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FAQ

m How to register for exhibitions?

w Can exhibitors complete the registration of system first and the registration of the exhibition later?

w |s there a reminder when the exhibitor is rejected?

- What if the registration review is_rejected?

e How to check registration status?

e How to modify the enterprise information after submission?

e How to modify the account information after submission?

w- How to arrange online booth ?

w How to modify displayed content on the online booth?

e How to set up pemission for enterprise staff ?

e How to add staff who needs to apply for pass in batch?

w How to change staff belonging?

w How to check invitation from exhibition group?

m How to check order information?




1. Exhibitor Registration

(Note: Once you start to register for the system, you need to complete
registration for the exhibition at the same time.If you drop out of the
registration, it will be regarded as unfinished registration. And you are
not qualified to attend exhibition. )
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1. Open the exhibition group promotion link(This page is a sample, the content of the promotion page is customized by the

exhibition group). Click the "Sign Up "
The first time you log in to the exhibitor backstage, you need to complete the organization/company information.
Note: Before the exhibitor registration review is approved, if a registered /ndividual Company wants to join an exhibition group, it

can start with registration and register through the promotion link provided by the exhibition group.
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2. Click “register” if it is the first time for you to sign up. You can log in directly if you already have an account.

< Enterprise Login

Enterprise Email

Verify code Obtain
verification

code

Have no account and go Register

Chinese / English
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3. According to the country to which the enterprise belongs, choose the channel and enter.

< Please choose a channel

China ASEAN Countries

Non-ASEAN

Countries




Registration Through Exhibition Group Promotion Link AL

4. Fill in the enterprise information, confirm and then click "Mext"to submit.

< Fill In Company Information

Company Exhibitor Exhibit/Project confirm
Information Information Information
» Country/Area Select

* Enterprise Name(CN)

~» Enterprise Name(EN)

» Contact Name

» Contact Position

» Contact Mobile Phone

» Contact Email

*» Enterprise Account

» Industry Select
~» Enterprise Type Select
Enterprise Nature Select

Registered Capital(10,000
yuan)

» Enterprise Phone
» Fax
Enterprise Website
Enterprise Size Select
Business license code
Post Code

~ Address

Read And Agreed {Notices for Exhibitors)
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5. Please wait for the results after submitting. If the sign-up review is rejected, you can modify on the original content based on
the reason and resubmit. The pictures below show the three status of review result.

Note: After the regitration review is approved, enter https://digital.caexpo.org/admin/user/login on the PC to access the system
backstage for arranging for exhibition.

Confirm The Exhibition Information

Review Status: Checking

Confirm The Exhibition Information

Review Status: Approved

Confirm The Exhibition Information

Review Status: Rejected, modify it and re-
submit it for review.

Reason:

9
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1.Google Chrome 80 or above are recommended.
2.Backstage link: https://digital.caexpo.org/admin/user/login.
3.0pen the login page and click “register” .

Management Platform

Password Login Verification Code Login

Ay
N

CAEXPO

Chinese / English
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Individual Company Registration

Registration Process :
Enter an email address (Enterprise mailbox is recommended here) — Obtain and enter the verification code — Set your password —

Tick the Read and Agreed {User Service Agreement) {On-line CAEXPO Privacy Policy) — Click “register”

< Back to login Account register

Read and Agreed {User Service Agreement) {On-

CAEXPO el e S dien
line CAEXPO Privacy Policy)

Chinese / English
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1. Exhibitors choose the enrollment channels according to the actual situation. After selecting a channel, exhibitors will enter a

page to fill in information.
2. If selecting a wrong channel, exhibitors need to return to the login page, log in again and then make the selection.

S

ASEAN Countries

Non-ASEAN Countries

China
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You need to complete the organization/company information when you log in to the exhibitor backstage for the first time.
Note: 1.Information marked with * is required. If you do not enter, you will not able to submit your registrrstion information.

2.Before the exhibitor registration review is approved, if a registered /ndividual Company wants to join the exhibition group,
it needs to login the system through the promotion link provided by the exhibition group and start its registration again.

