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How to: Register Booth Staff

Exhibitors must register all persons working in the booth. 

Complimentary passes are for exhibit staff working in the booth, not guests of exhibitors. Com-
plimentary registration passes are included as noted below: 

Complimentary Exhibits & Networking Events Registrations 
Four free Exhibits passes will be provided for each 10 x 10 space purchased. 

Complimentary Full Registrations 
Exhibiting companies will also receive one free Full Seminars and Exhibits Registrations for 
each 10 x 10 space: 

	 1 10 x 10 Exhibit Space – 1 Free Full Seminars and Exhibits Registration 
 	 2 10 x 10 Exhibit Spaces – 2 Free Full Seminars and Exhibits Registrations 
	 3 10 x 10 Exhibit Spaces – 3 Free Full Seminars and Exhibits Registrations, etc.

The deadline for advanced registration ends April 6th. Any registations needed after April 6th, 
will need to register onsite.

1	 Navigate to https://cheeseexpo.org/

Follow these steps to register booth staff.
For any questions or edits to registrations, please contact events@wischeesemakers.org.
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2	 Hover over the “Exhibitor” tab on the top menu bar. Click “Exhibitor Service Center”. 

3	 Enter your Booth Number and Password within the “Please Sign In” section. Your 
	 password can be found in the CheeseExpo Booth Confirmation email you received from 	
	 ‘events@wischeesemakers.org’. Once your information is entered, select “Sign In”.

	  
Note: If you need the password to be resent, please contact events@wischeesemakers.org.
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4	 Once logged in, click “Register Booth Staff Here”. 

5	 To begin a registration, click “Start”.
This page outlines:

•	 Complimentary passes remaining.
•	 A registration roster of currently completed registrations (located at the very bottom 

of the page. If no registration roster is listed, no registrations have been completed 
for your company. 



4

How to: Register Booth Staff

6	 Enter all required information.
	 Notes: 

•	 This information is for the individual who will be using the pass.
•	 If someone else would like to recieve the confirmation email which includes the 		

receipt of the purchase, add their email into the “If desired, send CC” section. 

7	 Click “Continue”.
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8	 Select the preferred registration type.

The complimentary passes are 
listed first.Under this section, 
the amount of complimentary 
passes available is listed.

Once you use all of your 
complimentary passes, you 
are able to purchase additional 
passes in this section. 

You may add on additional 
events that are not included in 
the above registration pass.
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9	 Once selections are finalized, click “Continue”.

10	 If more registrations are needed, select  “Add Additional Booth Staff”. Repeat steps 6-9.
	 Note: If more than one registration is purchased, the first person registered will 
	 receive the overall confirmation for everyone. Each individual will recieve their own 
	 confirmation email. 
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11	 On the next page, review and confirm all registrations are accurate. 
If needed, delete a registration using the trash bin icon or click on the person icon to 
make edits.

12	 Once all registrations have been completed, click “Continue”.
	



8

How to: Register Booth Staff

12	 On the confirmation page you will find: 
•	 Payment: Add payment and billing information if necessary. If no payment is  

needed, you will NOT see a payment section but instead a note of a $0 balance.
•	 Confirmation Email: Next, confirm confirmation email address and add in an. 

“Assistant’s Email Address” if applicable.
•	 Terms & Conditions: Lastly, read through the Terms & Conditions section and 

check both required boxes.
 
Once the above is complete, click “Complete Submission”.

Reminder: The deadline for advanced registration ends April 6th. Any registations or  
registration edits needed after April 6th, will need to register onsite.	

Questions? If you have any questions or need to make an edit to a registration, please contact 
events@wischeesemakers.org.


