
B2MATCH 
B2B MEETINGS

TUTORIAL



On the home page, click on the “Meeting” button, then “Manage your availability”



Make sure the “Available for meetings?” option is on and select the slots in which you
are available 



Go back to the home page, click on the “Participants” button, then add whichever
participant you wish to contact



You can filter participants by the type of participant, the country, etc.



Once you have found the participant you wish to meet, you can request a meeting with
them via the "Request Meeting” button



After clicking the button, the tab will pop-up asking when and where you would like to
meet the participant while also allowing you to write a short message



Your meeting request has now been sent, it is now up to the participant to accept or
cancel your request



If you receive a meeting invitation, it is crucial that you accept it or cancel it as soon
as possible.

Note: leaving pending meetings locks the timeslot and other participants will not be able to request meetings with you on that
timeslot

 



On the meetings tab, you can also see a list of your meetings. You can also accept or
deny meetings on this page. To accept the meeting, simply press “Accept”



To cancel a scheduled meeting, click the three dots next to the “Join” button and click
on “Cancel meeting”
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