3.For the registration process, please refer to  “Exhibitor register through the exhibition group promotion link” _at P5.

* Channel selection:

* Country/Area:

* Enterprise Name(CN):

Enterprise Name(EN):

* Contact Name:

Contact's name:

* Contact's mobile phone:

* Contact Email:

* Enterprise Account:

* Address:

Address in EN:

* Industry:

Enterprise Type:

Enterprise Nature:

* USCC:




2. Registration of Exhibi tion

(Note: This step is a mandatory step to qualify for the
exhibition. Please do not quit during the operation.)
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After completing the registration of system, you can enter the system, select the exhibition you want to attend on the exhibition
list, and click "Registration "

il Exhibition Management
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1. Comfirm the Exhibitor information
2. Note: @Make sure information with * is correct. @Tick " | have read and agree to {Notices for Exhibitors) " before clicking Next.

o Confirm Enterprise Infioi E tor Information Exh Project - T Informatio
#Zhannsl nams #* Coumtry/Arza:
# Emterprize Mamie(CM] # Enterprise Account:
# Contact Mame # Contact's mobile phone:
# Contact Email Addrass:
E Industny # Enterprise Overview:
A

have read and agreed to {Motices for Exhibitors}
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1. Complete the Exhibitor Information

2. Note: @ Make sure of ticking "Exhibitor" in the Identity Type, because the backstage of exhibitor and exhibition group are
different; @options marked with * should be filled in completely ,or you are not able to submit your information; @The size of
the exhibitor's logo should not exceed 1M, the recommended size is 400*400, in jpg, png format.

@ Confirm Enterprise Infor o Exhibitor Information

* Identity Type (): (@) Exhibitor Exhibition Group
* Participation method (): (8 Online and Physical Exhibitor
* Theme:

* Booth:
* Zone:

* Booth Type:

Add Zone

Upload Files C:

Estimated value{(CNY): 0.00 RMB

Remarks:
y
* Exhibitor Name: | =Ew{ERAT
* Exhibitor's Name Abbreviation: Z=EW{(ESRAS]

* Exhibitor Logo: 17
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Add exhibits from the exhibit warehouse or create new exhibits (or projects) according to the situation of you company.

Note: If you register for the system for the first time ,your exhibit warehouse is empty and you should click Create Exhibit or

Project at this step ;if you have registered in previous years, you can choose to add form exhibit warehouse or create exhibits or
projects.

You must enter all your exhibits. It is related to the customs.

@ Confirm Enterprise Infon @ Exhibitor Information — o Exhibit/Project Confirm Information

—=_ Create Exhibit X
Exhibit Project
| Add from Exhibit Warehouse Create Exhibit | <= I 0 * Exhibit Name (CN) :
Add from Exhibit Warehouse X * Exhibit Name (EN) :
Exhibit Name Exhibit Category Price (CNY) Time * Exhibit Cat
xhibit Category:
Price (CNY):
@ 0 projects have been selected, and 0 projects in total X
* Cover:
Exhibit Name Exhibit Category Price (CNY) +Uplo
E led PG »
fo jer mmene pi
SIzZ:
Cancel “
Back Next
Cancel ﬂ
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After the information is confirmed to be correct, you can click submit and wait for the Sponsor/Exhibition Group to review.

N i . TN _ ) Py
(') Confirm Enterprise Infor ) Exhibitor Information - (v ) Exhibit/Project ———— o Confirm Information
p p _— L -
Basic Information
Exhibitor Channel: China Country/Area: China-Guangxi-NanNing
Enterprise Name(CN) Enterprise Name(EN):
Contact Name Contact's name:
Contact's mobile pho. Contact Email ~.om
Enterprise Account Address
Address in EN: - Industry: informational transmission, software and IT services
Enterprise Type Enterprise Nature:
USCC: 000000000 Registered Capital(10....-
Contact Position: - Enterprise Phone: -
Fax: - Enterprise Website: -
Enterprise Size: Post Code: -

Enterprise Code: -

19
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1. Please wait for the results after submitting. If the registration review is rejected, you can modify based on the reason and
resubmit. The pictures below show the three status of review result.

