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The Buildings Show 2025 - Distribution Portal How-To 
 
Step 1  
 
You will receive an email invitation to the distribution portal: 
 

 
Step 2 
 
Read and accept the privacy policy (this will only be done on your first visit). Please note 
Informa will not see your invitees’ data until they have registered for our event: 
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Step 3 
 
Create a login. You’re now logged into your electronic pass distribution portal. Click Continue to 
begin distributing passes 
 

 
To send out a pass, click on +Add New 
 

 
Select Send Passes 
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You have two options for sending out your passes: one person at a time or as a batch 
by uploading a list of contact names. 
 
Option #1: to send to one person at a time, select Send to Individual 

 
Choose how many passes to send to the individual (usually just one) and click Continue 
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Enter in your guests personal details, an optional message, and select Preview Invitation 
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Ensure all details look correct, and select Send Invite 

 
Your guest should receive this email within 5 - 10 minutes of sending. 
 
Option #2: to send out passes to a batch of names, select Send to List 
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Download the CSV template (ensure on-screen instructions are followed): 

 
Fill in the CSV template with the requested information and upload the CSV template by 
selecting Browse 
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Confirm the import information is correct, and select Preview Invitation 

 
Confirm all information is correct in the email, and select Send “x” Invitations Now 

 
Your guests will receive their invitation within 5 - 10 minutes.  
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Track your invitations by going to the Summary tab to see an overview of the number of passes 
still available, how many guests have used their passes, etc.  
 

 
Free: this means you have passes to send to guests. 
Sent: this means you have sent this quantity to guests.  
Available: this is the summary of how many are still available. Free minus Sent = Available. 
Fulfilled: your guest received your email invitation, clicked the “Get Passes” or “Register Now” 
button in the message and filled out the appropriate information to register for The Buildings 
Show.  
Redeemed: your guest attended The Buildings Show and had their pass scanned at the door.  
 
Need help? Please contact customerservice@microspec.com or call 1-888-780-9825. 
 
We look forward to having you at The Buildings Show 2025 - thank you again for your 
sponsorship! 
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