
BOOTH PERSONNEL FUNCTIONALITY GUIDE 
 
 

This document will cover adding representatives to your booth and the rep dashboard functionality. 
NPMA has also provided a few helpful tips on how booth personnel can interact within the platform to 
have a successful show.  
 
All booth personnel must register for the 2020 Global Bed Bug Summit using the online registration form 
in order to gain access to the virtual platform. Once booth personnel have registered for the event, 
they’ll be able to access the virtual platform using the same email address that was provided during 
their online registration. 
 
In order for booth personnel to be given Representative capabilities in your virtual booth, they must be 
added as a representative for your booth. Follow the steps below to add representatives to your virtual 
booth.    

 
1. Log into your 6Connex Control Panel, https://npma.6connex.com/controlpanel/npma-virtual/login.   

 
2. Go to the Virtual Rooms section of the control panel. 

 
 

3. Open your virtual room/booth layout by click the Edit button.  

 
 

4. Click on the Extra option in the top right corner of your booth layout.  

https://npma.6connex.com/controlpanel/npma-virtual/login


 
5. Click the Manage button located under the Representative section.  

 
 

6. Click the Add Representatives button.  

 
 

7. The easiest way to add representatives is through the Direct Upload option. To use the Direct 
Upload option, first make sure the English box is checked. Then you’ll need to enter each booth 



representatives email address separated by a comma (no space between comma and the next email 
address). Once all email address are added click the Save button.  

 
 

8. Once you hit the save button, a table will show you all the email addresses that have been added to 
your booth. This table will populate information in the Name field and mark the Registered field as 
“Yes” only when the personnel you are trying to add has registered for the event online.  
 
 Note: NPMA & 6Connex are still working on the API required to pass registration information 

from one platform to the other. Until this API integration is turned on the only representatives 
that will show as Registered are those that have a profile in 6Connex as a booth builder.  
 

In the example below, 6 people have been added as booth representatives to the NPMA booth. Of those 
6, the first 4 have registered for PestWorld 2020 through the online registration form and the last 2 have 
not.  

 
 
 
Now that your representatives have been added onto your booth record, they will have access to the 
Rep Dashboard when in the virtual platform. Rep Dashboard functionality is covered in Part 2 of this 
document.  
  



REP DASHBOARD FUNCTIONALITY 
 
The rep dashboard located within the 6Connex virtual platform is how booth personnel will be able to 
interact with one another and track their interactions with attendees. This section will review each tab 
of the Rep Dashboard and how booth personnel can use these features during the event.  
 
To begin, you’ll only have access to the Rep Dashboard when you are in your booth. You’ll see the Rep 
Dashboard button along the top of your booth – if you do not see this button it means you have not 
been added as a representatives for your company. Please reach out to your company’s main point of 
contact and ask that they add you as an approved representative.  

  
 
Click this button will open up a window with multiple tabs you have access to. Below will be a brief 
description of each tab and how this tab will be beneficial to you during the event. For more information 
you can refer to the 6Connex Representatives Dashboard Video and the Booth Representatives Guide.  
 
ATTENDEES TAB 
This tab will display all attendees currently in your booth. The order of the attendees is based on how 
long they have been in your booth, with new attendees being added to the bottom of the list. Another 
way to view everyone who is currently in your booth is to use the This Location option at the top of your 
screen.  

  
 

https://cdn-akamai.6connex.com/490/1521/6Connex_VE_Training_Sessions_BoothRepresentativeDashboard_JM__15542237726191253.webm
https://npmapestworld.org/default/assets/File/education-events/GBBS/Booth%20Representative%20Guide.pdf


The above image shows that there is a total of 14 people in the entire virtual platform, and a total of 2 
people in the current room. By click the underlined 2 a list will be displayed of who those people are, 
keep in mind this number includes you and any other booth personnel present in the room.  

 
 
Booth personnel can engage attendees in a chat by clicking the green chat bubble beside the attendees 
name. This will open up a private chat between the booth representative and the attendee.  

 
 
 
REPRESENTATIVE CHAT 
The Representative Chat tab is where booth representatives can talk with one another behind the 
scenes. The representatives chat functionality is similar to that of a public chat  the main difference 
being only booth reps can participate and see this chat.  

 
 
 
WATCH LIST 
This is a list of all attendees that have been “favorited” by a booth representative. To add an attendee to 
the watch list they must be present in your booth (showing on your Attendee tab) or have chatted with 



a representatives (showing in your Chat History tab). To “favorite” an attendee open their Attendee 
Card by click the image noted below –  

 
 
On the Attendee Card you’ll be able to send them an email through the platform, add them to your 
watch list, make notes about your interactions, or see who has already chatted with them. 

 
 
Once an attendee has been added to your watch list they will appear under the Watch List tab.  
 
CHAT HISTORY 
This tab will show all attendees that have chatted with representatives in your booth. You have the 
ability to view their Attendee Card which houses the chat transcripts that took place with the other 
representatives. To access and download these transcripts click the Attendee Card icon.  

 
 
Then click the linked booth representative who chatted with this person previously to display their chat 
transcript. Representatives also have the ability to email a copy of the whole chat transcript to 
themselves.   

 



CHAT QUEUE 
This tab functions as a waiting list for attendees to be placed in when wanting to chat with a booth 
representative. This functionality must be enabled to allow attendees to add themselves to the chat 
queue in your booth. If you are interested in using this functionality please reach out to your assigned 
NPMA staff rep for more information.  
 
REP CHECKLIST  
This tab is an optional feature that gives exhibitors the ability to provide booth reps with additional 
information they need in order to have a successful show. Exhibitors can use this page as a place to 
store information on an upcoming sales that representatives should be advertising, or as a quick 
reference guide as to where or who attendees should be directed to for more information on a certain 
question. This feature is set up in the Extras page of your virtual booth record and is covered in the 
Assigning Content to Your Virtual Booth document.   
 
 

HELPFUL TIPS 
Below are tips provided by NPMA to help prepare booth personnel for how to interact in the platform 
and with attendees during the live event. Be sure to check the Exhibitor Tools section of the Global Bed 
Bug Summit website for additional training guides & videos.  
 
 Make sure you update your profile information to include accurate contact information and a profile 

picture. Adding a profile picture will help both attendees & booth personnel put a face with a name 
when interacting with one another. To add or edit profile information click the Gear/Settings icon 
located in the top right corner of your screen. Select the Edit Registration information option to 
open up your profile info and edit your personal information.  

 
 

 Make sure your representative alerts are turned on during the event. Alerts are enabled under the 
Extras tab of your virtual booth record and must be done by your assigned booth builder. Exhibitors 
are provided two methods of notification –  

• While in your booth, representatives will hear a doorbell/chime when someone enters their 
booth.  

• When no representatives are in your booth, all assigned reps will receive an email alerting 
them that someone has entered their booth.  

 
 Reach out to attendees and welcome them to your booth  

 
 Keep a browser window open with the event loaded during the designated exhibit hall hours. Check 

in frequently to see if is in your booth or has left you a message.  

https://npmapestworld.org/default/assets/File/education-events/GBBS/Assigning%20Content%20To%20Your%20Virtual%20Booth.pdf
https://npmapestworld.org/education-events/upcoming-events/global-bed-bug-summit/for-exhibitors/#tools

