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Update your NATPE ’10 Show Guide  listing today. Any updates after December 10, 
2009 will be reflected online only, but not in the printed Show Guide . 

         
 

         
 

 
Begin at www.natpe.org  

 
If you are already logged 
in, your name will appear 
here and you can skip 
this step. 
 
Otherwise, enter your e-
mail address and 
password, click “GO”. 
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Once you are logged in 
(and your name appears 
in this box) click “Manage 
Account” to proceed. 
 

 
Click “Edit Show Guide 
Listing” 
 
If you don’t see the “NATPE 
Show Guide/Exhibitor 
Directory” section here, you 
are not authorized to make 
changes. If you don’t know 
who your assigned Show 
Guide editor is, contact your 
NATPE sales rep, or 
Marketing Assistant Shayna 
Marks at 310.857.1615 or 
marketing@natpe.org. 
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Step 1 : Edit Company 
Information 
 
These fields are 
automatically generated 
using the company 
information on your 
exhibition contract. 
 
Any changes made to 
these fields will be 
reflected in your online 
listing as well as the 
printed Show Guide 
(printed Show Guide 
will reflect changes 
made prior to Dec 10). 
 

 
Be sure to select 
one of the 3 “Listing 
Type” options. 
 
THIS IS 
REQUIRED. 

 
Add your Company 
Description. You are 
allowed 900 characters 
-- the counter will keep 
track for you! 

Click “SAVE and 
CONTINUE” 
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Step 2 : Edit Key 
Executives 
 
Enter first name, last 
name, and title (max 
100 characters for 
title field) for 
executives attending 
NATPE 2010. 
 
Remember : Adding 
names here DOES 
NOT register them 
for NATPE 2010. 
 

Note the “Listing 
Sequence” column on the 
left. Names will appear in 
ascending order (in our 
example, Rick Feldman -- 
listing sequence #1 -- 
would appear first, 
followed by Beth Braen). 
To re-order the executive 
listing, simply change the 
Listing Sequence 
numbers. Be sure not to 
repeat or skip numbers. 
 

 
When you’ve 
listed all the 
executives (up 
to 20)*, click 
“SAVE and 
CONTINUE” 
at the bottom 
of the screen. 

*NOTE: Up to 20 
Executives may be 
listed for FREE. You 
may purchase 
additional listings from 
the NATPE Store by 
choosing the 
Additional Executive 
Listing option. 
 
Once the sale is 
complete, please 
allow one business 
day for processing 
before entering the 
additional names. 
 
You can SAVE and 
CONTINUE what you 
have already listed. 
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If you selected the 1st 
option (Program 
Distributor) for Listing 
Type in “Step 1”, go to 
the next page (6) and 
continue with “Step 
3A.” 

If you selected the 
2nd option (Products 
& Services) for 
Listing Type in” Step 
1”, skip down to 
page 8 for your 
“Step 3B.” 
 

If you selected the 
3rd option (None) for 
Listing Type in “Step 
1”, you don’t have a 
“Step 3”. Skip down 
to page 10. 
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Step 3A: Program Listings  
 
You can edit programs or add 
programs from this screen. 
 
To edit an existing program, 
click on the program’s name. 
 
To add a program, click “ADD 
ANOTHER PROGRAM”-- You 
can enter up to 10 programs. 
 

 
NOTE: This “Step 3” is ONLY for those who have selected the 1st option 
(Program Distributor ) for Listing Type in “Step 1”. If you’ve selected 
option 2, skip these 3 pages and look for your “Step 3”. 
 

Add Program Listing 
 
Enter the information for 
your program on this 
screen. 
 
Be sure to select a 
Program Type and Genre 
-- programs without both 
type and genre will not 
be listed. Also, be sure to 
complete fields for 
number of episodes and 
duration of episodes. 
 
Click “SAVE” when 
finished. 
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The program you 
added will now 
appear on the 
Program Listings 
screen. Program 
titles appear in 
Alphabetical order 
by program type, 
then program genre. 
 

 
Once you’re satisfied with your 
program listings (up to 10)*, 
click “FINISH” at the bottom of 
the screen. 
 

 
*NOTE: Up to 10 
Programs may be listed 
for FREE. You may 
purchase additional 
listings from the NATPE 
Store by choosing the 
Additional Program 
Listing option. 
 
Once the sale is 
complete, please allow 
one business day for 
processing before 
entering the additional 
program listings. 
 
You can SAVE and 
CONTINUE what you 
have already listed. 
 

If you need to go 
back and edit the 
program information, 
click on the program 
title. To delete a 
program, check the 
“Delete” box. 
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NOTE: This “Step 3” is ONLY for those who have selected the 2nd option 
(Products & Services ) for Listing Type in “Step 1”. If you’ve selected 
option 3, you have no “Step 3”. Skip down to page 10. 
  

Step 3B: Product/Service Listings  
 
You can edit or add product/service from this screen. To edit an 
existing product/service, click on its name. 
 
To add a product/service, click “ADD ANOTHER 
PRODUCT/SERVICE”. You can enter up to 10 products/services. 
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Select the type of 
your product/service 
and describe it in 
150 characters. The 
counter will keep 
track of your 
character count. 
 
Click “SAVE” when 
finished. 
 

Once you’re 
satisfied with your 
product/service 
listings (up to 10)*, 
click "FINISH” at 
the bottom of the 
screen. 
 

 
*NOTE: Up to 10 Products/Services may be listed for FREE. You may 
purchase additional listings from the NATPE Store by choosing the 
Additional Product/Service Listing option. 
 
Once the sale is complete, please allow one business day for processing 
before entering the additional products/services listings. 
 
You can SAVE and CONTINUE what you have already listed. 
 



NATPE ’10 Show Guide Listing Tutorial 
 

PAGE 10 

 
 

 
 

Now you can 
View Your 
Listing,  
Check your 
Company 
Information, 
etc. 

And your Program OR 
Product/Service 
Listings. (If applicable) 
 

 
And your 
Executive Listings. 
 
 

You have 
successfully 
completed your 
listing. Print this 
page for your 
records. 
 
A confirmation will 
be emailed to you 
shortly. 
 

If you’re happy with 
everything, give 
yourself a pat on the 
back -- you’re done! 
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If you find a mistake or just want to 
tweak your listing a little more, you 
can click “edit your listing” at the top 
of the screen. 
Remember, you can update your 
listing for the printed version of the 
Show Guide at any time prior to 
Thursday, December 10, 2009 . 
 
Edits made after this date will be 
reflected online only, but not in the 
printed Show Guide . 
 
If you have any trouble, contact your 
NATPE sales rep or Marketing 
Assistant Shayna Marks at 
310.857.1615 or 
marketing@natpe.org.  
 

 
See you in Las Vegas! 
 
 


