
Setting Up Your Virtual Booth 

Hello Exhibitor, 

You are invited to Virtual Coffee with Jason as an Exhibitor.

lllliii.... GET IT ON 

,...... Google Play 

Click here to begin 

This article will serve as a guide for accessing the admin portal and setting up your 
poster booth at your virtual event. 

You will receive an email invitation from reservations@boomset.com after you've 
been added to the event on Friday, 1/22.

Exhibitor = Poster 
Presenter 

IGNORE instructions to download lead 
retrieval app.
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Note, for creating a virtual booth you will not need to download the Lead Retrieval 

app or scan the QR code. Click the "Click here to begin" button in the email to get 

started on setting up your account. This will take you to the Boomset website with 

the following prompt: 

0 
License Validated 

Exhibitor 

Please choose below if you would like to link this license 

to a Boomset user account or continue as a guest. 

Continue as a guest 

Link to Boomset Account 

Create an account 

Don't use

Don't use

Click here to create account.
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Your phone number and email address will not be published.



After this is created (a: if; as sl:sss ts Ii: :It ts a:: s:tisti: :g sass a: :tL you will be 

brought to the administrative portal for your event. The only area you'll use is the

Virtual area highlighted in red below. Do not use the Design tab, nor

the Manage Options and Custom Qualifiers tab to create your booth. 

e Lead Retrieval Events > Virtual Cotfee with Jason 

@ Manage x Design 

JJf Manage Options 
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Advanced Setting, 

(D Custom Qualifiers 

OuallfiefS us-t 
Add New Ouelifle< 

� Virtual 

lnformauon Tabs 

Your Leads 

0. ,,. rch ads 

.. OHot OWann 1Cold 

Name 

Chris Lovin 
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Email Company 
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All of the setup for the booth will take place under the Virtual section on the left 

sidebar, under the Settings and Information Tabs. For reference, here is an example 

of a completed exhibitor booth to compare to when going through the setup options. 

-

■ 
Coffee Klatch Communications 

Connect with us! 

About Leads Presentations Photos Videos Resources 

poster

Coffee Klatch Communications Is bringing people, producers, roasters, barlstas, and consumers together through the art of coffee. 

While a single-origin approach works great for your online sales, markets, and trade shows, the coffee market demands will have 

your marketing strategy shifting gears toward offering a couple of blends. The desire for good-quality coffee (that's SUSTAINABLE) 

continues to grow globally. This is great news for roasters, but increased competition and meeting ethical standards will require 

brands to dare to be different So how will you be different? Where will your target market come from? And how will you persuade 

customers to buy from YOU? Start brewing ideas about your USP and other marketing strategies with the Coffee Klatch crew! 
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Ignore this option. AADPRT will upload the video 
you submitted to Dropbox.

Enter presenter full names here separated by commas.

Upload Institution logo or other appropriate 
image.

Leave Staff Toggle OFF.

Turn ON Presentations toggle. 
Presentations is a video conference you'll 
use to interact live with booth visitors. 
We set up Presentations for you.
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@ Manage " Des gn 

.0 Leads 

Jik Manage Options 

Info 
OR Code 
Advanced Settings 

0 Custom Qualifiers 

Oualifters list 
Add N&w Oual1fl&r 

� Virtual 

5ellings 
lnforma on Tabs 

Virtual 

About Photos Videos Resources More 

About 

�ate � chtmlst:ry by giving en owrvklw of your company. 

B I 11 -£ lir.• A· Tl· 6 ::> ( 8 <I> 

if§i 

In the About section, enter: "Interact with us live in the Presentations tab. View our

abstract and poster in the Resources tab."

The Presentations and Staff toggles will enable or disable the visibility of those two 

sections on your booth. Presentations are live broadcasted sessions that the event 

organizer must assign to you, if you have not been assigned any presentations, you 

may leave this disabled. 

The Staff tab will show a gallery of your booth staff, their images, and their profiles. 

Under the Information Tabs section, you will be able to customize the following: 

Enter: "Interact with us live in the Presentations 
tab. View our abstract and poster in the 
Resources tab."
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@ Manage Design 

Leads 

Jk Manage Options 

Info 

ORCode 

Advanced Sewngs 

0 Custom Qualifiers 

OuaJltk-rS US:t 

Add New Ou&llfler 

� V-rual 

Settings 

onnaUo abS 

Virtual 

About Photos Videos Resources More 

Photos 
Add New Photo 

Aod ..., -.otos to 1, oeese lastlng Jmpreuh3ns on attendees. 

Vlslblllty 

The photo tab is a photo gallery, you will upload images directly into the platform for 

attendees to view. If you are uploading photos, be sure to turn Visibility "On" to make 

the tab show up on your booth. If you don't have photos, leave this toggle OFF.
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IGNORE this setting. We'll embed your 
recorded poster presentation video for you 
here. Be sure to upload it to the Dropbox 
folder we shared with you.



@ Manage Design 

a Leads 

J/::r Manage Options 

Info 

ORCode 

Advanced Settings 

(D Custom Qualifiers 

Oul'lllflel'S List 

Add New Qua ll'ier 

� Virtual 

5etllngs 
lnforma a,,Tabs 

Virtual 

About Photos Videos Resources More 

Resources 
Add N- Resources 

Add rKOWe.s fol ettendMI to downtoed when they viMt yow virtual booth. 

Vlslblllty CJD 

The Resources section is where you'll upload your abstract and poster as well as 

any miscellaneous documents. Accepted file types 

are: .png, .jpg, .jpeg, .svg, .pdf, .doc, .docx, .xis, and .xlsx. The file size limit is 15mb 

per document, and you may upload up to 50 documents. 

If you are uploading Resources, be sure to turn Visibility "On" to make the tab show 

up on your booth. 

Turn this setting on and upload your 
abstract and poster here.
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