2. If the registration review is approved, the review status should be shown as Picture 3, and exhibitors can click " Enter" to set
up the exhibition.

Note: @Exhibitors can not enter the exibition in stages of “Under approval” and " Rejected” .Only the
registration review is approved can exhibitor enter the exibition and operate; @No matter the registration review is
approved or not, exhibitors will receive the corresponding SMS/email reminder.

= I

View details

China-ASEAN Expo The China-ASEAN Expo

View Reascn of Failure

The China-ASEAN Expo The

View Review Progress

Enter

20



. . of og0 =\ -
Registration For Exhibition N DEweres

CAEXPOC m 8 B B £ B &

If the enterprise registration information is not passed, you need to re-edit the registration information and submit again according
to the prompt of the reason for not passing.

Note: Before the exhibition registration review is approved, if a registered /ndividual Company wants to join the exhibition group, it
needs to login the system through the recruitment link provided by the exhibition group and start its registration again.

For the registration process, please refer to _“ Registration through the exhibition group promotion link” at P5.

Zone: datangkaifazhanquisd
i nd resubmit.

Booth Type: biaotant

Booth Quantity : 1

Exhibitor Ck C rea: Afgh
Estimated value(CNY): 123.00 RMB

1 N N Enterp A

Exhibitor Name: Exhibitor's Na
tact m Contact's mobile pho..1
Exhibitor Logo:
Contact Email: ndustry: culture, sport and entertainment industries ’@
Address: -

Exhibitor Description: 111111

Remarks:

Exhibitor Information

Exhibitor status: Exhibitor Participation methed: Online and Physical Exhibitor Enclesure:
Theme: electronic/phone

Exhibit / Project Info

Project Name: 1111 Project Type: bond investment Industry: transportation, warehousing and post

Estimated valus(CNY): 123.00 BME 5
Es d value(CN 23.00 RMB Edit Again
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To check the registration status, you can click the "Message" button on the left side of your account to check.

System Notification




3. Receive Payment Notice
And Online Payment
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Finishing review, the sponsor will send payment notification letter in form of short message/e-mail to exhibitor. The sponsor will
allocate booth and send exhibition confirmation letter to exhibitors.

Imel: SEIEHHR

EEHIAF:

BEREIARY [ e D BHOTRASE, slmdiEx [https://2iti.cn/THts ] #4THLS.
ERZSME, BPEE, B EEENMEEREE!

2021/07/15,

Title: Payment Notification

Dear user,

You need to pay for the booth to participate in the [ ===.] .You can click the link [https://2ili.cn/THts ] to preview.

You do not need to reply to this automated email. We apologize for any inconvenience caused.

2021/07/15,

24
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After receiving payment notification letter, exhibitors can check the payment order on page of “Order Center” , and pay for
booth and deposit online.
Note: After clicking "Pay", the page will jump to the payment page, and exhibitors can choose a suitable payment method for
online payment.

= The exhibition will start in 18 days 00 hour 3 Inquiry OINagotiation o . ]
The [l China-ASEAN E...
Online Booth Management Order Center
Business Opportunity Man_ Boath Order
Visitor Management
Content Management
Cepo g
Group Participation Mana_
Paszs Management
Commodity Commuodity ] Exhibitor/Grou . . ) )
Order Center Order Number . . _5' Amaunt of Total Amount : Contact Details Creation Time Order Status Action
Marme specifications Payment on._.. Nama

Exhibition Settings
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After the payment is completed, the sponsor will assign the booth and issue the booth confirmation letter.

Note: The confirmation will be sent by email/SMS. In addition, exhibitors can also check the issue of the confirmation in the system
message section,

= he exhibition will start in 18 days 00 hour

3 Inquiry [Dhegotiation @ . @
The [l hina-ASEAN E...

System Motification

Online Booth Management System Notification

Business Opportunity Man_

Visitor Management

Content Management

The Booth confirmation has been issued 2021-07-13 23:30:04
Group Participation Mana_ Your booth confirmation has been sent to the exhibitor's corporate email/contact phone or email aftzr confirmation by the organizer. Plzase be aware
Pazs Managemeant

Order Center

Exhibition Settings




4, Exhibition Booth Arrangeme
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After the registration review is approved, exhibitors can click “Enter” and get into the exhibition. Exhibitors can arrange online
booth and take other operations.

