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1, 2, 3... 

Start selecting
your meetings!



Log in Email

You just received an email from 
no-reply@eventsairmail.com 
with a link to your Customer 
Portal.

Click on the “log in here” button 
to open the Customer Portal.



Log in Email

Once your pre-scheduled 
agenda is ready, you'll 
receive an email with a 
link to your Customer 
Portal.

Click on the “log in here” 
button to open the 
Customer Portal.



The Customer 
Portal
You will be automatically 
redirected to the Home page 
of the Customer Portal.

In the menu on your left, 
you’ll see three pages: 

Profile

Agenda

Meetings3
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Check out and 
modify your profile

In the menu on your left:

Click on the "Profile" button 
to open your Profile page 
where you can:

Consult your contact details.

Modify your answers to your 
Profile form by clicking on 
the "Review Profile" button.
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Check out your agenda 
during MIP CANCUN

In the menu on your left:

Click on the “Your MIP 
CANCUN Agenda" button to 
open your Agenda page.

Then, click on the “View 
your Agenda” button to 
consult your agenda.
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Check out your agenda 
during MIP CANCUN

You’ll be redirected to your 
Agenda, which displays:

Your Confirmed Meetings 
(purple cards)

Conferences and Events 
(orange cards)

Your Break Times and 
Available Meeting Slots  
(grey cards)

NB: Click on a card to view 
details.
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To set up your 
Meetings
In the menu on your left, 
click on the “Meeting” 
button to open the 
Meetings redirection page.

Then, click on the “Please 
click here to organize your 
meetings” link.
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The Meeting 
Diary page

You will be redirected to the page 
where you will check out your 
meeting diary.

You’ll see your:
• Confirmed meetings (green lines)
• Received requests (light green)
• Free slots (blue lines)
• Break times (white lines) – if you 

want to do meeting during those 
slot, you can do it through our 
chat on the mobile app

NB: For received requests, you can:
Accept the request 
Decline the request

You can block/unblock a free slot 
from any meeting request
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Request a new 
meeting  

There are two ways to 
browse for a new meeting. 

The first way is to go to the 
"Meeting Diary" page and, 
for a free meeting slot, click 
on the "Request Meeting" 
button.

The second way is to go to 
the "Meeting Request" page 
at the top of your window. 
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The Request Meeting 
button (1/2) 

When you click on the "Request 
Meeting" button, a window opens.

Your search will be automatically 
configured to show you only 
Participants who are also available in 
the selected slot.

Use the filters to refine your search. 

If you do your research by filter, make 
sure to:
1. Only choose ONE Attendee Type 

in the Attendee Type filter below.
2. Only choose filters related to the 

Attendee Type you've selected.

Please note! that you can search by 
company or name without using the 
filters.



The Request Meeting 
button (2/2) 

Click on the “Search” button 
to browse for results.

As mentioned previously, the 
search will only show 
participants who are 
availables in the same slot as 
you. 

However, you will also have 
access to the number of free 
slots you are each available 
for.



The Request 
Meeting page  

The "Meeting request" 
works slightly the same 
way as the previous 
browser. The only 
difference is that you won't 
be looking for a meeting for 
a particular slot here. 

Here, the search will display 
all participants who have at 
least one available slot 
compatible with your 
agenda.



Request a new 
meeting  

No matter which way you 
choose to look for a meeting 
partner, you must click on 
the "Request Meeting" 
button to start your request.

You can attach a message to 
your request.
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Accept/Decline a 
request

When you receive a meeting 
request (and the same applies 
to participants who receive 
your invitation), you have the 
option to either:
Accepting it
Declining it. 
No matter what you choose, 
you can add a message to 
your reply.

Please note that if you have 
not reply to a meeting request 
in 48h, the meeting will be 
automatically canceled. 
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Thank you !
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