How-to Guide
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• How to login for the first time?

• Available Features: Your Profile &
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How to edit my profile?
How to manage my availability?
How does the Event Agenda work?
How to view my personal event schedule?
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How to network?
How to chat?
How to find profiles relevant to you?
• Attendees
How to request a meeting?
• with an Attendee
How to accept a meeting request?
How do Virtual Meetings work?
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Teams: Company Profile Management
•
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How to create a Team?
How to add Team Members?
How to update your Company Profile?
How to add Products?
How to embed a video on your Company Profile?
How to respond to Company Chats?
How to view Inbound Leads?

ACCESS THE PLATFORM
LOGIN

How to login for the first time? Part I of II
You’ll start by creating your profile via an email sent from the Halloween &
Party Expo (HPE) or the HAuNTcon team.
Once you answer a few quick questions about yourself, you’ll receive an
email (like the one on the right).
• Subject: Welcome to Halloween & Party Expo/HAuNTcon – let’s get started!
• From email: noreply@meetingportal.clarionevents.com
That email will include your Registration ID and a link to log into the
portal.
Once you arrive at the login page:
• It will request your Badge/Registration ID
• Then you’ll be prompted to create a password for your account.
Note: If you don’t see this email in your inbox, please check your spam or contact
the HPE or the HAuNTcon team.

How to login for the first time? Part II of II
Once you’re logged in, complete your profile by
answering a few, simple questions about you and
your company.

Then, consent to sharing data with the platform
and you’re ready to access the platform.

AVAILABLE FEATURES
Your Profile & Schedule

How to edit my profile?
Click “Profile” – located at the top right-hand corner of the
page to access your profile.

Here you can add a headshot, edit your personal information,
add additional information, etc.

Your ‘headline’ should be your sales territory (ie: west coast
sales, east coast, international, wholesale) to help new buyers
select the appropriate rep to make an appointment with

How to manage my calendar availability? Part I of II
Click “Profile” – located at the top right-hand corner of the
page to access your profile.

• Then click “Manage My Availability” on the left navigation
bar to keep your calendar up-to-date of days/times you’re
available to meet.

How to manage my calendar availability? Part II of II
Once you select “My Availability,” you’ll see
the screen on the right:
• A box will pop-up with the event schedule.
• Times will automatically adjust to your timezone.
• Other participants can request a meeting
with you during the dedicated meeting
times, and whenever you are marked as
“Available.”
• To block off time, just toggle each time
block, or an entire day, then click “Save”.
Note: If your schedule changes, you can always
suggest a new time for a meeting with a fellow event
participant.

How does the Event Agenda work? Part I of II

• Click the “Home” button on
the top right of the page
• Then click “Event Agenda”
(either on the left menu or
the main menu in the
middle) to view your
agenda for the entire week.

How does the Event Agenda work? Part II of II

• To quickly add a session to your personal
event agenda, click the calendar icon to the
right of the session title.
• To view full session details, click the session
title.
• Then click “Add to Schedule”.
• Once the session is added to your schedule,
the “Watch Live Stream” button will
appear.

How to view my personal schedule?
• On the main/homepage, click “My
Schedule” on the left navigation
panel.
• All meetings (accepted, pending,
awaiting approval), will show here
as well as any sessions you’ve
added to your schedule.
• You can filter your view by date or
meeting status (accepted, pending,
awaiting response, denied).

AVAILABLE FEATURES
Networking

How to network? Part I of II
• Click the “Home” button on the top
right of the page
• Then click “Recommended for
You” or “Interested in You” on the
top left.

How to network? Part II of II
Based on your profile and other participant
profiles, the “Recommended For You” section
will show profiles of buyers who the platform
matches you with.
• Request a meeting opens a pop-up
window to request a virtual meeting with a
buyer.
• Show Interest shows the event participant
that you are interested in learning more
about them.
• Skip removes the event participant from
showing on the “Recommended For You”
list.

How to chat?

There are two ways to initiate a chat with buyer.
1.

Add a chat message to a meeting request.

2.

Simply select the “chat” button on an
individual’s profile.

Click the “chat” button to initiate a conversation.
A box will appear in the lower right of your
browser window.

You will receive an email notification if someone
sends you a chat, or if someone replies to your chat.

A chat box only appears on an individual profile when
there is a mutual connection. If you don’t see the chat
box, first mark them as “Interested”. They can then
mark you back as interested to create the “Connection”.