[ Mobile Exhibition  (DNegotiation 0 . &

i Exhibition Management Home / Exhibition Management
T ErTes i Exhibition Management
& Project Library

Audience Library

1 Settings

View details
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On page of ” Exhibition Booth Arrangement” , exhibitors can renovate the booth.
— The exhibition will start in 39 days 08 hour obile Exhibitiol ) Ingu ONegotiatio Ial @
i china-aseanE ..
Home / B n management / The 18th China-ASEAM Expo / Exhibition Booth Management
N — Exhibition Booth Management (=t coened) m
Opportunity .. @ Please ensure that you have completed the decoration of the exhibition hall and the content (ex ive broadcast, conference) on the listy

your exhibition booth will be empty.

Chinese Company Mame

English Company Mame

English Company Description
Chinese Company Description
Exhibition Settings

Exhibition Hall Decoration

Your showcase iz W@pty, please procesd to Renovate your showcase

Rencvate
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Exhibitors can edit content to be displayed on the online booth in this page. The form can be "picture” or "video".The size of the
picture should not exceed 1M, the recommended size is 800*800, in JPG or PNG format; the size of the video should not exceed
100M and the length should not exceed 3 minutes. The recommended size is 16:9 ,in MP4 format. After uploading, click "Submit".

The Jlichina-ASEAN E__
Online Booth Management Edit Showcase

Business Opportunity —

Audience Management

danagement




Modify Booth Content N DEzres
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If you need to modify the contents of the exhibition after finishing the arrangement of the exhibition, you can click "Edit" to modify
and submit it again.

T
o

The- Chima-ASEAN E__

b th Management
[ S —— Exhibition Booth Management (o) m
Business Opportunity _ @ Plzaze znzure that you e completed the decoration of the exhibition hall and the content (exhibits, five brosdcast conference) on the fistor your exhibition booth will be empt
Audience Management
Showcase Basic info
Content Management
Exhibitor Loge Chinese Company me
Exhibition Group Manage_ il
Certificate Management glizh Company me
Order Center Englizh Company Description
Chineze Company Description

Exhibition Settings

Exhibition Hall Decoration

Templates: 20

2D Zooth: Image

Showcaze Image:
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After confirming the contents of the booth, the exhibitor can click "Open" button then the booth goes online .

D) nquin Oiegotiation o . i)

=1
=

— he exhibition will start in 59 days 07

The [l hina-ASEAN E..

Home [ Exhibition management / The 13th Chinz-A3EAN Expo / Exhibition Bocth Management
Online Booth Management Exhibition Booth Management (Joe)

Business Opportunity — @ Plzase ensure that you have completad the decoration of the exhibition hall and the content (exhibits, five broadcast confersnce) on the fistor your exhibition booth will be empry

Audience Management
Showease Basic info

Content Management o .
Exhibitor Logo Chinese Company MNams

Exhibition Group Manage.. 411

Certificate Management English Company Namea

Order Center English Company Description

Chineze Company Description

Exhibition 5ettings

Exhibition Hall Decoration
Templatas: 2D
20 Booth: Image

Showcase Image:



Exhibits (Projects) Post /Remove N DErre:
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Exhibitors can post/remove,delete,label or group together the approved exhibits and projects on page of “Content Management” .

Note: Move cursor to the last icon “.." and the “group” button will appare.

— The exhibition will start in 58 days 15 hour 0 Mobile Exhibition {2 Inquiry (DMegotiation (m . &
The [l china-AsEaNE...
Home [ Exhibition management ¢ Exhibition / The 18th China-ASEAN E Content Management / Exhibits
Online Booth Management Exhibits
Business Opportunity ...
Q, Reset Advanced search

Audience Management

Content Management o

Exhibits DisplayD Hidez
m Display front-end Sequence Export Exhibits The remaining number of exhibits that can be put on the shelf. 20

P '.:::_i ect

Exhibition Group Manage...

