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Exhibitor Kit

Overview

This is a virtual trade show experience designed to allow attendees to see and chat with exhibitors about
their product offerings. They can also attend on-demand education sessions, view the latest trending
products, visit networking lounges, and more.

Show Lobby

This is what the distributors will see
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From the lobby, distributors can navigate Premiere Sponsors are prominently featured in
to the show floor, education sessions and the lobby for all attendees to see

the product pavilion

Featured Exhibitors appear in the lobby so
distributors can quickly navigate straight to
your booth on the show floor



Show Floor

This is how distributors will find your booth

Exhibitor Kit

Brittany
Show Floor ™ [ @ g, 36300pts
ll AWalkList R Featured @ Visited O Not Visited Y Other
SAGE PREFERENCE GROUP PRODUCT CATECORY OTHER
Al . - Specials
Commonsku o Evans Manufacturing Visions American Calendar Comp...
Commonsku X @ Evans

GAME-CHANGING
SOFTWARE

220
Peochict Bayilion Giftland Works LLC

Giftland Works 2O Cap America

Made To Promo . Strideline LLC
A

CB Station Socks

Exhibitor booths populate in random order for each
attendee per distributor company. They can filter
the exhibitor list to view by their Walk List, Featured
Exhibitors, or by booths not yet visited.

Hub .
Hub Pen .'K‘ @

¢

94 FEATURED

x @ VisionsXtra Promotions X @ American Line A @

Cap America Incorporated

The Chest, LLC

The Chest @
Join Jacob Dobsch Wl.m‘

THE CHEST sivicumion

 SAGE Virtual Trade Show

B

Euosl OurTeam

o PromoMatting from Amer... . Stain Imaging N
k- 2O suinmean 1O

L

FEATURED

Distributors can search for any exhibitor by
company name or line name

Distributors can also search by their preference
groups, product category, or suppliers with
Show Specials

Number of visitors in your booth in real-time
Distributors can see if you are on their walk list

Indicates to the distributor if they have already visited
your booth

Denotes whether French-speaking staff are available
in your booth



Exhibitor Booth
This is how distributors will view your booth
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Distributors will see your welcome video upon entering
your booth

The about section is where attendees can quickly learn
key information about your company and what you offer

Select featured products you want to promote,
distributors can view pricing and detailed product
information

Distributors can also view your contact information
including your city/state, SAGE number, phone number,
email contact, website, connect to your social sites, and
see your A+ or A rating at the bottom of your booth
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Booth visitors can scan themselves and send their lead
information, schedule a meeting with you, request
samples, or take notes they can access after the show

Attendees can also view and request to chat with
specific booth staff, ask questions, or request a video
conference to speak one-on-one

Include your marketing or sales flyers, brochures, show
specials, videos, catalogs, and more for distributors to
view



Exhibitor Kit

Getting Started

Here's what you'll need to set up your booth:

1 Log into your SAGE Supplier Center to make sure your logo is included in your business profile and
that all of your information is up to date.

2  Loginto www.sagemember.com to add your staff as users on your account so they can work your
booth and use the live chat feature. Be sure to include their headshots so that booth visitors will
know who they are talking to.

3 You will need to create a short welcome video for your booth. This can be anything from a brand or
team introduction to a highlight reel of your new or most popular products.
Video specs: under 2 mins | under 200 MB | must be MP4, a URL cannot be accepted

4  You will also need a booth image, either from a previous trade show or digitally rendered.
Image specs: 600 px x 300 px | JPG or PNG

5 Create booth marketing materials (and thumbnail images for each) that you want to provide to
your booth attendees.
File options: PDF, MP4, JPG, PNG, Excel, Word, PowerPoint, URL links
Thumbnail specs: 480 px x 300 px | JPG or PNG

6  You will need introductory text to welcome distributors to your booth
Character limit: 1000 including spaces

7  Decide which products to feature based on the number you are allotted with your booth size.


https://youtu.be/gfN0j7_jgaI

Exhibitor Kit

Booth Setup

Step 1: Logging In

Visit the URL listed on the cover page of this exhibitor kit and log in with your SAGE user name and
password. If you do not have a login or cannot remember your password, simply click the prompts
below the log in area to get a user name or reset your password.

Once you are logged in, you will see the show floor. Search for your company with the toolbar located at
the top right of the screen, then click on your booth to enter. Select Setup Booth at the top of your screen.
Now you are ready to upload your materials.
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Exhibitor Kit

How To Set Up Your Booth Continued...

