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Alexander Graham Bell

Before anything else, preparation is the 

key to success.
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Login

• IMTS.com/ekit
• Primary Contacts 

enter address & 
receive email to set 
password

• Primary can 
add/remove other 
users

• If managing multiple 
exhibitors, you can 
switch through your 
profile at the top right
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Home Page

• Custom to your 
company

• Notifications
• Widgets
• Search
• Navigation

• Checklist
• Resources
• Users
• Leads
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Checklist

• Action Required - Items with a Due Date
• Specific to your company
• Be a power user

• How to search
• Hide what you don’t need (and be able to find it again)
• Add Notes to any Item
• Add your own items to your checklist
• Sign up for email reminders sent to anyone

IMTS Exhibitor Workshop | PowerPoint Template



7

Search

• Open Search
• Filter by Category
• Check the box if 

completed
• Filter by Status
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Hide

• Hide Items not 
needed

• Once Hidden must 
choose Hidden Filter

• Can show again

IMTS Exhibitor Workshop | Inside the e-Kit



9

Notes

• Add/Edit Notes to 
any Item
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Custom

• Add any items to 
your checklist
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Reminders

• Email 5 days before 
the due date

• Add up to 5 
addresses to email
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Resources

• Information & 
Documents

• Can sort by title or 
published date

• Search top right
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Users

• Primary Contact 
controls all users

• Quickly add from 
existing contacts or 
new

• Email sent to new 
users automatically

• You are responsible 
for removing access 
for anyone you add
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Leads

• Online planner users 
that have opted to 
share their 
information
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Next Steps

• Login now to create your password
• Grant access to additional users to e-Kit
• Review & Your Company Profile
• Add Accounting, Onsite, Marketing, Sales Contacts in your 

Profile
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Questions?
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