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BIOTECHNOLOGY BUSINESS EXCHANGE  
10 OCTOBER 2007 

 
Guide to registering companies and booking meetings 

 
Introduction 
Biotechnology Business Exchange 2007 builds on the success of previous years in providing a 
partnering event focused on emergent sectors within biotechnology. This year we have expanded 
this event to include more countries and more subsectors, and upgraded the partnering website 
with our event partners, BioPartner.co.uk, to increase your chances of meeting the right partner 
companies.  
 
The site consists of a login page where you can edit your company details, and a meetings 
booking site, available to registered companies, where you can select potential business partners 
and book half-hour meetings online.  
 
 
Registration 
 
1. Enter url http://www.uklifesciences.co.uk in your browser address box, or click the BBE2007 

link from another site to open the event homepage 
2. To register, click the menu item. The registration procedure consists of 3 parts: attendee 

details, company profile and business sectors. You must fill in certain fields in order for the 
system to accept your application. These are signified by an 
asterisk *. 

3. I f your company or division is UK-based, you will be 
required to send a deposit of £100 to the organizers, 
BioPartner.co.uk Ltd, in order for your application to be 
accepted.   

 
Completing your registration.  
 
When you have entered your Business Sector details, click 
‘Finish’.  A welcome email will be sent from 
info@uklifesciences.co.uk to the email address you provided. 
Your application will be processed by our staff within a few 
days; in the meantime, you can log in to the site and change 
your personal or company details, or add a second attendee (see below). 
 
 
UK-based Companies 
If you are UK-based, you will be directed to a Payments page where you can choose from 3 
payment options: bank transfer, cheque or credit card. Note the the credit card option is delivered 
via Paypal – you do not need a Paypal account to use this service. 
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Registration Options 
 
You may change your registration details at any time. Log in to 
the site and select ‘My Account’ from the links at the left of the 
welcome page.  
 
 
Update Profile 
To get the best out of this event, please complete the Company 
Profile section 
 
i. Abstract – enter 20 words or less in a punchy headline that will 

be read by potential meeting partners and linked to your full 
profile and booking system. Note: lengthy Abstracts may be 
truncated by the website administrator. 

 
ii. Company Profile – please enter a 500 word profile describing your company. You may have a 

professional profile already designed for partnering events – if not, please present your 
company in 500 words or less, describing your strengths and what kinds of companies you 
would like to partner with.  

 
Upload your Company Logo 
 
You can upload a logo from your PC or a web address. If you have a logo (jpg, gif or png 
formats only) saved on your computer/laptop/system, click the ‘Browse’ link on the profile 
update page: 

 
 

 
 
 
 
 
A Windows navigation pane will launch. Find your logo file via the navigation window and select 
it by clicking on the icon. 

 
  
 
 
 
 
Update Keywords 
 
The online partnering system incorporates a search engine that allows users to search for 
companies by subsector or by keywords. By entering the right business sectors and keywords for 
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your company, you can encourage the right companies to book meetings with you. You can 
change your selection at any time by clicking this link. 
 
Second Attendee 
A maximum of 2 attendees per company are permitted at BBE2007. From the Account page, 
click ‘Add Attendee’ and complete their details, including their email address and a password for 
separate login. If you would like your second attendee to book and accept separate meetings 
simultaneous with your own, then tick the checkbox provided. 
 
Save your changes 
When you have updated your profile or details, click ‘Save Changes’ at the bottom of the page 
before returning to the Welcome page. 
 
 

Online Booking Service  
 
Once your registration has been approved, you will receive a second email from the organisers to 
inform you that you can now access the online partnering area. You can now log in from the 
event home page at http://www.uklifesciences.co.uk and access options from the Welcome page. 

 
Your Event Details 
 
From the links in the lefthand navigation bar, you can: 

  
Update your profile – click ‘My Account’ (see Registration Options, above). 

 
Limit your availability – if you are arriving late or leaving early, you can ‘block’ the times when 
you will not be available for meetings, to prevent other companies from unnecessarily requesting 
meetings with you. Click ‘My Availability’ and then click the blue squares in the grid, underneath 
the times you will be unavailable. 

 
View your meeting schedule – you have an individual printable meetings schedule showing 
which of your meeting slots are booked, with whom and at which booths the meetings will take 
place. Click ‘Company Schedule’ to view, then click ‘Print version’ for a schedule you can print 
and bring to the event.  

 
Partner Search 
 
The meetings booking area enables you to view the profiles of other companies attending 
BBE2007, and instantly request meetings with any company at a time you are both available at 
the event. 
 
Finding the Right Companies  
There are 2 options available to help you find the right companies to request meetings with: 
Browse and Search.  
(i) Browse. This option is accessed by clicking the ‘Browse’ button on the Welcome page, or 

‘List Companies’ on the main menu. All attending companies are then listed in alphabetical 
order, with their Abstract, attendee(s) and logo. To view a company’s full profile, click on its 
name, logo or profile link. Book a meeting by clicking an available timeslot. 
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(ii) Search. Launch the search engine by clicking the ‘Start Booking Meetings’ button on the 
Welcome page, or ‘Book Meetings’ on the main menu. The search panel at the top of the 
page allows you to search directly for a company by name, or to view all companies within a 
business subsector or keyword. To view a company profile, click the company’s name or 
logo. 

 
Managing Partnering Meetings Online 
 

Using the Booking Grid 
Each company profile on the BBE2007 partnering site has a booking grid consisting of a series of 
coloured squares that represent meeting timeslots. There is one line of meeting timeslots for each 
available attendee.  The key on the left of the page describes the meeting status of each timeslot – 
booked, unavailable or available.   
 
To request a meeting: click one of the blue (available) squares and then confirm your request. 
An email will be sent automatically to the other person, requesting a meeting, and you will also 
receive an email confirming your request. The blue square you chose will now appear red, 
showing that you have booked the meeting. A meeting point will be assigned and the meeting 
will appear in your Schedule, which you can print out for use on the day.  
 
To accept a meeting request: other companies will send you meeting requests. To accept a 
booking – do nothing. All meeting requests are regarded as confirmed bookings unless they are 
cancelled. 
 
To cancel a meeting: you have the option to cancel any of your meetings, simply by clicking the 
appropriate red square and confirming your choice. Emails will again be sent to each party, 
confirming the cancellation. 

 
 
Feedback 
 
You have now completed all of the tasks required to operate the BioPartner.co.uk Bookings 
system.  
Our clients, present and future, will be able to improve their service on the basis of your feedback 
and we welcome any suggestions you wish to send to info@biopartner.co.uk  


