
One-to-One 
Meeting Tutorial



Registration Process

In order to login to partneringONE, 
you need an Informa Connect 
account. Registering for any 
partneringONE event will create 
your account.

You will only have to create an 
Informa Connect account once. Your 
login information will remain the 
same for all future partneringONE 
events.

Your company email address is your 
username. Your partnering history is 
tied to this email address. 

You will be able to enter the event 
and start profiling once you receive 
an email from partneringONE 
within one business day after 
registering.

You must register with your 
company email address. This will 

serve as your unique identifier.
Your partnering history is tied to 

this email address. 



       Dashboard

The Dashboard is your homepage 
and provides you with an overview 
of your partnering activity.

You can navigate using the menu 
bar or by clicking on the dashboard 
directly.

If partnering is not yet open, you 
will only be able to view Contacts 
and Important dates and edit your 
individual and company profiles.

View all your
registered events



Use the     Import profile option to 
upload a company profile from a 
previous event.

The company description/summary 
field is essential to complete. The first 
few lines will be displayed in the search 
results preview. 

Once your company profile is ready, 
be sure to Publish        it so others 
can see it when partnering is open.

       Company Profile

Import a 
previous profile

Do not forget to  
Publish your profile

The company 
description is 

the most 
important field



On the right hand side you can see 
who else is registered from your 
company. You share your account 
with everyone listed here.

At some events, you will be given 
the option to invite a guest into 
your account.

Your guest can do everything you 
can do. They will have their own 
dedicated access link, so please 
don’t share your login details.

Your guest will not be allowed on 
site without their own registration 
and payment.

       Company Profile

Invite a guest

View all registered
colleagues View all guests



       Personal and Asset Profiles

You can import your personal profile from another 
partneringONE event.

The most important field is the Partnering Objectives.

Your personal profile is always visible, there is no need to 
publish it, but you do need to save it.

At some events, you can add products, services and 
technologies to your profile.

Make sure to publish each asset when you are happy 
with the profile. 

The most important field is the Product Description.

Import your 
personal profile

Fill in your
Partnering Objectives

Dont forget to 
Publish your asset



Enter your availability as soon as 
the Agenda icon is visible, usually 
6 weeks before the event.

partneringONE will schedule all agreed 
meetings for you. Accepted meetings 
will be scheduled into one of your 
available time slots. 

The full conference program shows 
on the right. 

You must have at least one available 
time slot prior to sending a meeting 
request. 

       Agenda

Edit your agenda or 
your colleague’s

Set a full day to 
Available or Not Available 

Set one time slot to 
Available or Not Available 

Print, export to iCal or download your 
company agenda into Excel

Move between 
conference days

Click to view 
more program

Click on a session to view 
details and register



       Search

Browse an A-Z list of people 
and companies 

Save your 
search configuration

Search by free text Download search 
results to Excel

Search results are divided 
between the profile types 

Use the date picker to find
newly registered profiles

Refine or start your search 
within each profile type by 

adding filters 
Send a meeting request 

View the full 
company profile

Search by whether or not 
a request exists



Categorize profiles with colored 
tags.

Create categories to match your needs.

Once categorized, a colored tag will 
appear by the company name. 
This category is private to your 
company. 

Categorized profiles show in your 
search results and on requests, as 
well as your Lists page.

       Categories

View all categorized profiles

Colored tag 
will appear

Add a 
Category

Create a 
new Category



Track profiles of interest by adding 
a Note directly on profiles of
individuals and companies.

Saved Notes will be displayed on the 
right of the profile.

Notes are only visible to you and 
your colleagues.

View all profiles with notes on your 
Lists Page.

Notes are also visible on your 
Meeting Schedule. 

       Notes

View all Notes

Add a 
Note

View or 
Edit Notes



You can begin requesting meetings 
once partnering opens, approximately 
6 weeks before the event. 

In the middle of the Meeting Requests 
page, you will find a list of all of your 
incoming and outgoing meeting 
requests.

You can filter for participants, 
targeted people or assets, incoming or 
outgoing requests, request status, or 
categories.

If multiple delegates are listed under 
participants, you are sharing an 
account with them, allowing you to 
easily coordinate meetings.

       Meeting Requests

Advanced filters

Search by
keyword

Filter by
status



You can request a new meeting from 
your search results, your Lists, or 
directly from the requests page.

You can create or select a saved 
template message by clicking on the 
notepad icon on the bottom left.

On each new request, you have the 
option to set a target. A target can be 
a delegate from the other company, 
or a product or service you want to 
talk about.

       Sending a Meeting Request

Add a Template

Add a 
colleague

Share your contact 
information

Change
Sender

Create a Template



       Manage Preferences

Check your contact information on your personal 
profile page.

To receive SMS notifications, a mobile number needs to 
be entered.

By default, email notifications go to your main email 
address. However, you might also want to add a 
secondary email address.

Go to the Settings page, and enter the Edit mode.

Under Notification Settings, you can manage which 
alerts you would like to receive.

If you change your primary email address here, you change 
it for ALL partneringONE events. 

Settings Page



Manage your agenda.
Agenda Messenger

Set your availability.

View your schedule.

Respond to requests.

Accept, cancel, or reschedule meetings.

       Mobile Responsive



Thank You




