
Virtual Exhibitor & Sponsor Guide
Welcome to the Sponsor Guide. You are using MyConference Suite as the event platform, 
and you will be using the tools in the MyConferenceSuite Sponsor Dashboard to configure 

your virtual booth, manage your team, and interact with attendees.



You will receive an email similar to this one with a link 

redirecting to a login page. Your account is automatically pre-

created by the platform after you’re registered. 

A window will then ask you to enter a password/confirmation 

key for your account.

Note : If you don’t see a login email in your mailbox, please check 
your spam.

2

How to login for the first time?



AVAILABLE FEATURES
CONTENT FEATURES



There can be two ways for you to access 
your profile :

● On the upper-right corner of your 
screen, click on My profile.

● Click on UPDATE
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How to edit my profile ? (1/2)



To edit the information on your profile, simply click on the 
Sponsor Dashboard and scroll to the 5th section of the page
Here is the information you can edit on your profile :

● Add more people associated with your company

● Personal Information

● Profile Picture

● Title

● Organization

● Social Media

5

How to edit my profile ? (2/2)



As a sponsor, you are able to manage all 
aspects of your Virtual Booth by adding 

content to these 7 sections.

Section 1

Section 2

Section 3

Section 1

This is where your company logo, company name, 
direct link to company’s website and any social 
media links will appear. Square shape is best 500 x 
500px. You must use the full web address including 

https://
Section 2

This is where you can view the activity your Virtual 
Booth has had.

Section 3

This is where you add the Company description in 
both English and French and upload your company 
logo.

Section 1 Section 2

Section 3

How to add content to my company profile? (1/4)
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As a sponsor, you are able to manage all 
aspects of your Virtual Booth by adding 

content to these 7 sections.Section 4

Section 6

Section 5

Section 4

This is where you add your company’s contact 
information and social media links.

Section 5

This is where you can add additional people from 
your organization.

Section 6

This is where you add files or images for download 
or viewing .

Section 4

Section 5

How to add content to my company profile? (2/4)

Section 7

Section 7

This is where you add video files.

**The next page will explain file and video uploads
(Section 6 & 7)
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Section 6b

This is where you can upload documents or images to be 
used as your title image (Banner max 1108 x 340 px
(use.png  or .jpg image files)
) or for people to view and download the documents 
(Supplementary) from your virtual booth. You can use .pdf 
.png .jpg word docs

Upload  on the right side and once uploaded will appear on 
the left side.  To edit where they appear, click edit or delete 
to remove. Section 6b is a pop-up window that appears 
once your files have been uploaded and you click edit.
You can now add more details to where your files appear 
and what they are called.

How to add files to my company profile? (3/4)

Section 6a

Section 6a
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This is where you can upload Video Files or gif’s to be used as 
your Main Video on your Home Page or for people to view from 
your virtual booth. You can use an embed code from Youtube or 
Vimeo, or you can upload a .mp4 file from your computer.

NOTE: You need a part of the EMBED CODE from YouTube
(You can get this code in YouTube by right clicking on the video 
while it is playing in YouTube
EX. <iframe width="1252" height="704" 

src="https://www.youtube.com/embed/oaGzZrmoIRc" title="Technology Rentals -
Interview" frameborder="0" allow="accelerometer; autoplay; clipboard-write; 
encrypted-media; gyroscope; picture-in-picture; web-share" 
allowfullscreen></iframe>

Upload  on the right side and once uploaded will appear on the 
left side.  To edit where they appear, click edit or delete to 
remove. Section 7b is a pop-up window that appears once your 
video files have been uploaded and you click edit.

You can now add more details to where your files appear and 
what they are called. You can only have 1 Video as your main 
video, the rest will appear as supplementary videos.  Your Video 
will appear with a black thumbnail, you can upload a video 
specific thumbnail here.

How to add videos to my company profile? (4/4)
Section 7a

Section 7b
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How does this all look on the Company Home Page?

You can view all sponsors on the landing page as well 
as if you click the sponsor tab on the top menu. From 
here you can click WEBSITE to go to their website or 
Virtual Booth.

This is the top of the Virtual Booth with your Main 
Video and thumbnail image.
Below the Main Image or Video is your company logo 
and quick links to your social media and website.

This is how all your uploaded 
content will appear on the front 
facing page that Attendees will 
see.

Section 1

Section 4

Section 4

Section 6

Section 7

Section 3

Section 5
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How can you connect with Attendees via your Company Virtual Booth?

If we have linked all your company people to an active 
registration, you will have the ability to chat one on 
one with attendees, via private chat.

There is also a space for public facing questions and 
answers that you can manage.
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What happens if I receive a message as a sponsor?

If you are online in the 
Virtual Portal and 
someone sends you a 
direct message, you will 
get a pop-up notification 
like this.
You can hit reply to 
directly respond to the 
inquiry.

If you are not online, you 
will receive an email 
notification.  When you 
log into the portal check 
your Notifications tab.
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