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How To Upload Booth Image 
Once you have created and exported your transparent booth image, it is now time 
to upload the image to the virtual platform. Once you are logged into your 
Exhibitor Portal, select the event you wish to edit. 

 

 

 

 

Select your Company Name from the menu on the left. 

 

 

 

 

 

 

1. Select “Booths” 
2. Select “Details 

 

3. Select “Edit Exhibitor Booth” 
 
 
 
 
 
 
 
 
 
 



4. Upload your designed booth image. 
5. Select “Save Changes”. 

 
 
 

You will now be able to preview your booth and visit your booth as if you were an 
attendee. The next step in the process is content upload. Continue to the next 
page for steps for content upload.



How To Upload Content And Links To Booth 
NOTE: It is important to name all documents and URLs when adding them to your 
booth because you will be able to pull a report that indicates which attendees 
clicked on your URLs and viewed your documents. 

1. After you have uploaded your booth design image, select “Launch Location 
Builder”. 

 

 
 

 

2. Click “Instructions” on the top left of your screen for helpful hints. 
 

 
 
 
 
 
 
 



3. Make sure you are in EDIT mode by selecting “View Builder” (upper right of your 
screen). Select “View Preview” to preview your booth at any time and to check 
that your updates are correct. 

 
 
 
 

View Preview 
(Preview Mode) 

View Builder 
(Edit Mode) 



4. Click “Add Widget” (upper left corner of your screen) to start your content 
upload process. 

Video 
To add mp4 videos, select “Video” from the widget menu, “Edit”, then follow 
these steps: 

 
1. Name video file 
2. Upload mp4 
3. Upload the image that will be displayed on your booth screen. 
4. Upload the image that will show when video has been played. 
5. Select if you want the video to auto play once, all the time, or not at 

all. 
6. Select if you want the video to stop playback when end is reached or 

if you want it to restart. Save changes. 
7. While holding down the Shift key and using your mouse, resize the 

box to fit the corresponding content window. Drag and drop. 



Location Link 
This widget will be used after all exhibitor booths are set up. Your event host 
will link all booths using the Location Link, Next Booth and Prev Booth 
categories. 

 
External Link 
To add a URL behind a content window, follow these steps: 

 
1. Select “Add Widget” (upper left of your screen). 
2. Select “External Link” to add a URL. 
3. A blank box will appear. Select “Edit” within the box. 
4. Paste the URL into the “Link URL” box, Save Changes. 
5. While holding down the Shift key and using your mouse, resize the box to 

fit the corresponding content window. Drag and drop. 
 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
Next Booth 
This widget will be used after all sponsor booths are set up. Your event host will 
link all booths using the Location Link, Next Booth and Prev Booth categories. 

 
Previous Booth 
This widget will be used after all sponsor booths are set up. Your event host will 
link all booths using the Location Link, Next Booth and Prev Booth categories.



File 
If you only have one file you want to include behind your content window, follow 
these steps: 

 
1. Select the “File” option from the widget menu, then “Edit”. 
2. Give your file a name. 
3. Upload your file. 
4. Select “View Preview” to see a preview of this option. Example below. 
5. While holding down the Shift key and using your mouse, resize the box to 

fit the corresponding content window. Drag and drop. 

 

File List 
To add more than one file, follow these steps: 

 
1. Select “File List” from widget menu, then “Edit”. 
2. Upload your files 
3. You can reorder your files simply by dragging the file into your preferred 

sequence. 
4. Be sure to properly name your files in order to track attendees who click on 

them. 
5. Suggest selecting “Thumbnails With File Details Displayed In The Popup” 

from the Display Style drop down menu. Here is a preview of this option.



 
Image 
To add an image that will display directly on your booth, follow these steps: 

 
1. Select “Image” from the widget menu, “Edit”. 
2. Upload your image. 
3. While holding down the Shift key and using your mouse, resize the box to 

fit the corresponding content window. Drag and drop. 
 

 
 

Register With Sponsor 
This widget will be used after all sponsor booths are set up. Your event host will 
upload an image that attendees will click on in order to virtually scan their badge. 
See next page for examples. 



  
 



Zoom Link 
To add a Zoom Link to a content window, select “Zoom Link” from the widget 
menu, “Edit”, then follow these steps: 

1. Paste the Zoom URL into the “Zoom Link” box. 
2. Add image that will link to your Zoom meeting. 
3. You have the option to turn off your Zoom meeting when a booth rep isn’t 

available to video chat. 
4. Select “Zoom is Online” when your Zoom link is open and accepting 

meetings. 
5. While holding down the Shift key and using your mouse, resize the box to 

fit the corresponding content window. Drag and drop. 
 

 



Booth Representative 
In order to add your booth representative chat box, follow these steps: 

 
1. Select “Booth Representative” from your widget list. 
2. Resize and place the box into your desired location by holding down the 

shift key to drag and drop. 
3. Select “View Preview” to see the image (example below). 
4. Note: As you add your booth representatives and admins, they will 

populate into the booth representative chat box. 
 

 
 

How To Upload Your Logo For Chat 
In order to have your logo appear in your public booth chat, follow these steps: 

 
1. Select “Media” from your menu bar. 
2. Select “Browse Files”, upload your logo. 
3. Select “Save Changes”. 

 


