JCK MARKETPLACE — REFERENCE GUIDE

I. Creating an Exhibitor Profile

The Exhibitor portal is the central management point of access to update and
manage your online profile within Marketplace. Below is a screenshot of the
Exhibitor Portal Dashboard.
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Once in the Exhibitor Dashboard, navigate to the “My Profile ” tab found at the
top right corner (in this diagram, labeled “A”). This link takes you to the edit
section of your profile. You are now able to update your online profile.

Below is what the screen will look like — once here, you are able to edit your
company name, email, address, etc.

*denates & required field
1: Your Email
Your email addiess is also your Username. If you change your email address we will send &

confirmatian to the new address. You will need e confirm the chanye and then login with your
new address from that point onwards

* Emall address sam.neill@yopmail.com

2: Your Details

* First Name Sam
* Last Name Wil
Company Kodak Cameras
City/Tawn

StatefP ravince/County

Country Netherlands Antilles v

3: Change Password v



Next, navigate to the “Exhibitor Profile ” tab next to “Home” in the top navigation
bar. Below, is what the backend of your Exhibitor Profile looks like. Here, you are
able to adjust your company name, company description, website, phone/fax,
etc.

You can also upload your company logo — which should be a 150 x 150 pixels
image. It must be a static image file in .jpg format.

Within the “Exhibitor Profile ” tab, you are also given the opportunity to select
specific product categories that you would like your company name to appear
under.
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Name* | Kodak Cameras

Description
o
addition to its Iogistics contral centre Al site
459 charagters remaining
Printed Deseription Koidakis the market leader in providing photographic P
P

Other options within the Exhibitor Profile include “Company Contacts .” — This
tab is located at the top under the “Exhibitor Profile ” button. Once in this
window, select the “Add a Contact” button.
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Company contacts are your staff or show exhibitors and are listed on your show website as points of contact for your company.
Referto our online help pages or
give the show tearm a call

7 of 10 contacts remaining Add a contact Help page link 1

Help page link 2
Role Mame e Help page link 3
Help page link 4

Existing Contacts

Primary Contact Meill, Sam EA, The PhotEx show team are
1 always ready to help.
Secondary Contart Bean, J & K =
EFEREEL) CUTEH ean, Jim Please call Jack, Jill or Amy
P, Biel, Jassica & X at +44 (0)20 82712134

Complete all fields as required. An exhibitor can only have 1 primary contact.
Once saved, the Contact will be added to the Exhibitor Contact page.

To change the primary contact |, first edit their contact details by making them a
secondary contact, under the Role column. Then select the new primary contact
and change their contact type to Primary.



To edit or delete a Company contact, select the icons (the pencil and the ‘x’)
beside the contact name.

The next option is “Company Documents ” — next to the “Company Contacts ”
tab. Once you select this, you are able to add PDF catalogs (the number
depends on what purchased entitlement an exhibitor may have).

This is similar to the Company Contacts window. Simply select the Add
Document button. Complete all fields as required.

To edit or delete a Company document, select the icons (the pencil and the X’)
beside the document name.

Depending on the Exhibitors entitlements, an exhibitor may place their
organizations social media link on their profile page.

NOTE: The Showroom & Featured Showroom levels have  this ability.
Select the “Social Media " tab — located next to the Company Documents tab.

Social media links will appear on the Profile page of the Exhibitor.
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Select the required social media icon to open the Add to profile page. Add the
required social media (Facebook, Twitter, LinkedIn, etc.) URL and Save.

To edit or delete a Social Media link, select the icons (the pencil and the ‘x’)
beside the social media name.

[I. Adding/Updating Products within your Profile

To access the Product option, select the Products Tab - located next to
Exhibitor Profile tab.

To add a product to the Exhibitor profile, click on the Add Product button to
open the Add Product screen.
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Upload your products to show in our online Exhibitor directary. For each product include a description and ifyour package allows, aive the show tearn a call

you can upload images and documents Help page link 1

} Help page link 2
A. 241 of 250 products remaining. For each prosuct you can upload 15 images and 25 documerts Add Product Help page link 3
Y i : . - - Help page lifk 4
| Pradusts B. Images C, Dicuments D, | stions .
! The PhotEx show team are
Kudak EagyShiare 0653 iew (7} ViEw (1) & X always readyto help.
Please call Jack, Jill or Amy
Kauak EasyShare 2981 Vigw (7} view (1) & K ORI AR
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Then the Add Product Window will appear (see below for screenshot).

Upload your products to show in our online Exhibitor directary. For each product include a description and your package allows,

wou can upload images and docurnents
88 of 100 products remaining

&= Englizh atalar s Crech M Cennen = Spanist Il French

. Slova B Vietnamess . Russian = Tha ] Korean Wl chinese (Simplfied

Enter content in English

Mame* | This is atest product

Description | Ormare vel facilisi mattis pede. Feugiat quisgue curabitur,
nostra diam tempor facilisis fringilla gravida scelerisque,
sem maollis ipsum dolor repellendus diam, fringilla nostra
dictum, phasellus diam cras cras. Mivitae, aliqguam mollis,

1639 characters remaining

Image @ pMoiile selected

SelectFile

Save & add another product

In this window, you can add product name, description and image.
When uploading images, please follow the dimension guidelines below:
Image Size (dimension): 600 x 600 pixels (w x h)

File Format: .gif/.jpg/.png (image)
Max File Size: 4MB

You are also given the option of adding product categories to the specific product
you are uploading.

