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Getting Started

To get started, go to the URL on the cover page of this document to set up and manage your networking 
group. From the Lobby main screen, select Networking on the left side menu. From here locate your 
networking lounge, then click Setup Lounge. 

Here’s What You’ll Need:

Your organization’s logo

A welcome video

Up to 15 marketing materials of your choice (flyers, brochures, etc.) 

A short introduction message for your attendees

A graphic for your lounge

If you would like to make your lounge visible to only your group and inaccessible to 
anyone outside of your organization, email SAGE at ses@sageworld.com and
PPAI Show Management at expositions@ppai.org to let us know. 
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On the top left of the screen, you’ll see where you 
can add your artwork. Select Browse to upload 
your own image or choose a standard generic 
image from the gallery. This is the image that 
attendees will see on the networking tab.

Image requirements: 600px x 300px | JPG or PNG

Step 1: Upload your lounge graphic 

This is the video attendees will see once they enter 
your lounge. This video can be anything from an 
overview of your group or introduction, to a highlight reel of 
your events. It can be professionally produced, or it 
can be shot on your smart phone or webcam. If using a 
smart phone remember to record in landscape (horizontal) 
not portrait (vertical). Make sure your video is well-lit and 
the sound is clear before uploading. Review your video 
after uploading to ensure the entire video loaded. If you do 
not have a video, PPAI show management will insert a 
generic welcome video for you. At the top right of your 
screen, select Browse to choose your file.

Size requirements: Limit 200mb (under 2 minutes)
File type: MP4 or WMV format (a URL cannot be accepted) 

Step 2: Upload your welcome video

Below your booth image, you will need to 
add your logo. This will display at the top of 
your lounge page.
 
Image requirements: 350px x 145px | PNG 
(Transparent background only)

Step 3: Add your logo 



You have the option to add up to 15 marketing materials. Select Add Booth Material to upload 
your materials. Files supported include the following: 

Step 5: Add marketing materials 

PDF – upload your sales flyers, brochures or catalogs

Video – add your product videos, company overviews, educational clips, etc. 

Image files (JPG or PNG) 

Excel files

Word documents

PowerPoint presentations

URL of your choice  (URLs are accepted but discouraged because it takes attendees out of your 
lounge and out of the platform and you will not be able to see them or engage with them.)

Then, once uploaded, select Edit to upload a thumbnail image and title for your materials. Additionally, 
you have the ability to password protect your marketing materials so that only those with the password 
can access the protected material. Thumbnail size requirements: 480px x 300px | JPG or PNG

This is the text that will show along with your 
graphic to welcome visitors to your networking 
lounge. This is where you have the opportunity to 
tell them who you are and what they can expect 
from your organization.

Step 4: General information 
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Now you’re all set to network with your group, disseminate your 
marketing materials, and enhance their show experience!

Questions about lounge set up?
 Email PPAI Show Management at expositions@ppai.org.

Questions about log in access? 
Email SAGE at ses@sageworld.com

These are the staff members that will be 
available in your lounge to chat live with 
attendees. If you do not see your preferred 
staff members listed or need to add staff 
from other SAGE accounts, contact PPAI 
show management at expositions@ppai.org. 
If you have staff that are able to speak 
French, select the French Speakers 
Available option.

Step 6: Lounge staff

Be sure to select Save at the bottom of the page 
and you will see what attendees will see when they 
enter your lounge and you can make changes if 
necessary. This is the integral last step, don’t forget 
or you’ll have to fill out everything again!

Step 7: Save your lounge
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