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2. Click the button Register as an Exhibitor. 

1

EXHIBITOR REGISTRATION

1. To register as an exhibitor, go to ina-access.com on your 
browser and click on the sign up button on the top right.
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3. Fill your company information in the following page.

4. To register, you will need to fill in information about your company’s 
background, the details of the person-in-charge, and the required 
documents that need to be attached to verify your business. 

Please ensure you fill accurate and correct information as this 
will help in building your online profile. Your contact details 
will be the primary means for visitors/buyers to contact you.
 
You can review the information you filled in, before agreeing 
to the terms and conditions and submitting your application.
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3. Fill the blank column with your Email Address and Password that has been registered. 
 
4. Then click the Login Button.
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EXHIBITOR LOG IN MAIN WEBSITE

1. After verifying your registration as an exhibitor. Go back to 
main ina-access.com. Click the login button at the top right. 
 
2. Choose Log in as an Exhibitor. 
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2. Select your user type, and fill in your details to have a 
reset password sent to your email.

1

2

FORGOT PASSWORD MAIN WEBSITE 

1. To reset your password, click on the forgot password 
on the login page.
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2. Once you logged in, you will see the your dashboard and a brief overview of 
your products and appointments. 

3. To complete your profile, please navigate to the menus on the left-hand side.

1

2
3

EXHIBITOR DASHBOARD   
1. Once your email has been verified and application has been approved, 
you can login to ina-access dashboard at dashboard.ina-access.com 
to complete your online profile.
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EXHIBITOR - COMPANY DETAILS 

1. All the information you provided when registering can be accessed under 
your company details. Please ensure that all information are accurate.

2. To update your information, click on the edit exhibitor on the bottom 
right corner of the page.
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COMPANY LOGO AND BANNER
2. To upload your company logo and banner, click 
on the edit exhibitor button and select your files.

3. The recommend size for logo is 180px x 180px (max. 
10mb), with accepted file format of .jpg, .jpeg. and .png. 
  
4. The recommended size for banner is 1440px x 500px (max. 
10mb), with accepted file format of .jpg, .jpeg, and  .png. 
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EXHIBITOR - COMPANY PROFILE

1. To provide more appeal to potential visitors/buyers, please complete your 
company profile with information such as logo, banner, about, and video/PDF.  
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COMPANY BACKGROUND
5. You can enter more background information about your company, year 
of founding, as well as your company profile video and PDF by clicking edit.

COMPANY VIDEO
6. To upload your video, you can embed a video from YouTube.

7. Once logged in, you can upload a new video or share a published video.

8. Navigate to the video that you want to embed, and click share.

9. Copy the embed code and paste it into the Video field.
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COMPANY PDF
1. You can upload a PDF about your company profile, product catalogue, or brochure to your profile.

2. Click on select file to upload a PDF, with a maximum size of 5mb.

COMPANY PROFILE COMPLETED
Once you’ve finished filling out all of your company 
details, you are set to go on uploading your products.
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3. Once created, you can assign your products to each category to best curate your catalogue.

4. Next, to add products, click on Add Products underneath the category table.

5. Start by filling out your product details. Don’t forget to select its category as well as changing 
the status to published if you want to post it.

6. You can upload up to 5 images for your products, with the accepted file formats being .jpg, 
.jpeg, and .png and max. size of 10mb. 

7. For better visual appeals, we recommend uploading your product image isolated against a  
white background.

2

PRODUCT SHOWCASE
1. To prepare your virtual product catalogue, go to your Company Profile under My 
Company. Start by creating a category for your products.

2. Click on Add Category and fill in the details.
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EDITING YOUR PRODUCTS

1.  Once you added your products to the platform, you can edit or delete them.

2. To see your products in action, you can click on preview which will take you to the main website.
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CHECKING MY APPOINTMENTS

1. Visitor/buyer can schedule a one-on-one appointment with your company through appointments.

2. Once visitor/buyer requests an appointment, it will appear under your appointments tab.

2

3

3. You can review the appointment request, and contact the visitor/buyer directly by emailing them 
through your dashboard.
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THANK YOU AND GOOD LUCK!


