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FACILITY

This guide has been created to help you navigate around The Nali@uEshow
Reporter website. Need assistance adding your FREE listing?gtlilde will walk you
through the steps that are required to get your listing online.

Adding a Facility for FREE

Go to the websitevww.nationaltradeshowreporter.com

Along the top of the website you will find the navigation bar. It starts with
EVENTS on the left all the way across to HOME on the right.

Move the mouse over Events, News, Facilities, Suppliers, Travel, Talent to
find a drop down menu appear.

There are two options for you to select.

Search for Facilities or Add a Facility for FREE

Click Add a Facility for FREE
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WELCOME TO THE MOST UP TO DATE ONLINE CONTACT AND NEWS SOURCE
FOR TRADESHOWS, CONVENTIONS, SEMINARS AND MEETINGS.

The Professional Wireless Weather Center is a Winner! - Intervi¢

NOW: Search FREE, List FREE, Promote FREE!
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(4 characters minimum)

,m Unique Product Videos

If you do not have an account,
register to add your FREE
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Scroll down the page until you s&&dd my listing now under the following
category”

Choose the Facility category to add your facility.

* A rKEE FTONOTIONAL Venicle: serine
wrord out., and fast via email about your
company, preducts, services and special news Listing types available

announcements to vour own database and/or (included free with any listing)
our e-newsletter subzcribers each week atno
extra charge! Profeszional template included!
[See sample to the Right.)

Join the National Tradeshow
Reporter and the Seekville group of
sites now for unparalleled value,
features, benefits, and savings!

Goahead and compare!
All this and more... for FREE!

Add my listing now under the
following category:

You will be directed tavww.seekville.conto register your account.
Fill out ALL information fields for your facility.

Create a username and password. (Must have 6-20 characters)
Please write down your username and password for safe keeping.
Enter your email address and cliEXT.

If you already have an account click the bottom link and you will be prompted to
login and create your listing.

Promote your Hotel (Facility)

Listings appear on The National Tradeshow Reporter

Hotel (Facility) Name: | |

Country: Umtedstates _v
State/Province: i.KI;a”bama v

City: |

Facility Type: | Arena / Stadium / Athletic Field |

Approx. Square Footage:

Username: | |

Passwaord: | |

User name and password must have 6 to 20 characters.

E-mail address: | |

Confirm e-mail address: | |

Mext




After clicking NEXT a Thank-You message will appear.

You can now login to your account.
All new listings must be reviewed before it can be available. (Within 48hours)

Thank You for Adding your Premium Listing!

Please note that all content must be reviewed before it becomes
available. The management reserves the right of denial of
submissions.

Login now!

Enter your username and password.
Click SUBMIT

Usar name: | |

Password: | |

Submit

This is the Seekville account area.
Along the top in the blue box you will see options to edit your accouatniation,

change your password, create a new listing and logout out of your account.

Left Menu Options
You can create, delete, view and edit your listings from hdteoptions are displayed

along the left hand side in the green box.

Seekvi l le.com Home | Contact Us | My Account

News | Events | Restaurants’ | Shopping | Places to/Go

Welcome, Associate Logout

My account details

Change my password Create new listing

Need Help? Call toll free 888-343-4646 between 9am - 4:30pm CST or email us.

BEST Buy
Status: Pending Review
Preview
Delete this listing
Basic Information
Details
Amenities
Summary

Rooms

Contacts
Additional contact #1
Additional contact #2

Advanced Features
Press Releases
Mailing Lists
Showcase




Options available in the Seekville Account Area

Click AMENITIES in the left menu.
Select the boxes of amenities that the facility offers.
Click SAVE when finished.

>

Click SUMMARY INFORMATION in left menu.
Type a brief summary of your facility.
Click SAVE when finished.



Click LOGO in left menu.

This is where you can upload the facility logo.

Click BROWSE

Select the logo file on your computer. Preferably in JPG format.
Images must not exceed 200 x 120 pixels

Click UPLOAD when finished.

> >

Click ROOMS in left menu.

You can add specific rooms that are available to book for meetings or other
various events.

Click ADD NEW ROOM to get started.

>

Complete the room form.
Click SAVE when finished.



OPTIONAL

Click ADDITIONAL CONTACT INFORMATION in left menu.
If you require additional information fill out the fields.
Click SAVE when finished.

>

OPTIONAL

With your EVENT listing you can also create Press Releases.

Click ADD NEW PRESS RELEASE

>



Complete the press release form.
Click SAVE when finished.

>

OPTIONAL

Create a mailing list to send out promotions or announcements.
Click ADD NEW MAILING LIST.

>



Create your email list using Excel or in a text document.

Save the file as .xIs or .csv (These are currently supported)

Click BROWSE and locate your mailing list file on your computer.
Create a title for your mailing list.

Click UPLOAD when finished.

>

>

OPTIONAL

Another great feature is the Showcase. It's like creating a mini websit
You can choose to use an existing website by typing in the URL.

You can also upload files such as flyers, posters or any other promotional material
to the Seekville server.

Click MANAGE FILES to upload or delete pages. (Maximum 10 pages)

>

If you require additional assistance adding your FREE event listing pleatact
The National Tradeshow Reporter by calling toll free 1-888-353-4646
Between 9:30am & 4:30pm Central Time. Monday — Friday
Or email uustomerservice@ntreporter.com




