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Exhibit Portal Training Guide



www.MeetingPlay.com

Sign in

MeetingPlay | eMail: hello@meetingplay.com | Phone: (877) 446-1481

The Exhibit Portal will allow your company's Primary, Secondary, and 

Marketing contacts upload all content related to your booth for this event.

To login in, follow these simple steps:

1. Enter the email address you used to register for the event

2. Password: provided to you by DIA

1. Upon first log in, you will be prompted to set a new password

2. If you cannot remember your confirmation code or password,

please click Forgot Password to reset

3. Company Code: This is a unique code that will be provided by DIA

https://dia2021.mpeventapps.com/sponsor-portal/


www.MeetingPlay.com

Dashboard

MeetingPlay | eMail: hello@meetingplay.com | Phone: (877) 446-1481

From the dashboard you can you can easily select areas of your 

booth to manage!

The dashboard provides a brief explanation of key areas of the 

booth.

Please note: any information omitted will simply not display in 

your booth. (It will not look “empty” to attendees)



www.MeetingPlay.com

Company Details
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Company Details allows you to provide basic information about 

your company. These details will appear to attendees in the 

Overview section of your booth.

• Update how the name of your company displays in your booth

• Add a company description

• 1,000 character limit

• Cannot include links or markup

Your company description is included in the keyword search!•



www.MeetingPlay.com

Websites
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The Websites tab allows you to add up to 5 links for 

attendees to click and view outside of the event platform. 

These links will appear to attendees in the Websites section 

of your booth.

Requirements:

• Link Label – 45 character limit

• Links in http:// or https:// format



www.MeetingPlay.com

Downloads/Handouts
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Handouts allows you to add downloadable resources for attendees 

to view and save. These handouts will appear to attendees in the 

Downloads tab in your booth. (Up to 10)

Files must be:

• 10MB or less

• PDFs (recommended), .DOC or .DOCX (accepted)

• You must include a sort order to save your handout

Each handout can be named and designated an order in which it will 

appear in your booth. Files can be removed or edited.  Attendees can 

download and save these handouts to their devices.   Attendee clicks 

of each download will show on reporting pulled in the portal.



www.MeetingPlay.com

Giveaways
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From the Giveaways tab, one can provide a description of the 

giveaway and inform attendees on what they need to do to qualify 

(up to 5)

Each offer can include:
• Title – 100 characters max

• Sort order (to determine the display in your booth)

• Description – 500 characters

• External Link

• Image – 400px x 200px .JPG or .PNG

Giveaways can be removed, previewed, and edited.  Clicks will show

on the click report found in the sponsor portal. 

Please Note: If an offer is removed, it will not show on reporting.

Ideas of how to conduct a Giveaway/Raffle

• Link to form via an external link (ex. Survey Monkey)

• Use the Survey/Poll feature in your booth

• Pull the report of who visited your booth & generate a random winner

• Use the "Drop Business Card" Feature & generate a random winner

Remember: 
Submit the Giveaway 
Form by June 3 to be 

included in the 
Giveaway Listing!

Megan.Stevens
Oval

Megan.Stevens
Sticky Note
Accepted set by Megan.Stevens

https://uexhibit.formstack.com/forms/dia_gam_21giveaway
https://uexhibit.formstack.com/forms/dia_gam_21giveaway


www.MeetingPlay.com

Images
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Images allows you to customize your virtual booth branding.

You can upload the following:

• Thumbnail – 200px x 200px

• This image will display on attendees Followed page and in the Hall

listing

• Virtual Hall Logo – 533px x 260px

• This image will display on the virtual Hall page and in your booth



www.MeetingPlay.com

Videos
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Videos allow you to upload commercials and other video 

content that will play in your booth. (Up to 4)

Video Suggestions:

• Recommended max length 10 minutes

• If uploading an MP4 file, its best to compress the file to the

specs suggested in the portal

Acceptable files:

• External MP4 link

• Example: https://www.test.com/video.mp4

• MP4 File

• YouTube Link

Drag and drop uploaded videos to change the order in which 

they will play in your booth. 



www.MeetingPlay.com

Polls
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Polls allow you to receive feedback from attendees. The polls will 

appear to attendees in the Take Poll tab in your booth

Things to note:

• Each booth can have up to 2 polls

• Questions can be multiple choice or open ended

• Set specific questions as required by checking the box to the

right of question type.

• See polling results in the reports section of the portal

• Please Note: Polls cannot be edited and/or deleted after an

attendee submits a response.



www.MeetingPlay.com

Reports

MeetingPlay | eMail: hello@meetingplay.com | Phone: (877) 446-1481

Any available data and analytics captured in your virtual 

booth will be available via the reports tab.

Reports update roughly every 15 minutes however we 

recommend pulling these reports after the live event 

sessions.  

You may view attendee visits at a glance in your booth at any 

time throughout the event. 

Please note: Only attendees who opt in to share their 

information with sponsors are included in these reports.
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Virtual Booth - Attendee Perspective



Exhibit Showcase Listing

Exhibitor Listing

 - Logo

- Company Name

- Company Description



Exhibitor Page

Videos
- Can have up to 4 videos

-   If you have more than 1 video, they will loop

-   Sort order can be set to select order played

- Videos can be uploaded through the portal

-   File Types Accepted: 

- External MP4 link

- MP4 File

- YouTube Link

-  Video length recommended to not exceed 10 minutes

Company Logo

- 533px by 260px JPG or PNG



Exhibitor Page

About 
- The about tab displays the company description and 

external website links 

Description
- Maximum 1000 characters

-   Your company description is included in the            

gglkeyword search!

-   Cannot include links or markup

External Links
- Maximum of 5

-   External URLs must include http:// or https://

-   External link label name: 45 characters max



Exhibitor Page

Giveaways
- Description of giveaway and informs attendee on    

hhlwhat they need to do to qualify

 - Content can include:

- Title/name (100 characters max)

- Description (500 characters max)

- External Link (must include http:// or https://)

- 400px by 200px JPG or PNG image 
- Maximum of 5



Exhibitor Page

Surveys & Polls

- Solicit feedback from attendees through surveys and polls!

- Each booth can have up to two surveys and/or polls

- Answer options can be multiple choice or open 

ended

- Poll/Survery questions: 250 characters maximum 



Exhibitor Page

Downloads 

- Add up to 10 files for participants to view and download 

- Supported file types are PDF, DOC, DOCX

- Max size per file is 10MB



3

DIA 2021 Global Annual Meeting
j

Innovation Theater & Spotlight 
Symposia Sessions



Innovation Theater & Spotlight Symposium Sessions

Session Banner Ad

- Shown in top right corner of a session 

- Banner rotates if more than one sponsor

- Is clickable and takes attendee to exhibitor booth

- Please note these cannot be adjusted during the event. 

Session Interstitial Ad

- One per session, pops up as attendees enters a session

- Displays until participant presses Continue to Video Button

- Please note these cannot be adjusted during the event. 