Exhibit Mame Category Price (yuan) Update Time Review Status Di Operation
Certificate Management
Investment.. = 2021-07-12 ® spproved N | Post | Delete = Labeling v
Order Center
Investment.. - 2021-07-12 ® Approved M. Post | Delete | Labenng | -

Exhibition Settings

Total 2 items 10/ page




5, Pass Management
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1. Procedure: Pass Management —Pass Staff —Insert —You need to fill in your mobile phone number when applying certificate for the
first time.

2. Note: You can click “Contact Details” to modify.




m =z Lk 2 R

m e BB £ B K T

Add Staff Information(Manually Adding) X DE e
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1.Two ways:manually adding and applying in batch.

2.Manually add staff information who needs to apply for pass :Click Pass Staff—Insert — enter the staff’ s information —click
“Submit”

Note: 1. The information of staff who needs to apply for pass needs real-name verification.
2. All items with * are required. Please fill in carefully.

Insert X

The name of the group will be printed when the group applies for the certificate, and the company name
will be printed when the individuals certificate is prepared
Basic Information

X

* Name: # Gender:

* Phone: Email :
* Country/Area: * |dentity Card ...
# |dentity Card ... * birthday:
= Company Na.. EH Position:
Administrative L... * Photo:

+Upload

Size 100-200K. The recommended size is
240 * 320 or 480 * 640 in JPG, PNG and
JPEG formats

Cancel I Submit .

36



Add Staff Information(Applying In Batch)

Follow these steps to import pass staff in batch :

Step 1:click “Import” —Download the import templat




Add Staff Information(Applying In Batch)

Step 2: fill in the template with information of certificate staff.(The * items are required to be filled in, or it will fail to import.)

=\

N

CAEXPO

ik % R =
L i /X (fif}ntifl:;iard (Identfi_.;Card R 2l H K (Aﬁ:mt 4l W Y
(Name) (Gender) (Country/Area) Typey) Numbeyr) (birthday) (Company Name) Number) (Phone) (Email) (Photo)
SHu] 1 U] LR R CZHIT EHRR | ey rom e | DBH] WE504 | oo e |ty e | (2O EITHE
COMBY BEON | pnmy gt |w, skl G| CBURY g | KEUUD REOOT | say | REN RS0 s Sy p g [ 2OV EBURR ) DOILRY I EEOT |6 o Spess

T

Mli, b SUE X, S

H

vyvy/MM/dd ‘LTI
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M T ) e

Bes, YES N 14

TAE, WS R R %

BTN 480%640,
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Step 3: click “Please upload the template file” , upload the completed file and submit it.

@ prompt

The import task has been submitted

Approval @oad the template@ successfully. We will inform you in the form of
Supported formats: xls xlsx website mail after completion. Please note that

Import X

information:

Download the import template check.

Cancel
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Add Staff Information(Applying In Batch) 7y DEypss

As the type of pass is not recorded in the template,the operator should apply for the type of pass according to the
requirements of the pass staff.

Methods:

@. Click “Applicator” and choose exhibition certificate type. Click “send” to finish application.

®@. You can tick pass staff to go on batch application.

Applicate

Exhibition Pass Type

Visitor: Visitor
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When you insert certificate staff who has been entered by other enterprise, you can apply for changing staff belonging. After
the enterprise agree to change, you can apply for certificate for the staff.

Basic Information

* Mame: | PR * Gender: | ":lg

IDENTITY_CARD_ADDED_BY_OTHERS |Click to viewl

* Phone: {RRANRIACE

Email: 22 SIS a1t

Lo Country/Area: 71 * |dentity Card .. Pe=ppa=
Tips _ .

