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Step 1:

Edit Meeting Availability



Enter the Admin section of the virtual exhibition booth

Step 1. Go to 【Official Website】
→ Click 【Log in】

Step 2. Enter the Exhibitor’s account and 

password

Step 3. Click【Online Booth Setup】

https://www.taipeicycle.com.tw/


Edit Meeting Availability

Step 1. Click on 【Conference】
→ Turn on  【Visitor Booking】

Step 2. Select Week

Step 3. Edit your available time slots:

- Green means 【Available】
- White means 【 Unavailable】
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※Visitors can schedule meetings 

with you directly from the 

availability schedule. 
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Step 2:

Manage Meetings

(Accept  or Decline)



※ Meeting Request Notice will 

be sent to 【Exhibitor‘s contact 

person 】by email.

Manage Meetings (Accept or Decline)

※※ Please check the email 

inbox frequently and respond 

to the request within 24 

hours. 

※ You can also enter the 

Admin section of the virtual 

exhibition booth to check new 

meeting request. 



Manage Meetings (Accept or Decline)
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Step 1. Go to 【Calendar】→ Click【Bookings】
Step 2. Select Meeting Session to see more 

information 

Step 3. Click【Accept 】or 【 Decline】

※ System will automatically send an email to 

the visitor with your response(accept or decline)

Accept Decline
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Step 3:
Join Meeting



Join Meeting with the link sent by email

※ Meeting Link will be sent to 

【Exhibitor‘s contact person】
24 hours before the meeting 

begins. 

Important:
Please DO NOT click on the link  before 

the scheduled starting time.

The Link is one-time use only.

Once you leave the meeting, it 

becomes INVALID immediately and you 

can not return to the meeting. 【Meeting Link】



Join Meeting ( see meeting demonstration)

※ Participant will appear on-screen and meet at your virtual booth.

You can give the participant a booth tour, showing all the products.

※ Browser Requirements: Chrome(Android) or Safari(iOS)

Exhibitor

(Host)

Participants

Important:
Please DO NOT click on the link  before 

the scheduled starting time.

The Link is one-time use only.

Once you leave the meeting, it 

becomes INVALID immediately and 

you can not return to the meeting.
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Frequently Asked 

Questions (FAQ)



Frequently Asked Questions (FAQ)

Q2: If I cannot attend the meeting, can I forward it to my colleague ?  

A: Yes. If you are not attending the meeting, please forward the email with a meeting 
link to the appropriate person. 

The Link is one-time use only. Please DO NOT click on the link  before the scheduled 
starting time. Otherwise it will become INVALID immediately.

Q1: Can Exhibitor have multiple meetings at the same time? 

A: Yes.  Exhibitor can have more than one meeting concurrently and each meeting 

has its own link. Please assign different delegates to join concurrent meetings. 



Q4:  If I accidentally turned off the Meeting Screen, how can I return to 
the meeting ?

A: The Link is one-time use only. 

Once Exhibitor (Host) leaves the meeting, the link becomes INVALID immediately 

and  the meeting ends for everyone. 

Frequently Asked Questions (FAQ)

Q3:  How many people can be in a single meeting ? 

A: One (1) Exhibitor (host) of a meeting with up Five(5) participants(visitors).  


