35th ISUOG World Congress on Ultrasound Scribe™
in Obstetrics and Gynecology - Exhibitor
Portal Instructions

Logging Into the Exhibitor Portal

1 Login to the Exhibitor Portal here: https://exhibitors.cvent.com/login

@ You will use the email address that the exhibitor portal invitation email was sent
to. If you do not have a password, use the "Forgot Password" function in the login
area. If you have trouble logging in, please contact your representative from ISU.

Assigning LeadCapture Licenses

2 Login to the Exhibitor Portal and you will see the Overview Page. Click "Licenses".
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3 You will see your available licenses marked in green and "Available". Click

"Options".
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Purchase licenses

0
remaining

—» Each LeadCapture license comes with an access code that allows your booth staff to log into the Cvent LeadCapture app at the event.

= An access code can only be used on the device it is assigned to. If an additional device is used. another license must be purchased.
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4  Click "Assign license"
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— Each LeadCapture license comes with an access code that allows your booth staff to log into the Cvent LeadCapture app at the event.

= An access code can only be used on the device it is assigned to. If an additional device is used, another license must be purchased.
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5  Select the booth staff member you would like to assign the license to.

Assign LeadCapture License X

Assign license e-wilmrqv to:

lona Elliott-Johnson
lelliott-johnson@isuog.org

Katie Ratcliffe
kratcliffe@cvent.com

Cancel

& ONE person can only be assigned ONE license. Once the License is
Consumed/Activated in the LeadCapture App, it cannot be transferred or
reassigned.
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6  Click "Assign license"

Assign LeadCapture License 5

Assign license e-wilmrqv to:

lona Elliott-Johnson
ielliott-johnson@isuog.org

Katie Ratcliffe
kratcliffe@cvent.com

Cancel Assign license

Pull LeadCapture Reports

7  Select "Reports”
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8 You will have four report options. To edit the reports click the pencil icon. To run
the report click the "play" icon.

ind Gynecology i
Jownload reports for more insight into this event.
saved Reports Report Templates Scheduled Reports
i NI N 3 i
) Tags ~ )| Favorites Sortb Name AtoZ

g Q_ ) (_Tag ) ¥
Reports ~

¥ Attendee Engagement Activity Extract & @ 2

A list of attendee engagement activities and associated data. Includes attendee contact information.

Attendee Hub Engagement Details
4 b ® ¢

A list of interaction data for exhibitors by attendee. Includes contact fields and engagement fields.

Export All Leads &
b S ®

A list of every lead collected at the event. Includes qualifying questions.

Leads and Appointment Details
T e ® ¢

Alist of collected leads and appointments data.

@ If an option for a report is greyed out - this means it is unavailable for that specific
report.
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9 When editing the report you can select or deselect different fields or column
headers that ISUOG has made available to you.
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See a List of All Leads Collected

10 Click "Lead Collection"
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11  Click "Leads Collected" and to edit the lead click "Options"
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12  Click "Edit"
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13  Edit the lead as necessary and select "save" or close the pop up.

Edit lead e

Go to LeadCapture Settings to manage required fields

Home phone

Address 1

State/Province
Country/Region

ZIP/Postal code
(

Edit Lead Qualification Questions
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14 Click "Lead Collection"
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15 Click "Lead Qualification Questions"
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16  Click "Edit questions"
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You can find the answers to these questions with your collected leads and in your leads export.
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2. When did you speak with this lead?
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17 Select your question type. Your options are "Choice Question", "Text Question",
"Date and Time Question" and "Rating Question".
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You can edit the pre-existing questions by hovering over them, clicking into the
question and editing the field on the right-hand side of the screen.

18 Questions can be made "required" by flipping the option toggle to "on".
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Nhat is the lead's reason for attending the congress?

Jotes
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19  Once you have completed editing your question(s) - click "Save"
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