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IF YOU WERE AN EXHIBITOR in 2016, you may see both events on Presdo, PLEASE be sure and choose the 2017 

ACG Florida Capital Connection. 
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LOGGING IN & PROFILE SETUP  

Exhibitors of the Florida ACG Capital Connection will receive an email 
from “ACG Florida” (notification@presdomail.com) -- to the email 
address you used when you registered -- with a link to the homepage 
of the Interactive Attendee Directory & Networking Tool (below), and 
instructions on how to log in and use the tool.  

 

 

PLEASE note, as a benefit of exhibiting and reserving a table, only 
PEG and IB exhibitors will be allowed to request meetings with you 
via this software.    If you would like to make meetings with non-
exhibitors (general attendees), you will need to reach out to them 
directly. 

 

 

 

 

 

 

You will be asked to create a password 

 

 
 
 
 
 
 
 

 
 

IMPORTING YOUR PROFILE  
Next, you will be asked to set up your profile. You 
can either import your profile from LinkedIn, or set 
it up from scratch: 

 To update your profile after logging in, select the 
“Your Profile” link in the top right corner:  
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EDITING YOUR PROFILE  
 

To update your profile after logging in, select the 
“Your Profile” link in the top right corner:  

 

 

Then, click on the “Edit Your Profile” button.  

 

 

 

 

 

 

 

 

You can include as much or as little information as you like 
in your profile, however the more information you place 
under “Interests,” the easier it will be for other participants 
to find you based on mutual interests:  
 

 

 

 

 

 

 

 

When you have finished updating your profile, click 
“Save” at the bottom of the page. 
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AGENDA  

The “Agenda” section of the tool, accessible from the 
homepage, is where you ca n select ACG Florida events 
you plan on attending, i.e., Golf, Late Night After Party, 
Capital Connection Welcome Reception, etc., so others 
will know you plan to be there and also  you will not be 
available for meetings during that time.   

Make sure you take a look at our speakers on Thursday, 
and check those as well if you would like the software to 
mark you as unavailable. 

 

The scheduling software provides 20 minute time-slots as 
follows: 

 
3:00 to 5:00 pm on Wednesday, the 8th 
7:30 am to 12:10 pm on Thursday, the 9th 

2:20 pm to 3:40 pm on Thursday, the 9th 

 

The times that you mark as NOT available to meet, no one from 
the software will be able to request meetings during those time 
blocks.  

Also, if you know you are leaving early on Thursday or have a 
conference call you must take – CHECK THE BOX next to the 
time “Exhibitor unavailable for meetings” 

 
When you have finished, click “Save” at the bottom of the 
page. 
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ATTENDEES  

The “Attendees” section of the tool is the people who are exhibiting where you can browse “BY NAME” who is 
registered as an exhibitor and who is available for meeting requests.  

In the left sidebar, there are options for sorting and viewing the attendees.   

You can also perform a simple Search by keyword, or Advanced search that includes companies, locations, titles, 
interests, etc.  

 

 

 

 

“Who You Know” in the left sidebar shows you 
your connections from LinkedIn who are also 
attending the event (if you have imported your 
profile from LinkedIn).  

 
 

“Recommended” shows you attendees you might want to meet with based on similar interests. 

 

EXHIBITORS  (BETTER TO USE THAN 
ATTENDEES) 
The “Exhibitors” section of the tool, accessible from the 
homepage, contains a list of the attendees’ companies, 
and who from that company is registered for the event. 

 

 

 

 

 

 

To see which people from the company are 
registered for the event, simply click on the 
company’s name or logo. 
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HOW TO SEND A MESSAGE OR REQUEST A 
MEETING  

 When you are ready to begin requesting meetings with 
other attendees, return to the Exhibitor Directory by 
selecting “Exhibitors – See All” from the homepage.  

 

 

 

 

 

 

Select the individual you would like to meet with from the 
Directory by clicking on their name.  

Then, once you are viewing their profile, choose “Contact 
[Name].”  
 

 

 

Next, you will be asked if you would like to either “Send a 
Message” or “Request a Meeting.” 
 

 

 

 

If you click “Send a Message,” a box will pop up 
for you to type in your message and then click  
“Send.”  

Note: this will send a message WITHOUT a 
meeting request.  

 

To request a meeting, select “Request a Meeting,” 
and a box will pop up asking you to select a 
meeting duration, and to include a message. 
When you are finished, click “Send.”  

 

 

The meeting request will be sent to your invitee 
through the tool and also to the email address 
they registered for the event with.  

 

1 

2 

3 
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Once your invitee receives the request, they will 
choose a mutually available time of day and the 
location for you to meet (either your table or 
theirs.)i You will be notified of this confirmation 
through the tool and to your email address with 
which you registered for the event.  
 

 

 

Please note that your invitee may also decline the request to meet. 

 

 

 

To see the status of your pending meeting 
requests, you can click on your invitee’s profile 
and see it there...  

 

 

 

 

 

 

 

Or you can see it in the “Messages” section 
on the homepage...  
 

 

 

Or in your Inbox, which can be accessed via the Envelope link in the top right corner of the tool. 
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RECEIVING & CONFIRMING MEETING 
REQUESTS  

When someone has requested a meeting with 
you, you will receive a notification within the 
Messages section of the tool, and it will also be 
sent to the email address with which you 
registered for the event.  

When you receive a request for a meeting, you 
will be able to confirm the meeting by selecting 
the time of day (only timeslots where you both 
are available will appear) and the location.  

Once you’ve made those selections, you can 
confirm the meeting (with the option of sending 
a message along with the confirmation).  
 

You also have the option of declining the 
request to meet all together. 

 

VIEWING & PRINTING YOUR AGENDA  

Once you’ve confirmed your meetings, you can view 
and print your agenda by selecting “See All Your 
Activities” or “Print” from the “Your Activities” section 
of the homepage.  

 

 

 

 

 

 

 

 

 

 

 

 

 

Clicking “See All Your Activities” brings you to this 
page, where you can select your meetings to view 
them, send messages to the participants, or cancel.  
You can also select “Print” to have a hard copy of your 
meetings with you when you arrive onsite at the 
event. 
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CANCELLING A MEETING  

Should you need to cancel a meeting, you can do so by selecting 
the meeting you wish to cancel from the “Your Activities” section 
on the homepage...  

 

 

 

 

 

 

 

 

 

 

And then click the “Cancel meeting” link.  

 

 

 

 

 

 

You’ll be asked to compose a brief message 
to send along with the cancellation.  
When you are finished, select the “Cancel 
Meeting” button. 

 

 

 

 

 

 

 


