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Select “Log In” on top left corner.

New window will populate to    
“Log In” or to “Create an Account”

LOG IN PROCESS
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If a new user account is needed, select “Don’t 
Have an Account? Create One Here” link.

New window will populate to establish a new 
account.

ACCOUNT CREATION
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Once existing Expresso users are logged in, a 
new window will populate asking an 
exhibitor to associate their account to their 
booth.

Can associate an account by Company 
Name, Booth Number or GES Customer 
Number. 

Once one of the above is provided, a new 
window will populate to select the booth.

(Example- Booth #A and exhibitor name 
is GES Test 1)

LOG IN PROCESS
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After the account is associated to a 
booth, the user selects if they are an 
Exhibitor or a Third Party.

Once a selection is made, the user is 
routed back to the home page and 
their booth information visible at 
the top of the home page.

LOG IN PROCESS
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Users with multiple booths can easily order for all booths at once by adding booths to 
their account.

Select the drop down arrow located on the account header. A new menu below it will 
populate “Add a New Booth/Responsible Party. Repeat the steps from slide 5-6 to add in 
additional booths to the account.

LOG IN PROCESS



10© 2014 Global Experience Specialists, Inc. (GES)

Deadline for exhibitors to 
select their option for 
booth package furniture or 
to opt out of items is July 
30, 2018.

Users can make their 
selection on Expresso by 
selecting “Booth Selection 
or Opt Out” link on the 
home menu or select the 
“Booth Package Selection” 
menu at the table of 
contents page.

BOOTH PACKAGE SELECTION



11© 2014 Global Experience Specialists, Inc. (GES)

Prior to making their furniture and 
accessory selection, users will come across 
the following:
• Package rendering
• Link for additional renderings
• Standard working space details
• Important information such as:

• Defaults for corner walls
• Accessory changes

BOOTH PACKAGE SELECTION
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Users will indicate if they are making their first 
request by selecting “New Order” or select 
“Revision”.

Because users are logged in to access this 
page, it will automatically advise the quantity 
of furniture a booth receives based on their 
size.

Users are only allowed to apply the max. 
number that comes with the booth. Additional 
items must be placed from the Furniture 
menu.

If users select to opt out of all their furniture 
items, leave the quantity as “0” for all items or 
check off “No, will not be utilizing furniture”.

BOOTH PACKAGE SELECTION
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Exhibitors can indicate on the same form if they 
wish to opt-out of the booth package carpet 
and track lights.

Before submitting their form, users are 
provided suggestions for customizing their 
booth, such as Light Box graphics, Graphic 
Banners and Column Wraps.

Once selections are made, users can submit 
their form and will be provided with a 
confirmation via email within 24 hrs.

BOOTH PACKAGE SELECTION
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IMPORTANT DATES

Available directly on the 
home page

Feature available for adding 
important dates to digital 
calendar. The link for 
synchronizing the information 
is located at the bottom of 
the “Important Dates and 
Deadlines” page.
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SHOW DÉCOR RULES PAGE
Available for download under each show menu tab
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EXCLUSIVE VENDORS

Available from the menu on the home 
page under “Exclusive Vendors” tab

Each link provides direct contact 
information for the vendor and a rate 
guide (when available)
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TARGET MOVE-IN / MOVE-OUT

All inbound & outbound exhibit 
material and equipment is 

specifically targeted by booth 
number. Target assignments are 
intended for general planning 

purposes. 

Target information, including maps, 
is available under the “Target Maps 
and Targeted Freight Information” 

tab.
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MATERIAL HANDLING
Users can locate highly important information regarding material handling, such as 

drayage rates, special handling, show vendor shipments and more under the 
“Shipping, Drayage and Material Handling” tab.
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Rate information for material handling 
and other services, such as cartload 

service, is available under the “Material 
Handling/Drayage Services” tab.

MATERIAL HANDLING
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MATERIAL HANDLING
Additional helpful information is available 
under the “Information about Material 
Handling/Drayage” page.

Users can easily click the drop down options 
under the menu to learn more information
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CLEAN FLOOR POLICY

Information regarding the dates, times 
and empty storage sticker process is 
available on this page.
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SPECIAL HANDLING

Save money by avoiding special 
handling surcharges. 
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All graphic relation options are available under the “Graphics” menu

GRAPHICS
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Users are provided with step by step instructions 
for placing their graphic order online

GRAPHICS
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GRAPHICS
At the bottom of the “Interior Wall Graphics / Light Box” 
page, users will find their options for ordering GES Graphics 

Options Include:
• Upgraded Graphic Fabric Inserts
• Interior Wall Hanging Fabric Banners
• Branding Wall- Light Box
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GRAPHICS

When selecting a graphic option, users are 
provided with important information, such as:
• Measurements for the panel
• Requirements for placement instructions
• A note advising any changes in placement 

of graphics after installations is subject to 
billable labor

Once the quantity and graphic files are 
provided, users can add it to their shopping 
cart by selecting “Add to Booth”
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GES offers exhibitors a solution for ensuring 
exhibitor provided graphics are properly 
installed in the booth with Graphic Banner 
Install/Dismantle Labor

Users are provided with vital information, 
such as:
• What is required to obtain the discount 

rate
• How graphic panel(s) should be provided
• Labels and shipping information for 

sending the graphic panel(s) to the 
advance warehouse.

GRAPHICS



28© 2014 Global Experience Specialists, Inc. (GES)

To place the order or to see 
additional details regarding 
the item, such as 
measurements, users would 
need to click on the item of 
interest.

Users can also filter out their 
needs with the new menu 
options

SUPPLEMENTAL FURNITURE
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When selecting an item, a full array of 
details are available regarding the item, 
such as this example for a Distinct 
Shelving Unit.

Users can submit their quantity for the 
item and provide special instructions, 
such as placement.

Select “Add to Booth” to add it to your 
shopping cart. A message will pop up to 
confirm item was added to the cart.

SUPPLEMENTAL FURNITURE
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When checking out, users will go through a 5 step check out process.

Step 1
• Review and confirm items within the shopping cart.
• If orders appear correct, proceed to Step 2 by selecting “Next: Company Information”

CHECK OUT PROCESS- STEP 1
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Step 2
Confirm Company Information
• Company Name, Address and Showsite Contact
• If information is correct, proceed by selecting “Notice of Intent to Hire an EAC”

CHECK OUT PROCESS- STEP 2
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Step 3
Confirm if you plan to use an EAC (Exhibitor Appointed Contractor)
• After selection is made, proceed by selecting “Payment”

CHECK OUT PROCESS- STEP 3
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Step 4
Provide Payment Information
• Provide standard billing information
• Confirm method for payment

Proceed with selecting “Order Summary”

Step 5
Order Summary with confirmation 
number is provided.

CHECK OUT PROCESS- STEP 4&5
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GES representatives are available to assist through 
the following methods:
• Phone

• Dedicated MAGIC Phone Line                                            
(800) 801-7648

• General National Service Center                       
(800) 475-2098 or (702) 515-5970

• Email
• MAGICConcierge@ges.com
• NationalServicenter@ges.com

• Chat

CONTACT GES

mailto:MAGICConcierge@ges.com
mailto:NationalServicenter@ges.com
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QUESTIONS
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