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HOW TO REQUEST A MEETING IN 5 SIMPLE STEPS

Log in to the reserved area 
with a Master, Co-master or 
Marketing profile.

1. Log in

Open «Request a meeting» 
and browse the exhibitor 
catalogue.

2. Catalogue

Filter by «Meeting 
availability» and check the 
free time slots.

3. Availability

Pick a date and time, write a 
message and send the 
request.

4. Request

Once the exhibitor has 
accepted your request, the 
appointment will appear in 
your personal meeting 
schedule.

5. Confirmation

Overview
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STEP 1: Log in to the Reserved Area
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• Log in to the exhibitors Reserved Area with your company credentials

• Meeting requests are available to Master, Co-master and Marketing 
profiles.

• If you can’t see the feature, ask the master user to enable your profile.

• Once you have logged in, click «Request an appointment» in the menu on 
the left.

• The exhibitor catalogue page will open.

Log in
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STEP 2: Browse the exhibitor catalogue
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• The catalogue will display all exhibitors enabled for this service.

• Scroll the list or use the «+» button at the bottom to load more 
profiles.

• Use the «Filters» panel to narrow the list: free search, 
«Categories», «Pavilion», «Country».

• The «Meeting availability» filter shows only exhibitors who still 
have free slots.

• The counter at the top right shows how many appointments you 
have already used out of your total.

Exhibitor catalogue



At the bottom right of each exhibitor card, there are three icons:

1. Click  to view the available time slots and request an 
appointment.

2. Click to see a preview of the company's information:

• Stand position, description of the business and product 
categories.

• From there you can open the full profile by clicking «Go to 
exhibitor's catalogue».

3. Click      to add exhibitors you are interested in to your 
favourites.
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STEP 3: Discover the exhibitors
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Exhibitor card
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STEP 4: Fill in and send your request
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Sending the request

• After selecting an available time slot from the drop-down menu, the 
following fields must be completed:

o «Meeting location»: check the stand where the meeting will take 
place.

o «Write a message»: introduce your company and the reason for 
the meeting.

o «Date and time of the meeting»: choose one of the available 
slots.

• Time slots that are already booked cannot be selected.

• Finish by clicking «Request a meeting».
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STEP 5: View the appointment in your meeting schedule
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• The recipient will receive an email containing the request details, including the 
company name, date, time and location.

• Until confirmation is received, the request will remain pending in your personal 
meeting schedule.

• Once the request has been confirmed, the status will be updated and you will 
be available to view the meeting details.

Your meeting schedule
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Request meetings directly through the event app
and manage your meeting schedule easily on the go! 

Step 1: First, download the 
official event app

The app is available in the 
iOS and Android app stores

Event app

Step 2: Log in using your exhibitor credentials, the 
same ones you use to access the Reserved Area
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Step 4: Once the profile 
page opens, click 

"Request Meeting". 

Step 5: Select the date and time of 
the meeting, leave a message to 
introduce yourself to the exhibitor 

and click "Request Meeting".

Event app

Step 3: Browse the exhibitor 
catalogue and select the 

exhibitor you want to request 
a meeting with.
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Step 6: Go to the Events 
section and click on 

"Meetings" at the top: here 
you will find your meeting 
schedule, where you can 

view all the details and 
the status of each 
meeting request.

Event app



IEG Digital Support Team

iegdigitalsupport@iegexpo.it
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Thank you!
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