
Exhibitor Lead Tracker 
Dashboard 

Stand Coordinator User Guide 



Stand Coordinator Confirmation 
Email 

Click on this unique auto 
login link
to access the exhibitor 
lead tracker 
dashboard. 

You can find your 
unique pin here 
for the Fine Food 
app. This will 
allow you to 
scan leads via 
the app. 



Exhibitor Lead Tracker Dashboard 

Welcome to the Exhibitor 
Lead Tracker Dashboard 
homepage.

Now that you are here, you 
can click ‘Manage your 
Team’ to register staff 
working on your stand. 



Manage your Team – Staff Registration 

Under Manage your team, you can 
register staff working on your stand. 

You do NOT need to register yourself as 
you are the stand coordinator and we 
have registered you. 

All you need to do is select ‘ADD’ in the 
list and complete the registration form for 
each exhibitor working on your stand.  

Anyone you register will then receive a 
confirmation email that they have been 
registered as well as a Fine Food app pin 
to scan leads. They can use this 
confirmation email to collect their 
exhibitor badge onsite from the 
Registration Desk. 



Lead Management 
Click on the Lead Management Tab 
and then scroll down to Add 
Suggested Questions. 

➢ ‘Add Suggested question’ gives a 
list of pre – generated questions.

➢ You can select any question that 
is relevant to your company and 
select add 

➢ You can click ‘Add New Question’ 
if you wish to customise your own 
questions and answers. Custom 
questions will be displayed on the 
dashboard. 

→ User Tip : Ask 2 or 3 quality 
questions and add a comments 
box for notes about your lead. 

→ Please note, once you scan a lead 
onsite (QR code on visitor badge) 
via the app, the questions you 
have set up on this dashboard will 
come up and you can input the 
visitors' answers and click 
submit. 



Auto thank you email 

Auto Thank you Email 

You can find this next to ‘Questions’. 

All scanned and confirmed leads will 
be sent an Auto Thank you email. 

➢ Add a from name
➢ Add a from email
➢ Add a subject line
➢ Add the email copy 
➢ Select Save 



Export your leads 

➢ Click on the Lead Management tool
➢ Select ‘Current Leads’ 
➢ An excel will be generated by 

clicking on the Export button at the 
bottom of the page. 

➢ Please note, only the stand
coordinator can export leads and
this must be done via a desktop
computer. 
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