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To access the reserved area, log in via the Homepage of 
https://www.salonemilano.it/, by clicking on the red dot in the top 
right-hand corner.

Once you have entered your credentials, from your personal area, 
access the «reserved area» page.
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The «appointment at the stand» service provides a direct channel 
to trade visitors requesting a meeting. 
The exhibitor can create his own agenda to organize appointments 
and set up his sales team. 
The service is managed from the card under «Digital Services». 
From here it is possible to:

- Create your own team;
- Manage the agenda by creating slots;
- Check the status of appointments.
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The service is made available to professionals through an icon in 
the exhibitor catalogue, both on the Salonemilano.it website and in 
the app. 
Even if the exhibitor has not created an agenda or if there are no 
free times slot in the agenda created, the operator can request an 
appointment. 
If the exhibitor decides not to make himself available for 
appointments, the icon in the catalogue will be deactivated.
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To better manage your appointments, we recommend that you set 
up your sales team by entering the profiles of those who will be 
meeting with you.

By clicking on the «Add» button, you can create profiles containing 
information about the people who will be attending your meetings. 

Once the profiles have been created, they can be assigned to 
meeting requests. 
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From the agenda it is possible to create appointment slots, view the 
calendar with the slots created and see the requests received from 
trade operators.

To create a slot, click on the «create» button and select the date, 
start, end, slot duration and how many salespeople to assign. 
Once saved, the slot will be visible in a list divided by days. 
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Appointment settings can be changed from the agenda. 
Any exhibitor can decide whether to change the address for 
receiving requests. By default, requests are sent to the company's 
digital contact, but you can choose a dedicated address for this 
service. 

NB: it is possible to deactivate this functionality by indicating this 
intention in the address change window.
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From the agenda, it is possible to check the status of appointment 
requests. You can view:

- Received requests;
- Confirmed appointments that, once completed, can be marked 

as «check in»;
- Appointments already completed (which are displayed as 

«checked-in»).
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Each appointment request contains information about the operator, 
the reason for the appointment and allows the exhibitor to assign a 
contact person and accept or decline the appointment.
In both cases, the operator will receive an email confirming 
acceptance or rejection of the appointment. 
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This year, to make the service more effective, it can also be entirely 
managed from the app.
From the “Agenda” section, it is possible to view appointment 
requests.

The list of confirmed appointments is displayed, from which it is 
possible to view the details of the operator by clicking on the three 
dots, and to mark the appointment as “checked in”, once it has 
been completed.
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The list of appointments to confirm will show pending requests, use 
the three dots to view the operator's details and accept or decline 
the appointment request.
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To disable the function, you may remove the checkmark from 
«enable appointments».

To manage appointment slots, click on the appropriate button, and 
the exhibitor will be redirected to the Salonemilano.it website.
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For any questions or information on the service, the digital team is 
available at digital@salonemilano.it
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