* |dentity Card ... * birthday: =« 4ol
The user has been entered into the system by
other units. If you need to change the Position:
certificate-issuing unit, please click to initiate a -
replacement unit application, and contact your

7 Administrative L. * Photo: !

unit for processing in the station letter -
Credentials administrator contact

|
- -
information:222L,. . 2(131 3,000 79) L >

Cancel Initiate a change request

Size 100-200K. The recommended size is

240 " 320 or 480 " 640 in JPG, PNG and

JPEG formats




6. Other operating instruction s
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Exhibitors can check inquiry massage and inquiry hall on page of “Business opportunity management” - “Inquiry” .

— The exhibition will start in 59 days 05 hour I Mebile Exhibition () Inquiry SMNegotiation ] . &
The Tllkchina-ASEANE...
Home / Exhibition management / My Exhibition / The 18th China-ASEAM E Business Opportunity Management nguiry

Online Booth Management Inqmry
Business Opportunity - Inquiry Message Inguiry Hall
hManagememnt

Inquiry

_ Mot Finished Finished
Audience Management
Content Management =
Exhibition Group Manage..
Certificate Management : e

. . . Desira Desired Delivery . )
Inquiry Title Purchase Quanti Purchase Type Inquiry Catego Status = Operation
b v = Delivery Date Address S =l .

Order Center

Exhibition Settings
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Exhibitors can check visitor information on page of “Visiter Management” .

— The exhibition will start in 59 days 05 hour [1 Mobile Exhibition () Ingquiry EMegetiation nl . ‘ &
The [l China-ASEANE...
Hame / Exhibition management / The 18th China-ASEAMN Expc Audience Management
Online Booth Management Audience Management
Business Cpportunity ..
o C
Audience Management g
Content Management .
= Degree of Mobile
Name Mobile number Email Address €9 i Email Address{Card) Company/Organization’Name
cooperatio... number({Card) S

Exhibition Group Manage...

Certificate Management

Order Center

Exhibition Settings
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Exhibitors can accept or decline invitation from exhibition group and check information of accepted exhibition group on page of
“Group Paticipation Management” .

= The exhibition will start in 58 days 14 hour [] Mobile Exhibition  {Inquiry (OMegotiation n] . &
ThjJJ} china-aseane
Home [ Exhibition management ly Exhibition / The 18th China-ASEAM Expo / Exhibition Group Management

Online Booth Management Exhibition GI’UUFJ Management

joined Invited information -
Business Opportunity ..
Audience Management
MNo. Exhibition Group Mame Exhibition Group Introduction Status Invitation time Operation
Content Management
Exhibition Group 1 To be Accepted 2021-07-13 09:09 Accept | Dedine
Management

Certificate Management Total 1 items 10 / page

Order Center

Bxhibition Settings




=/ -
Staff Management A B

CAEXPO

Click “System Settings” — "Permission Management” . On this page, you can work on Staff Management, Role Management
and Customer Service Management.

Note: You can add and edit staff and set role permission in “Staff Management” . " Role Management" allows you to
customize the roles of new staff.

Permission Management

€ System Settings

ID Name Phone number/email address Role Status Operation

Permission Management
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1. Move the cursor on the exhibitor's name — click “Account Information” .

i Exhibition Management Exhit Management ‘

Exhibition Management
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2. You can modify the account information.

< Account Information

Basic Information
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Click "System Settings” — "Enterprise Information” . Exhibitors can edit enterprise information here.

Note:The enterprise name (Chinese) and login email cannot be modified.

Enterprise Information

Company Informatio

Basic Information

€ System Settings

Enterprise Information
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If you have any questions, please scan the QR code to join the DingTalk group or call +86 - 771 - 12343 to contact.

CAEXPO Online Traini... <

3 People «j

© Scan the QR Code to Join the Group
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1. Scan the QR code to download DingTalk
PC: https://www.dingtalk.com/en?spm=a3140.8196062.0.0.6f4c5c3d6Dnytl

Android

Register DingTalk Account CAEXPO Online Traini... <7
. -

. Open the DingTalk APP and enter the user login interface;
. Click "Register" ;

A @™ > N

. Complete account registration according to the system process.

3. Use DingTalk to scan the QR code to join the group.

4. If you have any questions, , please enter the group and leave a message in the group for interaction. © scan the QR Code to Join the Group

—a