How to find Attendees relevant to you?
To find and connect with
specific attendees:
• On the left navigation bar,
select “Attendees”
• Then select the downward
arrow to filter by specific
types.
• Here you’ll be able to
search for specific buyers
that match your company’s
requirements by filtering by
their profile details.

How to request a meeting with an Attendee?
To request a meeting with a specific Buyer:
• From the list of Buyers, you can click
“Request a meeting”, a box will pop-up
with the event participant profile on the
right.
• The scheduling tool will only show times
that are available for both participants.
Select a time that works for you.
• You can add a message, then click
“Request Meeting.”
• They will then receive an email prompting
them to accept, decline, or suggest a new
time.
Don’t forget to add a Personal Message to your
meeting request! It makes it personal, and helps the
buyer know who you are!

• Once the meeting has been accepted, you
will also receive an email and it will be
confirmed on your Halloween & Party
Expo/HAuNTcon calendar.

How to accept a meeting request?

You can accept a meeting request two ways.
The first is via the email notification or the
second is within the platform.
• To accept via email notification, click “Accept”
in the email.
• To accept via the platform, click “My
Schedule” on the left navigation panel. Then
filter by “Meeting Status” to view all meeting
requests still awaiting a response.

You can also decline or reschedule within the platform.

How do Virtual Meetings work?
Once you have a meeting scheduled:
• You will receive an email reminder 10 minutes
before the meeting is set to begin with a link to
join the virtual meeting room.
• You can also join directly from the platform. Under
“My Schedule”, click the meeting details. The
“Open Virtual Meeting Room” button will
become active 5 minutes before the meeting
starts.
• The virtual meeting room will open a new tab on
your computer and your browser will request
access to your microphone and camera.

Google Chrome is the preferred browser for Grip Virtual
Meetings.

TEAMS
Company Profile Management

What is a Team?

A “Team” is how you are able to have multiple vendor representatives
under one company profile. This way you can manage multiple calendars,
monitor leads across all representatives and more.

How to create a Team?
Upon first login, you will see the below message
prompting you to join your team. Add your team name,
then click “Next”.

After logging in, click on “Teams” on the upper right of
the page.

How to add a Team Member?
Click Teams on the top right, then click “Team Members”. Then click “Invite Members” to add a Team Member. Add their
name, email, job title, and role.

Team Members can access the Teams
platform, including Inbound Leads, Chat,
Products, Company Profile. They can also
book meetings on behalf of other Team
Members and can view the entire calendar.
Admins have all rights of a Team Member,
but they can also invite additional Team
Members and edit individual profiles.

Once invited, a team member will receive an email notification inviting them to the platform.

How to update your Company Profile?
The first representative to log in for your
company will set up your company
profile. Once your Team is set up and
other vendor representatives have been
added, anyone on the Team may make
updates.
• Click “Teams” on the top right-hand
corner
• Then click “Company Profile.”
• Then edit each individual field.
• Be sure to click “Save” at the top.

How to add Products?
• Once logged in, click “Teams” on upper righthand corner.
• To add a product, click “Product”.
• Then click “Add Products” and update the
following:
• Image (from file on computer)
• Name (Product Name)
• Headline (one sentence line about
product)
• Website for product
• Video URL for product
• Document URL
• Catalog URL
• Product and Service Category
• Summary (500-1,000 characters) Your product images must
be sized at 1000 x 1000
pixels.

How to embed videos on your Company Profile?
•

•

To add an embedded video to a Product Profile or
your Company Profile, click the Video URL in the
Product Profile or Company Profile

Provide embeddable links to your
YouTube or Vimeo videos to
showcase your company, profile, or
products. Click on “Learn How” for
detailed instructions.

Then click “Learn How” to learn how/where to find
the correct URL in YouTube or Vimeo. **Videos
must to be hosted on either YouTube or Vimeo in
order to be embedded on the Profile Page.

YouTube

Vimeo

How to respond to Company Chats?
• Click “Teams” in the upper
right-hand corner.
• Once in Teams, click “Company
Chat” to view the messages
received, and reply to individual
messages.
• When you select a chat to
respond to, a box will pop-up
in the lower right hand window.

How to view Inbound Leads?
• Click “Teams” in the upper right-hand
corner.
• Then click “Inbound Leads” to see
anyone who has viewed your Products,
Company or Representatives’ profiles.
• Here you can review new leads, access
previously reviewed leads, and view
your total leads within the platform

Have additional questions or need help?
Contact:

Jessica Grasmann
Jessica.Grasmann@clarionevents.com

