
 

 

Follow these Simple Instructions to update your Company 

Information! 
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Step 1:  Go to http://IVE12.exh.mapyourshow.com and enter your Exhibitor ID, 

Password and Name. 

 
 

 

 

 

 

 

 

 

 

TIP: Your Exhibitor ID and Password can be found in the Directory 

Notification e-mail you received. It does not matter what name you 

enter, it is just for your personal reference. If you don’t have the 

original e-mail, you can request your log in information by e-mailing 

Felicia Grosso at fgrosso@reedexpo.com. 



Step 2:  To edit your Company Information, click the blue “Edit” link next to 

“Listing Information”. 

 
 

 

 

 

 

 

 

 

 

 

TIP: You can also select which portion of your Toolkit you would like to 

update by rolling over “Company Information” in the green menu bar at 

the top of the page and selecting “Listing Info” from the drop down menu 

that appears. 



Step 3:  You are now on your main page. If your Company Information is correct, 

you can click the “Approve Data” button at the top of the  screen (If so, skip 

ahead to STEP 5) OR if you would like to edit your information you can click the 

blue “Edit Information” link at the bottom of the Company Information area. 

 
 

 



Step 4:  Fill in your Company Information. Be sure to click “Update” at the 

bottom of the screen when done. 

 
 

 

 

 

 

Step 5: To add or remove Product Categories, click the blue “edit” link  next to 

“Product Categories” on the main page. 
 

 

 

 

 

 

TIP: Red indicates required fields. You must complete the required fields or 

you will not be able to save your information. 
 

Note: If you are on the Edit Company Information page, you can click the 

link, on the top, to go back to your company listing 

page to add/edit categories for your company. 

 



Click on the “Edit Information” next to Product Categories on your main 

company listing page: 

 
 

This will bring you to a page where you can select categories. Check the boxes 

next to the categories to select them. Uncheck to unselect categories that you 

want to remove. When you are done, scroll down to the bottom of the page and 

click the “Save Selection” button:  

 

 

 
 

Step 6: To add Show Specials, click the blue “Click Here” link under “Show 

Specials” on the main Company Information page. It is directly under the Product 

Categories area. 



 

 

Step 7:  Select the Category your Show Special falls under from the drop down 

menu. 

 
 

 

Tip: You can also go right to Show Specials from the green menu on the top of 

the page under Company Information.   

 
 



Step 8:  Fill in the title of your Show Special under “Show Special”, then fill in the 

Description of your Show Special under “Description”. When you are finished, 

click the “add” button, underneath the description. You can also upload an 

image for your show special using the “browse” button next to “image”. 

 
 

 

 

 

 

 

 

Step 9:  To upload a Press Release go to the top of the main page and select 

“Press Releases” in the drop-down menu under “Company Information”. 

 
 

 

 

TIP: The Description has a 500 character limit, including spaces and 

punctuation. Avoid using all capital letters and be sure to check spelling 

and grammar before submitting. 
 



 

 

 

Step 10:  Type in all of the information requested. Only Date, Title and the File 

are required. When you are done, click “Add Press Release. 

 
 

STEP 11:  Before you log out, please make sure to check your recent changes to 

ensure everything has updated properly.   

 

To ensure that your changes are submitted, make sure to click the Approved 

Data button. 

 
 

For questions regarding the exhibitor toolkit, contact Felicia Grosso at 

fgrosso@reedexpo.com. 

 


