
Exhibitor Bulk Registration 
 
1.   Go to the EVENT PORTAL LOGIN page. 
 
*If you have logged into the Event Portal before, skip to step 7. 
 
2.  Select “Forgot Password/First Time Login” to set your password  

 
 
 
3. Enter your email and click submit 
 
**If this email is not associated with one of your Exhibitor Contacts, you will not receive the 
password reset email.  If you would like to have an email added to your exhibitor contacts, send 
the name of the person and the email address you would like added to info@midwestclinic.org. 

 
 

https://prod.personifyauth.com/Account/Login?ReturnUrl=%2Fconnect%2Fauthorize%2Fcallback%3Ffrontchannel_logout_uri%3Dhttps%253A%252F%252Fmwc78.smallworldlabs.com%252F%253Fpage_id%253Dslo%26tenantId%3D39A08E58-50B8-4782-A246-AAC36BAFA635%26response_type%3Dcode%26redirect_uri%3Dhttps%253A%252F%252Fmwc78.smallworldlabs.com%252Fjoin%26client_id%3Dcommunity_private_client%26nonce%3D535b504e4dce2a164b46a7ac92f16866%26state%3D9c9b5fc85aabe7854d6a8c8e0118f73c%26scope%3Dprofile%2520psfy_products%2520openid%2520openid%26code_challenge%3Dc7th2YXCyJGJgPhiDPa8UxvTL02mHl4k-4xq89n9PQU%26code_challenge_method%3DS256
mailto:info@midwestclinic.org?subject=Add%20Exhibitor%20Contact


4.  You should receive a password reset email from Events IdP shortly aTer you click submit. 
Click the link to reset your password.

 
 
5.  Create your new password and click submit. 

 
 



6.  Once your password has been confirmed, click in the login link.

 
 
7. Enter your Email and Password.  Click “Login” 

 
 



8. This will take you to the Event Portal Dashboard.  Click on the “EXHIBITOR HUB” page.

 
 
 
9. Once in the HUB, scroll down to TASKS and click on Bulk Register Your Staff

 
 
 
 
 
 
 
 
 



10.  This will take you to the registrabon site.  Your name should be listed as the first contact and 
there should be a star as well as a circle with a checkmark next to your name.  The star means 
you are the parent contact and the circled checkmark means you are edibng your registrabon. 

 
 
 
11.  Select “Exhibitor” for your registrabon type. 

 



12. Your contact informabon should already be filled in, so you can proceed down to Acendance 
Informabon.  Answer the three required quesbons and click Next.

 



13.  You should now see a registrabon fee next to your name (don’t worry….we’ll take care of 
that later).  Click on the next acendee box.  

 
 
 
14.  This will open a pop-up box.  Click on the edit icon located on the right side of the pop-up 
box. 

 



 
15.  This will take you back to the registrabon informabon page for the second acendee.  
Nobce, the circled checkmark is now next to the next acendee.

 
 
 
16. Select “Exhibitor” for Registrabon Type 

 



17.  You will need to update the generic Contact Informabon for the remainder of your 
acendees.  Simply click in the text box and update the informabon.

 
 
18. Complete the three required Acendance Informabon quesbons and click next.

 



19.  Repeat steps 13 – 18 unbl you have updated all of your acendees.  You will need to 
complete all of your acendee registrabon pages before you can proceed to the next step in the 
registrabon process.    
Click Next to proceed to the next secbon.

 



20.  This will take you to the Promobonal Code page.  Select Yes. 

 
 
21.  Enter the Group Promo Code from your original informabonal email and click “Apply”. 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



22.  This should change all of your registrabon fees to $0.00.  Click Next to finalize your 
registrabons.  All registrants should receive a confirmabon email as well as an email with an 
invoice acached.

 


