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Meetup Step by Step Guide 

 
 

PROFILE PROCESS 
 

1. Log in to platform – Using the email address associated with your event 
registration, please click the “Sign In” button on the top right-hand side of the page. 
Once you’ve entered your email, select to receive a One Time Password (OTP). You 
will receive this code to your entered email address. Upon receiving the email, 
please add the code to the login prompt to gain access to the platform. PLEASE 
NOTE – Validity of the OTP is limited (meaning it will only be valid for a period.) 
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2. Profile Completion–Please complete your profile. This will be visible to individuals 
participating in the Meetup program, but also as your profile in our event app. If you 
would like to make changes to your existing profile, please click the Edit Meetup 
Profile button. Once you’ve completed your profile, click the “Save” button at the 
bottom of the page, you will see a “Saved” indicator message at the top of the page 
when completed. 

 
REVISIONS NOTE – To make changes to your name, email address company name 
or title, please refer to your event registration confirmation email, where you can edit 
these items directly in our registration platform. 
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3. Creating Company Profile (FOR ORG ADMINS ONLY) – For Org Admins, please 
complete your company profile. You can do this by clicking on the “Company 
Details” button on the top of the page and completing the following fields. Please be 
sure to click the “Save” button at the bottom of the page when complete. 
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4. Assigning Meeting Reps – PLEASE NOTE, in order for an individual to be marked as 
a meeting rep, they MUST be registered for the event. This can be done through the 
Visit platform (NOT THE MEETUP PLATFORM.) Once registered, to assign meeting 
reps, click on the “Assign Meeting Reps” bottom on the top of the page. Once there, 
click on the “Click Here to Assign your Meeting Reps” link, in the center of the page. 
Once on the new page, scroll down to see a list of your registered team members. 
Here, you can toggle the “Meetings Rep” switch, when turned on will list that 
individual as a meeting attendee. 
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SELECTION PROCESS 
 

1. Navigating to Selection Process – To enter the selection process, please click the 
“Meetup Program” button on the top of the page. If for any reason you also need to 
update your profile, you can do so by clicking the “Profile” button on the top of the 
page 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



TD 3.2.26 

 
2. Page Navigation – Once on the Selection Page, you will see the meeting time blocks 

for each event day at the top of the screen, and below it you will see a timeframe bar 
outlining each of the remaining stages of the Meetup process. As you scroll down 
you will see a “Filters” panel on the lefthand side of the page, as well as a search 
bar. In the center of the screen, you will see a listing of our attendees.  You will also 
see a toggle above the list of attendees where you can switch between Hosted 
Sponsors and Attendees. 
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BONUS STEP – INDICATING AVAILABILITY 
 

If you need to mark certain times as unavailable for meetings, click on the three dots 
located at the top of the page. Once clicked, indicate which time block you are 
unavailable, and click “Save Changes.” If you do not have any scheduling issues, you 
can skip this step 
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3. Indicating Interest – Next it is time to indicate which individuals you would like to 
meet with. Using the filters located on the left-hand side, the search bar, or the 
attendee and sponsors tabs; find an individual you are interested in meeting with. 
Once you’ve found an individual that you would like to meet with, click the 
“Relevant” or “Super Relevant” buttons, based on your level of interest. Once 
selected, a pop up window will appear, where you can enter a message to be sent to 
the individual. Once completed, click Send Message or if you would like to bypass 
the message, click “Skip Message”. Once selection is completed, the correct 
relevance button will be shaded. 

 
QUICK NOTE – If an individual has already been selected by a fellow team 
members, it will be noted below the “Marked By Your Team” note, including a 
headshot the team member.  
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4. Reviewing selections – To see a list of the individuals that you’ve indicated are of 
interest, expand the “Requests Sent” section within the Filters area, and check 
which relevance level you would like to review. You will also see a counter at the top 
of the page indicating the number of each interest type you’ve selected. 
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OPT-INS & CONFIRM AVAILABILITY 
 

1. Navigate to Opt Ins – Once you’ve logged on to Expo Platform, click the Meetup 
Program button at the top of the page. 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

2. Confirm Availability - If you need to mark certain times as unavailable for meetings, 
click on the three dots located at the top of the page. Once clicked, indicate which 
time block you are unavailable, and click “Save Changes.” If you do not have any 
scheduling issues, you can skip this step 
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3. Review Opt Ins – At this stage, any individuals you’ve selected that also selected 
you (dual opt-ins / or double swipe rights), have already been marked as matches 
and will be moving to the scheduling stage. These individuals will be visible during 
the next stage – View Schedule. However at this stage, you will need to review the 
individuals who have marked you as relevant to determine their relevance. Once on 
the main page for the Meetup Program, you will see a list of the individuals marked 
as Incoming Relevance. These are the individuals who have marked you as relevant. 
Review each individual and mark them as Relevant or Super Relevant. These 
individuals will then be added to your algorithm to find matching availability. You 
can see a total number of Received Relevant matches on the top left hand side of 
the page. 
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VIEW SCHEDULE – Coming Soon! 


