
Booth Management

How  to  cancel a member of your team

If at any point you need to cancel the attendance of one of your team,
just follow the steps below:

STEP  1

Ensure you are signed in to your IMEX account and on the Booth 

Management page :



STEP  2

Click onto your company name :

STEP 3
Select the cancel option next to the attendee's name:
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STEP  4
Select Yes from the popup to confirm the cancellation:

STEP 5
The team member’s record will be removed, and a confirmation of the removal 
will be displayed across the top of the screen:
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How to cancel a partner team member

STEP  1
If you need to cancel a partner team member, click onto the view/edit 

button next to the partner organization name :

STEP  2

You can then cancel the attendee by clicking the cancel option :
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STEP 3

STEP 4
The attendee’s record will be removed and a confirmation of the removal will be 

displayed across the top of the screen

Select yes from the popup to confirm cancellation:



How  to  change an email address

STEP  1
If you need to change an email address in your account, sign into your account 

and click on the Change Email Address button on the home page

STEP 2

Enter and re -enter the new email address, then click the Send Verification 
Code button

STEP  3
A verification code will be sent to the new email address. Enter this into the 
verification code box and click Verify Code:

A confirmation message will be displayed at the top of the screen, confirming 

the change,  and the new email will be assigned to your account. The new 

email address will then need to be used to sign in.


	Slide 1
	Slide 2
	Slide 3
	Slide 4: How to cancel a partner team member
	Slide 5
	Slide 6: How to change an email address