Step 2: Upload your booth image

Your booth image is the image that will appear on
the show floor. This should be either an image of Booth Photo L welcome Video |
your booth from your previous shows or a digitally : o o
rendered image of your booth. Non-booth images

PPAIEXPO Company Name | Booth Setup

. . . . o)
or images with text will not be allowed. If the image /\<\

uploaded does not meet the requirements, staff will
replace it. If you do not have a booth image, a

YOUR BOOTH PHOTO HERE

generic image will be used. At the top left of your

Upload booth photo

screen, select Browse to choose your file.

Required size: 6003005

Size requirements: 600px x 400px
File type: JPG or PNG format

File type: JPG or PNG format

Step 3: Upload your booth video

This is the video distributors will see once they enter Welcome Video

£ an actual photo of your booth from a prior show. It Your booth wel inyour booth Your video can be

your booth. Your booth video can be anything from a
brand or team introduction to a highlight reel of your

new or most popular products. It can be ]

professionally produced, or it can be shot on your M

smart phone or webcam. Make sure your video is [ HERE
well-lit and the sound is clear before uploading. If

you do not have a booth video, show organizers will

YOUR BOOTH VIDEO HERE

Change thumbnailto 2

®

secondsin

insert a generic welcome video for you. At the top

right of your screen, select Browse to choose your file.

Upload booth video

Choose file Browse

Size requirements: Under 200mb e
(typically under 2 minutes)
File type: .mp4 format only



How To Set Up Your Booth Continued...

Step 4: Upload your company logo

You'll see below your booth image where you can
upload your company logo. If you have previously
added your logo in the SAGE Supplier Center, you
should already see it here and no further action is
necessary. If you do not see your logo, you will need
to add it.

Select Browse to choose your file. Your logo will
appear at the top of your booth page.

Size requirements: 350px x 145px
File type: PNG format with transparent background

Step 5: Booth description

This introductory text is the short message or
company description distributors will see upon
entering your booth. Use this space to share a
little about who you are and how you can win
their business.

Size requirements: 1000 character limit

Exhibitor Kit

Company Logo

Your company logo will be shown at the top of your booth.
COMPANYLOGO

Upload company logo
Choose file

Recommended size: 350x145px; PNG with transparent background

Company Description

Share information about your company with visitors here.

Recommended size: 350x145px; PNG with transparent background

Company Description

Share information about your company with visitors here.

1000 characters max.

Booth Materials

Add your booth's marketing materials for visitors to browse through. Drag and drop materials to chan

Add Boeth Material



Exhibitor Kit

How To Set Up Your Booth Continued...

Step 6: Booth materials

Depending on the size booth you purchased, you can upload between 5-20 booth materials. This can
be anything from your brochure, catalog, sales flyers, videos, the URL of your choice, etc. If you would
like to upgrade your booth to receive additional material options, contact your tradeshow
representative or scroll to the bottom of the setup page where you will see Upgrade Options on the
bottom right. Click to see your options and select the Upgrade button for the larger size you would like
to purchase. If you already have the highest level booth, you will not have an Upgrade button.

To add your assets, select Add Booth Material. You will need to give each file a title and create a
thumbnail image for each. You also have the option to password protect individual files in case you
want to limit who can view them.

Accepted booth material file types:

« URL (Examples include: A link to a video conferencing area, your website, a flip version of your
catalog, YouTube link, etc.)

+ PDF (Examples include: sales flyers, catalogs, brochures)
« Video (Must be a.mp4 file type)

« Image files (JPG or PNG only)

« Excelfiles

» Word documents

* PowerPoint presentations

Thumbnail size requirements: 480px x 300px | File type: JPG or PNG

Booth Materials

AAdd your booth’s marketing materials for visitors to browse through. Drag and drop materials to change display order.

Add Booth Material
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Featured Products

Select the products that you would like to feature in your booth.

‘Add featured products by choosing one of the options below. Drag and drop products to change display order.

Add Specific Products | Add My Most Popular Products | Add Top Rated Products



Exhibitor Kit

How To Set Up Your Booth Continued...

Step 7: Featured products (Suppliers Only)

Depending on the size of booth you purchased, you can upload between 10 — 50 featured products. If
you would like to upgrade your booth to receive additional featured products, contact your tradeshow
representative or scroll to the bottom of the setup page where you will see Upgrade Options on the
bottom right. Click to see your options and select the Upgrade button for the larger size you would like to
purchase. If you already have the highest level booth, you will not have an Upgrade button.

Your featured products must already be in the SAGE database. If you would like to add a product
that is not in the database, you will need to add your product through the SAGE Supplier Center first. You
can view how to do that here.

To add your featured products select Add Specific Products, Add my Most Popular Products, or Add Top
Rated Products. Your product image and information will pull from the SAGE database with no rekeying
necessary.

