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‘Expo’ by Codegate uses the latest systems and technologies to make your event run smoother
and to provide that innovative and professional experience.

We make event registration, tracking your delegates, seating your diners and informing your
exhibitors fast and simple for any size of event.

Your event information is updated in real time to the cloud, so you have access to all of it via
a simple portal anywhere with internet access.

This document describes how the Exhibitor Lead Capture Application & Web portal works.

ABOUT CODEGATE EXPO LEAD CAPTURE

Fast, Accurate Data Capture.
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Organisers have an opportunity to switch
on this service for exhibitors at the point
of a stand being booked.

As exhibitors register their on-site staff,
organisers will link them to the company
giving them access to use the application.

An auto-email is sent to the lead exhibitor
with a URL link to access the web portal,
a password can be included, or exhibitors
can set up their own via their web-link.

Log into the Exhibitor web portal
using the link that you have been
provided in the auto email sent to
you by the event organiser.
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Welcome to Demo Expo

The Profile screen shows the
details of the Exhibitor Company ===

and the person that booked the prymm & Profile
stand space. & Lead Capture

EXpO Demo Expo

Some organisers will have this data
locked down so that it cant be
amended without contacting them,
others will let you edit your details
on this screen. If you are enabled
to edit the data, save your changes
by clicking on ‘Save Changes'.




By clicking on the 'Staff’ option in
Expo: Peme Bee the main menu, you can see a list
B pore o of staff who have registered and
ey have access to use the mobile
application.
Click on the ‘Add Member’ button
to add a staff member, the ‘Pencil’
button to edit their details and the
‘Red Cross’ to delete a member.

Some organisers will lock down
the adding & editing functionality.

An ‘Interest’ could be a product,
service or information request
that you would like to categorise
your leads by. For example, if a
delegate is interested in a new
product you are selling, you
would set this up as an interest.

Add Product

This means that you would be
able to report your leads by that
product.

To add a new interest to the list,
CIle On the ‘Add IntereSt’ and EXpO Demo Expo

then type in your interest name ="
and C"Ck \Savel & Lead Capture (Codegate Ltd)

& Staff

& Lead Capture < send Detailsto Staff | [ ExporttoCSV | ©f Settings |+ Add Inte

@ View Android Instructions & View io:

The new interest is then added to
the list in the ‘Lead Capture’
screen.

You can edit or delete the
interest at any time by clicking on
the ‘Pencil’ icon or the 'Red
Cross'.

A\

MOBILISING BUSINESS




,‘ S

'e\'fen' iS our/top‘ pn@rlty

y

r

\oeu

a

# \ ‘ - rd [} 5/

Expo ‘Lead Capture’ allows you to set up emails to go to your marketing team and to the
delegate automatically when an exhibitor scans their badge. From the ‘Lead Capture’ screen
in the web portal, click on the ‘Settings’ button.

\0\\
EXpO Demo Expo

® Log Out

B Profile

S & Lead Capture (Codegate Ltd)
‘& Sta

«& Send Details to Staff Export to CSV 4 Settings + Add Interest & Refresh Data
& Lead Capture i % Setiing =

© Sstatus: Full Version & Exhibition Code: 7FE110033 # View Android Instructions & View iOS Instructions

Lead Capture Settings
You can switch on the different
f:vj;jrlarv\ti r[An ndeeCompany], [ProductsName], [InterestedAt], [TakenByName], [TakenByEmail], [ConventionName] to add data ema | I S | n de pe n d ently ’ SO yo u
- _ can send just to delegates or just
ﬁ‘ f:::. :: automatic email notificatlon for every lead u‘ Send a confirmation email to delegate t 0 y our M a rk etl n g t eam.

[] Send email as person who captured lead

Useful tips

Send To:
[ jenny.fordbridge@codegate.co.uk. Confirmation Email Subject *

S o Thanks for visting Codegate at Dermo Expo Click on the slider switch of the
ot st oy email type that you would like to
: turn on.

Than visiting us at [Convention Name] and showing
interest in [Prod el

One of our Sale: m will be in touch shortlv to discuss vour

‘ The email settings on the left are
for internal emails to your
iR marketing team and the email
settings on the right are for
(=« ] o |l external emails to delegates.

At the top of the screen, in the ‘Useful Tips’ box, there are a number of fields that you can
use within the body of your email, these will automatically change to actual captured data.

For Example, if you added the text “Dear [AttendeeName]” into your email, the
‘[AttendeeName]’ text would be replaced in the actual email with the delegates own name
making it a much more personal email response.

The email will automatically include the official exhibition logo.

When you have added all the email information, click on the ‘Save’ button at the bottom of
the form to make the email settings live.
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The ‘Lead Capture’ page will be
able to access data in real time.
Clicking on the ‘Refresh’ button
will always update the data to
show the latest results.

The ‘Interests’ tab will show the
total number of interests
uploaded and the time and date of
the most recent one. Clicking on
the "Interested Attendees’ tab will
display the delegates scanned.

Scrolling down the page, a Stats
graph shows the number of leads
captured per day and per interest.

Hovering your mouse over the

graph will show the exact
numbers.
If you scroll down the page

further, you will see a breakdown
of:
e Leads per Product/Interest
e Leads captured by staff
e Interests captured by staff

To download all your responses,
click on the ‘Export to CSV’ where
a full data set will be presented.
This can be downloaded any time.

