
1 Schedule an Appointment with another attendee 
from one of several places in the event site:

Appointments can be created between attendees or with participating exhibitors

Find an attendee in 
Attendees and click 

“Schedule Appointment”

From the home page (Event Lobby)



2 To schedule the 
appointment, be 
sure to provide all 
the necessary 
information:

Add as many people as you’d like

3 Click “Send 
Appointment 
Invitation” to send 
an email to the 
other attendee(s) 

Choose a time/date available for all



4 View your appointment calendar from the home 
page link (will include pending appointments):

5 Once attendee(s) accept your 
appointment, it will appear in 
your “My Schedule” along with 
your selected sessions



6 To attend the appointment when it’s time, head to the 
“My Schedule” tab and click the appointment, then Join

Then 

Click Join to begin



Exhibitor appointments allow you to select from the list of booth staff.

Appointments with 
Exhibitors work the same 
way, but can be scheduled 

from the “Schedule” icon in 
participating exhibit booths
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