Use the Expand All link to view all categories. Select the relevant category for the
product. If the product category is part of a tree; select the lowest category
available. The parent categories above will change color to reflect that the child
category has been selected.

(%] [] Cameras

(=] @] Computers
(=] W] Hardware
[[] Displays
[] Printers
ablets

[+ ] Consurnables

[+ M Lenses



When complete, select the “Save & add another product " button located at the
bottom of the Add Product window.

[ll. Retrieving Leads & Acquiring Reports/Stats

The Leads page is where you can receive details of registered website users
that have expressed an interest in your company or products via sending an
online inquiry or short-listing the product or exhibitor. To get to the Leads page,
simply select the “Leads” tab — which is located to the right of the “Products ”
tab.
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The following website users have exgressed an nterest in your company or products. You can emall each indiidual or exporta st 91v@ the showteam a call

of their detalls to contactthem in bulk Help page link 1

Help page link 2
Help page link 3
Help page link 4

A. B. & D. m E: The PhotEx show team are

right, Nick Message. | Kadak Cameras March 14, 2011 Solast | | AWBTEAIO Neke o
Smith,Fred | English Shorlist | Kadak EasyShare 7851 Januany 15, 2011 Conlact | at+44 (0)20 82712134
Ermith, Fred English Bhaortlist Kodak EasyShare 21012 1S January 16, 2011 Contact

Smith, Fred | English Shorlist | Kodak Cameras January 16,2011 Contact

White, Snow | English Message | KodakCameras Mevernber 18,2018 | Contact

Disney, Wall | English Messans | Kodak Max A8 Movernber 18,2010 | Gontact

Disney, Walt | English hessage | Kodak 7x3Walerproof Gamera | Movember18, 2010 | Contact

* Column A : Name of person who has expressed interest

* Column B : Preferred language of visitor

* Column C : Type of contact — example: Email message or Shortlist

* Column D : The source/page the visitor was accessing when they added
or contacted the Exhibitor.

e Column E : Date of expressed interest

e Column F : This column allows you to contact the visitor — simply by
clicking on the “Contact” hyperlink

NOTE: The blue button to the right (directly above the lead table) allows you to
export the list of contacts to a spreadsheet.

The “Inbox ” tab — which is located to the right of the “Leads ” tab, can be used to
retrieve emails generated from visitors who have expressed interest in your
company/products.

Once you select the Inbox tab, an inbox data table appears — which appears to
look very similar to an email inbox folder (like Outlook). To open a message click
on the message Subject line (Column C).
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From A. Subjest C. souce [, |pate [, Sl sk
walt disney@yopmall com Re: Kodak 7¢3 Wateraraof Camera Kodak 243 November 18, Help page link 2
2010 Help page link 3
Help page link 4
walt disney@yopmail com Re: Kodak Max AA Batteries KodakMaxAd | November 18,
2010 The PhotEx show team are
: ; always ready 1o help.
snowwhite@yopmail.com Do you supply Bulk discount November 18, | plaase call Jack, Jil or Amy
20 at +44(0)20 82712134
mary. poppins@yopmail com Easy Share 0653 Novernber 18,
2010
speers] Kodak Easyshare January 13,
Giacqui speers@reedexnn.co.uk) 2011

The Reports and Stats tab is where you can view on screen statistics. These
stats include performance of profile and products. To get to the Reports/Stats

page, simply select the “Reports & Stats ” tab — which is located to the right of
the “Tasks” tab.
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Use the date range taol to view statistics on the perfarmance of your stand profile and products. dive the show tearm & call

Help page link 1
Date Range A From | March 01, 2011 To || Clear [ Submit Help page link 2

Help.page link 3
o March 2011 L] Help page link 4

The PhotEx show team are
always ready to help.
Al 2 Al s Please call Jack, Jill or Amy

at +. 20 82712
Profile page - views S 7 BRTIRIRE at +44 (0)20 82712134

General Statistics B
s Su Mo Tu We Th Fr Sa
Statistic (Number of..)

Product pages - views 13 14 18 18 17 18 18

Enguiries received a0l Zilizel 23 24 &l 2
Wehsite referrals 27 28 13 30 ¥
Shortisted produts 53

Shorllisted profiles EL]

Custorner leads 80

Most Viewed Products C_

N Produst count D,
1 Kodak EasyShare 653 | 201

7 Kodak EasyShare Z081 "1

s Kodak EasyShare 2101218 15

4 Kodak Max A4 86

5 Kodak Easyshare 1380 86

5 Kodak 268 5D Memory Card 83

7 Kodak 23 Waterproof Gamera 81

8 Kodak Zi8 Pocket Video Catmera 59

9 Kadak EasyShare /803 54

* Column A : Allows you to specify a month/day time period you want to
view a report on
* Column B : Contains general stats surrounding your profile
e Column C : Your most viewed products
= NOTE: you can also view your “Most Shortlisted” products —

that is, those visitors who have added your products to their
Short List.

e Column D : Total number of page views that each product received