Add specific Products allows you to easily select your preferred items from a dropdown list that can be
filtered by itemn numbers or product name.

Add my Most Popular Products is a one-click option that will use the SAGE database algorithm to select
your most popular products.

Add Top Rated Products is a one-click option that will use the SAGE database algorithm to select your
top rated products.

Booth Materials

Add your booth’s marketing materials for visitors to browse through. Drag and drop materials to change display order.

Add Booth Material
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Featured Products

Select the products that you would like to feature in your booth.

Add featured products by choosing one of the options below. Drag and drop products to change display order.

Add Specific Products | Add My Most Popular Products | Add Top Rated Products

Quick Messages

Rapidly communicate with attendees in your booth using frequently-used phrases.


https://youtu.be/RkvUXLTMDQw

How To Set Up Your Booth Continued...

Step 8: Quick Messages

Here you can set up Quick Messages to rapidly
respond to attendees in your booth with
frequently used phrases. Set up a Welcome
Message that will automatically send to all new
chats, and up to five other phrases to help
manage your flow.

Step 9: Exhibit Staff

These are the staff members that will be available
in your booth to chat live with distributors. You
should have already set up your users and added
their headshots so that distributors can see who
they are chatting with, but if you haven't done that
yet you can see how to do that here.

Simply select each staff member that will be
working your booth. If you don't see someone, or
need to add an additional user, you can follow the
instructions in the link above.

Step 10: Review & Save Booth

Exhibitor Kit

Quick Messages

Rapidly communicate with attendees in your booth using frequently-used phrases.

Welcome Message (automatically sent for all new chats)
Message 1
Message 2
Message 3

Message 4

Exhibit Staff

Select up to 99 users below to be your booth staff. If anyone working your booth is not listed below, ad
them to your SAGE user list by visiting SAGEmember.com.

O Adam Bayyouk
O Amanda Carpenter
O AndyEvans

O Andy Douthitt
O BenHaynes

O Ben Stallard
O Bille Forman
O Blake Bozeman
O Cody Smith

O Dana Porter

O Danica Panosh

To complete your booth set up, be sure to SAVE YOUR BOOTH.
This is the integral last step, don't forget or you'll have to fill out everything again!


https://youtu.be/RkvUXLTMDQw
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Working Your Booth
This is what you will see during the show

YOURLOGO i ® @ -

:!;l My Visitors @ Imavailable ® ) Mute 2402 ER146 WP912 WE473 [J26 MO t e w 30 s@ﬁ@ g@: @o

O ‘ lacsia Wachinatan

o8 Julie Smith oo All Visitors Export ~
5 S OO m g OO me gt ¥ oo
.l' cooter Promotions ABC Prmotions Search visitors
Show Floor » ®©S5mininBooth in i -
i ‘ © 5 minin Booth o) 1 Jeff Thompson
o SAGE Untag
3 S
‘Can you help me with your pricing? PASTVISITORS Scan visitor
ﬁ Rebecca Brown . 3
Hello? sace View Chat Transcript
ﬁ ::?j:aDeIR\’o 4 g H
You there...? N
3 Oscar Duarte 174 B 28
o sace
: I B¢ Requesting Video Chat Brittany Baum 7 g
Sessions & saGe
’ Randy Lehman 24d B g2 3
‘American Solutions for Business - B. N
Message . Kim Ballard 24d B
a SAGE
Y
- n Stacy Schalk 254 B 8
Product Pavilion ®End Chat B B
SAGE BoothStaff Chat

EmilyW Haveagreatnight! Mar24 ©

Can you send me your catalog?

Jarrod L yes, good night!  Mar 24
No problem, you can find the catalog under our materials

list.

DCC Ditto! Mar24

Send amessage toyour colleagues

Thanks, can you also scan me into your booth?

Done! Thank you for stopping by.

Message

\ ®End Chat B B /

Exhibitors can set their availability allowing visitors to see View your booth stats in real-time such as: total visitors,
when you are in your booth to chat, and mute alerts as number of leads, products and materials viewed, and
visitors enter your booth number of chats or video calls

View all of your booth visitors at once, your staff's
visitors, whether new visitors in your booth are being
helped, and whether they have been scanned

See each visitor as they enter your booth, how long they
have been in your booth, and tag them to begin an
interaction

At the end of the show, download your individual or
team’s lead reports, chat transcripts, and see who

Once you have tagged a visitor you can send a chat, viewed your products and booth materials

request a video call and share your screen, scan your
visitor, send product information, and even view your

chat transcript once they have left your booth Chat with your team internally to communicate
information all at once and make sure all your visitors

have been assisted



If you have additional questions or need
tech support, email ses@sageworld.com



