
Hi there!

Find all the instructions to improve
your experience in the Trade winds
Mission and Business Forum Event

User Guide
Welcome to our



LOG IN
There are 2 ways to access
the platform: 

     Click on the "Log in"
Button from the Homepage
and use your credentials.

     Click on the "Access your
Dashboard" button from the
confirmation email received.

You can access the platform with the device of your preference (laptop, tablet, phone)
without downloading any app.
Just use one of our browsers supported:



WELCOME TO 
YOUR DASHBOARD

COMPLETE YOUR PROFILE: Make sure your profile is 100% complete to increase
your opportunities of scheduling a meeting. 

You can check how other participants will see you in the Directory by clicking on
"View my profile" in the right top menu. 



  Will show you the participants and
opportunities of the event. There, you can adjust
your search by using the filters at the left.

SCHEDULE A MEETING:

Click on "Request meeting" to select a date and time for a meeting.  The system
will not let you overlap meetings by letting you know if the user is already booked.

You can view details and information of the company by clicking on "View Profile".

"Let's connect" is an internal chat that will allow you to send and receive direct
messages with other participants.

 
DIRECTORY



 
INBOX

In this section, you will find all
your Let's Connect chat messages
and your meetings requests.

You can  view the profile of the sender and  click on "Reply" to open the chat and interact with the user.  



 
INBOX

Here you will also find all
your meeting requests sent
and received.

You can accept or decline the meeting request by clicking on "View Request".
You can accept  a time suggested by your counterpart or other available time for both. The system will not let you
accept 2 meetings at the same time letting you know that the time is not available.



NOTIFICATIONS
You will receive notifications for
every request received, Let's
connect chats, reminders, and
confirmation of meetings in the
platform and by email.



MY SCHEDULE
This section will show you a timeline
with all your meetings confirmed.

It includes the Room and table
where the meeting will be held.

Add your meetings to your personal
calendar (compatible with Google,

Apple, Outlook, and Yahoo).

From your schedule tab, you may also
cancel your meetings and block

specific times.



PIN YOUR SCREEN TO
YOUR BOOKMARKS

You can add your homepage to your
favorite bar by clicking "More Bookmarks"
on the Bookmark Manager.



DO YOU HAVE ANY QUESTIONS?
CONTACT US!

 
tradewinds@trade.gov


