Can attendees schedule an appointment with exhibitors? 
Attendees can search for exhibitors and select booth staff to schedule an appointment with. The 
attendee can choose the staff, day and time of their choice and the staff will receive and email with the 
meeting request. The staff will be able to accept or decline the meeting. If accepted, the staff needs to 
be “live” at the booth at the meeting time. The attendee will visit the virtual booth at the meeting time 
and will click on the staff’s profile. 
 
Will the virtual booth provide any metrics on the activity in my booth? 
The virtual booth will track the click counts for the content uploaded to your booth. And it will track 
visitor visits (first name, last name only) to your page. This information will be accessed from the 
exhibitor staff dashboard. 
There is also an optional Lead Retrieval system you can purchase. If you opt to do so, a button will 
appear on your virtual booth that says, “Drop Business Card.” If an attendee clicks on the button, the 
system will capture all their contact information (as entered during registration). This information will be 
available in live time. Lead retrieval is $250 and is handled by the virtual platform provider, CTE. You can 
access the Lead Retrieval information by logging in to the exhibitor portal and clicking on the “Lead 
Retrieval” tab. 
 


