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Logging In and 
Home Page

You should receive a 
welcome email with login 
instructions within 1-2 
business days after 
registering for the 
conference with the event
organizer. 

If this is your first time using 
One-on-One, set your 
password using the link in 
the welcome email. 

Otherwise, you 
may re-use your 
previous password, 
or click here 
to reset your 
password.

Menu

Search Bar

The above home page 
design includes the 
Partnering Feed, 
which contains the 
overall conference 
Agenda and other  
special listings. Your 
conference may use 
the simplified home 
page, as shown here.

Partnering 
updates, links 
to tutorials, 
help & support

Your meeting 
metrics for the 
conference

Edit your profile 
or log out

View your bookmarks
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Company Profile

Click to upload 
your current 
company logo

Access 
delegate 
profiles

Clearly outline your 
company’s offerings, assets, 
licensing objectives, and 
intentions for the conference. 
Include your  therapeutic 
areas of interest, financials, 
and location information.

Your company profile is automatically 
published to maximize your visibility.

The company profile is your key to being found by potential partners. Create a robust profile 
to enhance your ROI. The profile may be pre-populated with data from the last One-on-One 
conference you participated in. Be sure to update the content as needed. 

Upload pitch decks, 
presentations, 
YouTube videos, 
and other content.
They can all be 
linked to meeting 
requests as needed.

Add market 
products and 
services if 
applicable.

The Brief 
Description will 
be directly visible 
in search results

None of the fields are required, 
but all profile information is 
searchable, so the more you add, 
the more you’ll come up in 
search results.

Partnering Support: support@inova-event.com
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Delegate Profile & Notification Preferences

Fill in as many 
fields as possible,  
especially your Job 
Title, Professional 
Background, and 
Area(s) of Expertise

Your delegate profile is 
automatically published to 
maximize your visibility.

Upload your 
headshot

For virtual or hybrid 
events, select your 
location (attendance  
type). If attending virtually, 
select your time zone.

Delegate Contact Information entered here 
is only visible to companies with whom you 
share it in the Message Center

TIP: Click here to CC an 
additional recipient for 
your notifications, such as 
an assistant or a colleague 
helping to manage your 
meeting activity.

Click “Access conference notifications preferences” to 
tailor your settings and receive just the right system alerts

Partnering Support: support@inova-event.com
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Calendar

Remember to update 
your calendar for each 
day of the event

Click here to select from  
presentation tracks and 
add panels, keynotes, 
receptions, and other 
programming to your 
calendar

For onsite days, update 
your availability by clicking 
“Change availability,” 
clicking the relevant time 
slots to block them, then 
clicking the green Save 
button. 

Dark blue indicates a scheduled 
partnering meeting. “Join” 
indicates a link to a virtual 
location. Click on any meeting to 
view the profile of the company 
you’ll be meeting with.

Click the dropdown to 
view your colleagues’ 
calendars and 
availability

Your calendar is marked as Available by default. Meetings are scheduled based on 
when you and the other meeting participants are available, so make sure your 
availability is up to date by blocking out time and removing blockers as needed. 

Add personal 
events to carve out 
time for breaks or 
other engagements

TIP: On virtual days, 
update your availability 
by clicking here

Partnering Support: support@inova-event.com
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Search

Use Advanced Search to 
apply multiple specific  criteria 
such as Company Type, 
Therapeutic Area, Public / Private, 
or Location.

Export search 
results

Filter for 
investors

New companies and delegates can join the conference at any time, so check the Search page regularly. 
Save time by creating Saved Searches to find the latest companies that fit your criteria. Search criteria 
are applied across all object types: Companies, Delegates, Assets, Market Products, and Services.

Partnering Support: support@inova-event.com

Click New Request to 
send a meeting request 
to an  identified target

Not ready to 
request a 
meeting? Click 
the star to add 
the company 
to your 
Bookmarks list 
and revisit 
them later.

Click a company’s 
name to view its 
profile, registered 
delegates, and your 
meeting history with 
them
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Meeting 
Requests SENDING A REQUEST:

1. Click New Request at the top 
of the screen or the New 
Request button to the right of 
a search result.
2. Enter the name of the 
company, if not pre-filled.
3. Add a subject and message.
4. Optional: Add a linked 
resources from your profile 
and/or meeting participants 
from your company.
5. Click Send Request.

TIPS: Always tailor your meeting request message to 
the specific recipient and provide them with key 
information about your company. 

A clear subject line or a very short pitch of the 
meeting purpose can help your meeting request 
stand out.

Meeting requests are sent 
company-to-company, not 
between individual delegates. 
The receiving company will 
determine which of their 
delegates will attend the 
meeting, should they accept 
your request. 

Only once a request is 
Accepted can the meeting 
itself be scheduled. 

RESPONDNIG TO A 
REQUEST:
-- When Accepting a 
request, remember to 
update Participants with 
the delegates from your 
company.
--When declining a 
request, you can add a 
reason in the Your 
Message field before 
clicking Decline. 

Actions on meeting requests trigger 
notifications to the delegates of that 
company. 

When meetings are scheduled, the 
partnering system will also send an ical 
file for your calendar (Outlook, Google 
calendar, etc).

You can add a 
Targeted Delegate 
to indicate who 
from the other 
company you prefer 
to meet with.
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Message Center Here you can view, filter, respond to, and manage your company’s meeting requests. All 
delegates from the same company can view and update all their company’s requests. 

Filter the list by unread messages, 
incoming or outgoing requests, and 
status. Click Advanced Filters to filter 
by meeting participants, targeted 
delegates, and other parameters.

Meeting Requests that are Accepted or 
Pending Reschedule, but with no timeslot 
available in all the participants’ calendars, will 
be marked with this red tag. If you see this tag, 
go to your calendar and mark as many 
additional time slots as Available as you can.

Export requests 
to Excel

Partnering Support: support@inova-event.com

If a meeting time or date no 
longer work for you, click 
“Request Reschedule”

Click Edit to select 
your meeting 
participants

TIP: For delegates 
with really busy
schedules, add them 
to the meeting as 
Optional

Click “Reply 
Only” to send 
the other 
company a 
quick question 
or follow-up 
on an existing 
request.

Check the meeting request  
status, date, location and/or 
Zoom link. The meeting time is 
in the conference time zone.
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At the Conference—and Afterwards

Just before the 
conference, install the 
One-On-One 
Partnering mobile app 
on your mobile device. 
Use it to view your 
partnering calendar, 
check out the profiles 
of companies before 
meeting with them, 
and message those 
delegates if you’re 
running late. 

During the conference, Partnering Support will respond to 
your meeting reschedule requests. If a meeting cannot be 
rescheduled due to a lack of mutual availability and you’re 
unable to make more time slots available on your calendar, 
please cancel the meeting to free up the current time slot on 
all attendees’ calendars. 

Partnering Support: support@inova-event.com

After the event, you can download your full 
company calendar to Excel, then organize 
your follow-ups. 

Your event organizer will let you know when 
the system won’t be available anymore, but 
generally you can access your meetings for 
up to 1 year after the conference ends.

If your meeting cannot be 
rescheduled or doesn’t happen 
for some other reason, click here 
to share your contact information. 
(only you and the other company 
will have access to this 
information). Then, use Reply 
Only to suggest a follow-up call 
after the event is over. 



Thank you

London | Lyon | New York | Sheffield | Tokyo

Partnering Support: support@inova-event.com
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