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The Meetings

For the first time on the CTAD mobile app, you will have the opportunity to book
meetings.

In the following slides, we will explain how to schedule a meeting and how to join
your upcoming meetings.

There will be two types of meetings available: Virtual and In-Person (Physical)



How to book a meeting with an attendee?



How to book a meeting with
an attendee - Method 1

[{ )

From the “Meetings” tab, you will be able to click on the “+” to create a
new one.
In this same tab, you will see all your scheduled meeting and their status.

You can also add your own availability by clicking on the “Availability”
button. By default, all availabilities are from 8AM-6PM for each day, unless
you have changed them.

o))

11:40& 1]

< Meetings

All Meetings Availability )
< sl

Search for meetings by name O\

8 Dec-25 Dec-25
01 02
All Days Mon Tue

(Virtual Meeting

Testing

Test

Mon, Dec 1, 2025

@®© 08:00 AM - 08:30 AM (GMT-7:00)
22 2

(" Virtual Meeting )

Yassar Attendee [ Yassar Attendee 3
test

Mon, Dec 1, 2025

®© 09:00 AM - 09:30 AM (GMT-7:00)

29 2

w/ Virtual Meeting\} °

Yassar [ Yassar

test




Create the meeting

Fill out all the required information
needed to add a new meeting.

If you select Meeting type “Virtual
Meeting” please make sure to click
on “generate” so a meeting link can
be generated.

If you select meeting type “Physical
Meeting” please make sure to add
where the invitee should meet with
you in the description.

You can add any participant by
searching for their name in the
“Add participants” field.

Once all is filled out, click on
“Create Meeting”

Start Date E‘ ‘ Start Time Q)
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¢ Add Meeting

Meeting Title *

Team Sync-up

Meeting Description

Weekly sync-up to discuss project updates,
blockers, and next steps.

Start Date * Start Time (GMT-7:00) *

Meeting Duration *

Select Duration v

Meeting Format *

Select Meeting Type v

Participants

Add Participants *

Select Participants v

11:31 all T @
4 Add Meeting
Start Date o ‘ Start Time @
Meeting Duration *
Select Duration v
Meeting Format *
. . Meeting Type *
Virtual Meeting v

Meeting Link *

Meeting Link

Virtual Meeting
Meeting Link *

Generate
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Select Participants
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Generate Link

Create Meeting




How to book a meeting with
an attendee - Method 2

From the “Attendee List” tab, you will see all
registered attendees.

You can click on the meeting icon and you will be
able to create a meeting with that particular
attendee.
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@ Virtual Meeting v

You need to go to the “Exhibit Hall” s Meeting Link *

tab. — Meeting Link ' . |
From there Open any bOOth Of your Search Results https:/[meet.vfa|rs.com/?sessmn:c860cOc|
choice and click on the “Book a

) ebsite | ContactUs! | Q&A | Bol i o Generate Link
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. B Company © videos B Documents o
You will be asked to select the booth —_— Participants
rep of your choice. Once you do, click This is a demo call Add Participants *
on Conflrm (Image 2) Select Participants W ‘
After selecting the booth rep, make
sure you have filled out all required YH  Yassar Hijazi
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Notes

When a meeting is booked, the invitee will receive a
notification via email with the option to accept/reject your
invitation.

In any cases, the organizer will receive a notification via
email as well of the choice of the attendee.

You can also add this attendee to your own calendar via
email.

If you reject a meeting, please note a new window will
open and you will need to add a rejection reason.

Meeting Invitation Pending

Yassar Attendee / Yassar Attendee 3

& December 1, 2025

© 9:00 AM-9:30 AM

Would you like to reject this meeting?

«d Submit Rejection

@) (CTAD 2025 croreply@getyfais.com

@  ©yessarens
B Testing

1 hen  Mon Dec 1, 2025 5pm — 5:30pm (GMT+2)

Mon here tufairs, ion=64dTfex

Who  Demo 08/09 - vFairs - Yassar HR, Yassar Attendee*

Yes ~ Maybe No

Hi Demo 08/09 - vFairs - Yassar HR
‘Yassar Attendee has invited you to a meeting. Please find the details below:

5 Title: Testing
) Date & Time: 2025-12-01 08:00 AM

Thanks,
The CTAD Team



How to join my meeting?
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Method2
Email Communication

When an invitee receives a meeting request, all the necessary information are in the
email.

If it is a virtual meeting, the link of the meeting will be in the email.
If it 1s a physical meeting, the location to meet will be added under “Description”



The Exhibit Hall

In the exhibit hall, you’ll find all the booths
available in this event.

Some of them have added documents/video to
their booth.

You can add these to your Swag Bag by clicking
on the bag icon and send them to yourself via
email.
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Tau and Alzheimer Disease — Mechanism of
Disease Video

Added to your swag bag
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< Swag Bag < Swag Bag

Videos Documents ‘ Q
Search by name .
{ : Send Email
- ; N Share the selected documents with your

@ Tau and Alzheimer Disease — Me... yassar@vfairs.com

Tau and Alzheimer Disease — Mechanism of
Disease Video

The documents/videos you have added —

Please enter valid comma separated emails

in the swag bag can be sent via email.

To do so, simply select the
document/video and click on send
email. (Middle Image)

Then, enter your email and click on
confirm. (Image on the right)
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