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AOCS Exhibitor & Sponsor Management System 

User Guide Contents 
 

The following tutorials will help you access, and upload materials to set-
up your digital exhibitor profile for the Annual Meeting & Expo: 

 
Log-In . . . . . . . . 2 
 
Privacy Notice . . . . . . . . 3 
 
Tasks . . . . . . . . 4 

Uploads Cheat Sheet . . . . . . . . 5 

Company Details and Description . . . . . . 6 
 
Company Logo Upload . . . . . . . 8 

Brochure Upload . . . . . . . . 9 
 
Create or Update Staff Profiles . . . . . .        10  

Terms & Conditions (Product Showcase presenters only). . 14 
 
References and Resources. . . . . . . . 15 

If you have any questions or need assistance, please contact Clara Chun, 
Customer Success Manager, Partnerships at clara.chun@aocs.org. 

  

mailto:clara.chun@aocs.org
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AOCS Exhibitor & Sponsor Management System 

User Guide 
Log-In 

  

Enter your EMAIL 
address (the one your 
login credentials were 
sent to) and the 
ACCESS KEY  
that was provided in 
the email. Then click 
on the “Login” button. 
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Privacy Notice 

  

 

 
 

You must check the “I 
Consent” box and type 
your name on the line 
beneath the consent 
paragraph. When 
you’ve done that, click 
on the “Continue” 
button to go to the 
next step. 
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Tasks 
 

 

 

 

 

 

 
 

 

 

 

The information above the “TASKS” bar is 
general information regarding the event 
and should also display your own 
information under the “YOUR 
INFORMATION” section. 

You will begin your tasks using the links 
listed underneath the “TASKS” bar. 

To begin, click on the blue link entitled 
”Company Details and Description.” This 
will take you to the screen shown on 
page 6. 
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Uploads Cheat Sheet 

AOCS Exhibitor & Sponsor Management System 

Uploads Cheat Sheet 
 

The Exhibitor & Sponsor Management System allows each Annual Meeting partner to upload 
various logos and resources. 

 
Digital exhibitor profiles allow the following uploads: 

 
Type Quantity Maximum Size Acceptable file format(s) Recommendation 

Company description* 1 500 words Text 3–4 sentences 
Company logo* 1 1200x400 

horizontal 
 Note only .ai or .eps     Vector file – artwork 

that can be scaled to 
any size without loss 
of quality 

Company brochure* 1 30MB .pdf  

External links* ≤ 6 n/a URL beginning with 
https:// 

 

Staff photos* ≤ 4 400x400 .png or .jpg   1 per staff profile 

 
*AOCS suggests uploading this content at a minimum. 

 
Once you have gathered all of your inputs, please access the Exhibitor & Sponsor Management System to 
upload them where necessary. 
 
If you have any questions or need assistance, please contact Clara Chun, Customer Success Manager, Partnerships 
at clara.chun@aocs.org. 
 

 
 

  

https://www.conferenceharvester.com/harvester2expw/login.asp?EventKey=CLYKBVLK
https://www.conferenceharvester.com/harvester2expw/login.asp?EventKey=CLYKBVLK
mailto:clara.chun@aocs.org
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Company Details and Description 

 

 

 

 

 

 

 

 

Fill out all the information 
that is applicable on this 
screen. Please note, fields 
with an * are required to 
be filled in.  

This information populates 
the annual meeting 
websites 
(annualmeeting.aocs.org 
and Attendee Meeting 
Manager site) before, 
during and after the annual 
meeting.  This provides 
meeting attendees vital 
contact information to 
reach you, so please 
populate all non-social 
media fields.  Then, be sure 
and populate the social 
media address fields with 
the social media accounts 
your company utilizes. 
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Company Details and Description, cont. 

 
 

 

  

Be sure to provide a brief company 
overview here.  

Please check any and all boxes that 
apply to your company’s offerings.  
This will increase how many times you 
show up in attendee searches by 
categories. 

After marking the relevant categories, 
click on “Save and Complete Task” 
which will take you to the next task. 
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Company Logo Upload 

  

  

Click Choose File to browse.  
Upload a 1200x400 horizontal 
vector version of your logo. 
NOTE: It must be an .ai or 
.eps file 
(no other file types accepted).  

After selecting a file for 
uploading click Submit Logo  
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Brochure Upload 
 
 

 

 

  

Upload a PDF 
version of your 
brochure (up to 
30MB file size) Press 
Submit Brochure.  

Or indicate if you 
will not be uploading 
a brochure. 
 

A response is required for this task.  
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Create or Update Staff Profiles 

 

 

                   

                  

 

 

For every Representative entered, 
there are five categories to complete 
in the Profile Editor. Start with your 
own profile (your name should appear 
here) under Available Company 
Representative. 
Click on your Name followed by 
Edit.  Please note, fields with an * are 
required to be filled in.  

Profile Editor 

1. Core Data    

Cont. on next page 
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Create or Update Staff Profiles, cont. 

 

  

 

 

Continue with Profile Editor 

Please note, fields with an * are 
required to be filled in. 

• Core Data 
• Professional Info 

Cont. on next page 
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Continue with Profile Editor 

Please note, fields with an * are 
required to be filled in. 

• Biography 
• Address 
5. Photo (400 pixels wide and 400 

pixels high) 

When complete, click Save Changes. 

 

Cont. on next page 
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Create or Update Staff Profiles, cont. 
  

  

    

      

  

   

 

 

 

  

Once a Company 
Representative has been 
added they appear as 
Available Company 
Representative. Click on the 
name and indicate 
Add to List.  You will get a 
pop-up to add the Company 
Representative, click 
Yes.   

 

Now successfully added, the 
name has moved from Available 
Company Representative to 
Assigned Company 
Representative”. 

Up to three more Company 
Representatives may be added. 
Repeat the steps on pages 10-13 
for each additional representative 
starting by selecting 
Add Company Representative. 
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Product Showcase Presenters Only 
Terms & Conditions 
 

  

 

 

Product Showcase 
Presenters, please 
Review, Sign, and 
Agree 

• Please 
acknowledge 
you have 
read and 
agree to the 
Terms and 
Conditions 

• Type your 
full name. 

• Click Agree. 
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References and Resources 

  

 

 

 

  

 

  

 

 

References and Resources 
(top of Exhibitor and Sponsor 
Management System page) 

• Task Progress – tracks 
progress on your five 
tasks. 
 

• Meeting Details –
location, dates, and key 
contacts.  
 
 
 
 
 
 
 
 
 

• Technical Support – 
Exhibitor & Sponsor 
Management System 
resource for technical 
questions. 

 

 

 

 

 

• Exhibitor Success Center 
– your go-to resource for 
a successful exhibit 
including. 

o Exhibitor 
Floorplan 

o Exhibitor Success 
Center 
(annualmeeting.aocs.

org) 
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