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Schedule Meetings

Internet Explorer does not work properly
Use Chrome and Microsoft Edge which have been tested 

and work well
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How to Schedule Meetings with Booth Reps

Login with your email address here: https://2021-emconference.vfairs.com/

Only book meetings that you intend to take

For assistance, please email EMConference@TRS.Texas.gov 
Due to the large number of attendees, response may be delayed

https://2021-emconference.vfairs.com/
mailto:EMConference@trs.Texas.gov


5

How to Schedule Meetings with Booth Reps

Click to enter
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How to Schedule Meetings with Booth Reps

Click to enter Allocator Hall
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How to Schedule Meetings with Booth Reps

Scroll down and click on desired booth
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How to Schedule Meetings with Booth Reps

Click to reserve time
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How to Schedule Meetings with Booth Reps

1. Scroll up-down to choose booth representative
2. Scroll left-right to choose time

3. Select available time
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How to Schedule Meetings with Booth Reps

1. Confirmation date, time, and the booth representative’s name
2. Click “Reserve Slot”
3. An email will be sent to you and to the booth representative
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How to Schedule Meetings with Booth Reps

Click to view upcoming meetings
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Attending a Meeting – Allocators

Internet Explorer does not work properly
Use Chrome and Microsoft Edge which have been tested 

and work well
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Attending a Meeting – Booth Rep

Click on the meeting you want to attend
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1. Click to initiate voice call or video call 2. Calling…

Attending a Meeting – Booth Rep

• Attendee must be on the chat window to receive the call

• If the attendee is browsing other areas of the conference, the call may not be received

• If attendee does not answer within 20 seconds, hang up and call again
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Attending a Meeting – Booth Rep

Allow web browser to use camera

If you have more than one camera, you may 
need to go into settings to change default 
setting

Wait for attendee
If attendee doesn’t answer, hang up and call back in a few seconds 
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1. At designated time, complete call
2. Check scheduling widget for next appointment
3. Repeat the process

Attending a Meeting – Booth Rep

Click Booth rep name to see remaining time
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Attending a Meeting – Attendees

Internet Explorer does not work properly
Use Chrome and Microsoft Edge which have been tested 

and work well
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Attending a Meeting – Attendee

Click on the meeting you want to attend
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Inform the booth representative that you have arrived and are ready to for 
your meeting. The booth rep will initiate the call 

Attending a Meeting – Attendee
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1. The booth rep will initiate the call

Attending a Meeting – Attendee

2. Allow web browser to use camera

If you have more than one camera, 
you may need to go into settings to 
change default

Limit calls to 10 minutes
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Please be mindful of the remaining time 
The booth reps are taking back-to-back calls 

Attending a Meeting – Attendee

• You must be on the chat window to receive the call

• If you are browsing other areas of the conference or are on other browser tabs, the call will not be received

• Please wait patiently. The booth representative may be running late or taking notes from the previous call

FAQ
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When the conversation is complete, hang-up and close the chat window. 
If you have another call, click on the appropriate booth and repeat the process

Attending a Meeting – Attendee
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