MYS CHAT
DIRECTIONS FOR EXHIBITORS
MYS Chat is an easy way for attendees to connect with exhibitor contacts in real-time. My
Show Planner users can chat with exhibitor contacts using the one-to-one chat function
through online contacts listed on an exhibitor listing, or through the chat interface within the
planner dashboard. As an exhibitor, you can field and respond to these messages through your
My Show Planner account.
Follow the directions below to access the chat feature and maximize your networking
experience.

Getting Started
1.

All exhibitors must be listed as an Online Contact and create a My Show Planner account
to access the chat feature. Visit the My Show Planner home page and click the Create Your
My Show Account button to create an account.

2. When creating your planner, be sure use the same email you used for your Online Contact
entry in the exhibitor dashboard so the system will recognize your information. Select Yes
under the Allow attendees to reach out to me via Chat when I am logged into my planner
field.

3. If you would also like to communicate with other exhibitors, select Yes under the Share my
info with exhibitors I add to my Planner field.
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4. After logging in, you will automatically receive an email to verify your email address.
You must complete this step to access the chat feature.

How to Chat
As an exhibitor, you can chat with both attendees and other exhibitors just so long as you
have selected Yes for the options mentioned in previous steps.

Chatting With Attendees
1.

Click the My Chat tab located to the right of your name at the top of your planner home
page.

2. Keep in mind an attendee must reach out to you first in order to participate in a chat with
them. When an attendee sends you a message, you will see it appear in your Messages tab.
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3. To respond to and chat with an attendee, enter your message into the text box provided
and click the enter/return button your keyboard or the Send Message button on the
screen. Once an attendee reaches out to you, you can start a chat with that attendee at
any time.

Chatting With Other Exhibitors
1.

Select the Browse Contacts tab and filter by Available Now. This will display all exhibitor
contacts currently available for live online chat.

2. Click the Chat button next to a contact to open a chat window. Enter your message in
the text box provided and hit the enter/return button on your keyboard or click the Send
Message button on the screen to start your chat.
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3. As you browse the online directory and click into exhibitor listings, navigate to the
Online Contacts section of the listing. Any contacts currently live and available to chat
will have the green Available tag along with the chat button displaying.

4. Click the Chat button to open a chat window onscreen. Enter your message in the
text box provided and hit the enter/return button on your keyboard or click the Send
Message button on the screen to initiate your chat.

Chat Tips
Here are some tips to maximize your experience using the MYS Chat:
•
•

•

•
•
•

Use the chat to network with attendees, answer questions, set up demos, complete sales,
and to chat with other exhibitors.
Don’t forget to save exhibitor contacts to your My Show Planner! These contacts will be
saved under the My Saved Contacts section of your Browse Contacts tab so you can easily
access them and see their online status.
As you are browsing the online directory, a notification will appear at the top of your
screen if you have unread messages. Click View Messages to redirect to the chat home
page or select Close to view new messages at a later time.
All chat history will be saved in the Archived tab so you can access important information
previously exchanged at any time.
Use the Filter and Sort options in your Browse Contacts tab to make locating specific
contacts easy.
If an exhibitor contact is not available, you can send them an email message by selecting
the Email option.
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