Expor

EXpO Demo Expo

B Profile
& Staff
& Lead Capture

& Lead Capture (Codegate Ltd)

< Send Details toStaf | [ ExporttoCSV | o8 Settings |+ Add In

© status: Full Version # View Android Instructions.

Total Interests Last Interest

Wed 2 May 2018

Wed 2 May 2018
LabeltraceONE Tho 17 May 2018
Lime Asset Management Sout
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RFID Thu 17 May 2018

Wed 2 May 2018

Thu 17 May 2018
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EXpO Demo Expo

B Profile |l Stats
& Staff

& Lead Capture

Captures Per Day
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EXpO Demo Expo

B Profile

& Lead Capture
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EXpO Demo Expo

B Profile

st & Lead Capture (Codegate Ltd)
al

< SendDetailstoStaff [ ExporttoCSV  Of Settings  + Add Interest | & Refresh Data

& Lead Capture
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Q. codegate expo @ Cancel

Expo Sales Lead C...
EXpO Business

Codegate Expo
EXE)E) Business

e} B Nf .4 25% 0 20:37

Lead Capture
Set Exhibition

Please validate your exhibition code

Exhibition code

Expo ‘Lead Capture’ is available to download for Android devices
from the Playstore and for Apple devices from the App Store.
For large numbers of corporate devices, Codegate can provide
an ‘.apk’ file to install locally on to devices.

In your app store, type ‘Codegate Expo’ into your search bar,
and you will be presented with several of our Expo apps to
choose from, all apps are colour coded.

The ‘Lead capture’ app is the one. Download this onto
your device, it can be loaded onto smart phones or tablets. Your
app store will not charge you to download this app.

The first time that you start the mobile ‘Lead Capture’ app, you
will be asked to enter and validate your exhibition code.

This code is unique to your exhibition stand and allows the device
to upload your leads to the correct place.

Your exhibition code may have been emailed to you by the event
organiser, but it can be found on the lead capture page of the
exhibitor’'s web portal.

EXpO Demo Expo

B Profile
& Staff

& Lead Capture (Codegate Ltd)

& Lead Capture < SendDetails to Staff [ Exportto CSV | € Settings |+ Add Interest | & Refresh Data

© status: Full Version @ Exhibition Code: 7FE110033 # View Android Instructions & View i0S Instructions
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Lead Capture °
-
Demo Expo

tap to set user

L b BN R .4 24% 0 20:43

Demo Expo °
Jenny Fordbridge -

Jenny Fordbridge, you have taken 0 leads

To Allocate a user to the device, tap
on the screen and the camera will be
activated.

Use the red line on the screen and
line it up with the barcode on your
Exhibitors badge. (Lead Capture will
recognise most 1D and 2D bar
codes.)

Once the barcode has been
successfully scanned, the app will
proceed to the home screen. On the
Android version of the app you can
make the device beep or vibrate
when scanning by tapping on the
settings icon in the top right corner.

There is a slight difference between
the Android and Apple versions of
the application due to the way that
their operating systems work.

Changing the user on the android
version of the app can be done by
tapping on the ‘person’ icon in the
top right of the screen which will
power up the camera again. On the
Apple device the ‘Change User’
option is in the bottom right corner.

To change an exhibition code on the
Android device, tap on the ‘three dot’
icon in the top right of the screen, on
the Apple there is an option in the
bottom left of the screen.

@ BN R 4 24%020:42

Lead Capture *
Scan Your Badge

[Tk
Jenny Fordbridge

EXHIBITOR

Lead Capture

Exhibition: Demo Expo

Peter Fenton, you have taken 4 leads

Scan
Attendee

Set Exhibition Change User

g
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SCANNING A DELEGATE

BN .4 24% 0 20:43

Jenny Fordbridge, you have taken 0 leads

3 &f .4 23% 0 20:46
Demo Expo

[ Bespoke Solutions
O Expo Event Solutions
O General Enquiry

[ LabeltraceONE

| Lime Asset Management Solution

™ RFID

Additional notes...

To scan a delegate’s badge, tap the
‘Scan Attendee’ button, this will
power up the camera to scan the
barcode.

Use the red line on the screen and
line it up with the barcode on the
delegates badge.

When the scan has been successful,
the app will take you to the ‘Interest’
screen.

Select the interests that apply to that
delegate, you can select multiple
interests if they apply.

If you want to add additional
information, tap in the ‘Additional
Notes’ area and type.

Tap on the ‘Complete’ button, when
the enquiry is complete or ‘Abandon’
to delete the information captured so
far.

The screen will revert to the ‘Home'
screen, ready to capture the next
lead.

[~ ] B N R 4 24% 0 20:45

Codeg}ate

Demo Expo

m‘m
John Smith

DELEGATE
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T EapeaceoNe
& Lime Asset Management Solution

& RrRFID

Interested in tracking tools around the
workshop|
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Data from the lead capture app will upload to the web portal every couple of minutes when

the device has access to an internet connection.

If there is no Wi-fi or mobile network

available, the app will hold the data on the device and upload it when the device reconnects
to the network and the app is turned on.
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www.codegate.co.uk/privacy

GDPR@codegate.co.uk
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PIease Iook at our website to ﬁnd out more: -about Expo and tosee -
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