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Register for a 2026 IHCA Expo Booth
Please review the instructions below before you register for your Expo Booth. Each
booth registration includes two (2) individual booth staff. You can register those
individuals at the same time as your booth, or reach out to IHCA closer to the event
with their information. Additional Booth Staff Registration will open at a later date.

1 Open registration email from Ashley Caldwell, read through the information, and
click on the "2026 Expo Registration Button" or use this link to navigate to the
Expo registration page.

https://illinoishealthcareassociation.growthzoneapp.com/ap/Events/Register/mwFaEb6TGH3Ce
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2 On the Expo registration page, enter your email address under Your Contact
Information and click "Go."

*To get the member rate for your booth, you must be listed in our
membership database as a contact with your organization.

If you have an IHCA Info Hub account, you may log in to register, but it is not
required. The system will recognize your email address as a member.
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3 Verify that your information is correct. If the system recognizes your email
address, you will see "Membership Confirmed" at the top of the page. If you do
not see "Membership Confirmed," please contact IHCA for assistance before
continuing.

Click "Continue."
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4 On the Select Registration Options screen, indicate which type of booth you wish
to reserve by clicking the plus sign under "Quantity."

*You are only allowed to register for one booth online. To reserve multiple
booths and receive the discounted rate for the additional booths, please
register for the initial booth online and contact Ashley Caldwell directly to
arrange additional booths.

**To inquire about a discount for State agencies or not-for-profit
organizations, contact Ashley Caldwell before registering for your booth.

5 Scroll down to Attendee Registration Options. Select the number of booth
personnel you want to register with your booth.

Each booth includes two individual registrations for booth staff. When
registering for your booth, please register at least one of your booth personnel.
This can be updated later if needed.

To register two individuals, click "Continue" to move to the next screen.

If you do not want to register two booth staff, click the minus sign under
"Quantity" to select the desired number and then click "Continue."

https://mailto:acaldwell@ihca.com
https://mailto:acaldwell@ihca.com
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6 On the Registration Information screen, if your membership has been recognized,
you will see the fee total and "Discounts have been applied" at the top of the page.
If you do not see this, please reach out to IHCA for assistance.

To reserve your booth, click on the drop-down arrow for Exhibitor #1 and select
your organization.
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7 When your organization information is visible, please verify that it is correct for
your Exhibitor listing in convention materials. The Primary Contact should be the
person responsible for the booth registration.

Click on the "Exhibitor/Display Name" field and enter your company name as you
would like it to appear on your booth sign. (Limit 40 characters)

8 Before listing booth choices, please review the map of the Expo Floor to make
sure the booth numbers you are listing are the booth type you chose to reserve.
To view the map, click "Show Map."



Made with Scribe - https://scribehow.com 7

9 Under Booth Information, click on the drop-down arrow for the "Selected Booth"
field and select your 1st Choice booth.

*Only booth numbers that coincide with your selected booth type will appear in
this drop-down list.

**Your 1st Choice Booth is not a guarantee. IHCA will do our best to assign
you to one of your top choices. You will receive a confirmation email with
your booth assignment and other important event details closer to the
event date.
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10 If you have any additional information you would like to provide about your
registration, please enter it in the "Comments & Questions" field.

11 Enter the number of your 2nd Choice Booth in the 2nd Choice Booth field.

*This is a simple text field, so it does not filter booth numbers by type. Please
enter your selection carefully.
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12 Enter the number of your 3rd Choice Booth in the "3rd Choice Booth" field.

*This is a simple text field, so it does not filter booth numbers by type. Please
enter your selection carefully.

13 Select your Product/Service Categories for your Exhibitor Listings. Click on the
drop-down arrow and select your category from the list. There are two fields to
select categories. These are optional, but will be listed in your Exhibitor Listings on
the mobile app and in the Exhibitor Guide.
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14 Under "Competitor Companies," click in the field and list any companies you do
not want to be located next to. We will do our best to take these into account and
not place any competitor companies directly next to or across from each other.

15 Last year, IHCA added the Expo VIP Pass. All attendees will receive an Expo VIP
Pass in their materials, which will list all exhibitors with a space for exhibitors to
initial next to their company name.

If you do not want to participate in the Expo VIP Pass, check the box to Opt
Out.
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Note: New for this year! You can register the two (2) booth personnel included
with your booth when you submit the registration. IHCA recommends that you
register at least your Primary Contact (the contact listed in all event materials)
when you submit your booth reservation. If you have any changes to your booth
staff after you have submitted your registration, reach out to Ashley Caldwell at
acaldwell@ihca.com.

16 Register your booth personnel. Scroll down to the Attendee - Exhibitor Booth
Personnel section. Click on the drop-down arrow to select an organization contact
that is already in our system. Most of the contact information will automatically
populate. Be sure to add the individual's title in the "Title" field if you would like it
to appear on their name badge.

Attendees can be entered in any order. The "Primary Exhibitor Contact" box in the
top right corner must be checked to designate the Primary Contact for the Expo.

https://mailto:acaldwell@ihca.com
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17 To register an individual who is not in our system, select the "< Someone else >"
option from the drop-down menu and then enter the individual's information in
the Attendee fields.

18 Once your booth staff information has been entered, click "Continue".
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19 Review the Exhibitor Regulations and click the box indicating that you accept the
Terms and Conditions.

20 To enter the Promo Code for your Free Standard Booth that is included in your
membership, click the plus sign next to “Enter Promo Code.”
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21 When the Promo Code field appears, enter the promo code found in the
Registration email. Then click “Apply.”

22 Click on the drop-down arrow and select the appropriate billing contact.
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23 To pay by Credit Card, click the box under "Pay." Enter payment information.

24 Scroll down and click "Pay Now" to submit your payment.
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25 To pay by Invoice, click the "Pay by Invoice" box. Check the reCAPTCHA box and
click "Submit."

26 You will receive a confirmation email from the registration system once your
registration is complete. If you opt to pay by invoice, an invoice will be emailed to
you within 3 business days. You will receive another confirmation email from
Ashley Caldwell when your booth has been officially assigned.


