
Step 1
Visit cahf.org and login. 

If you do not have a login, click the “Create Account” button. It’s easy!

CAHF Step-by-Step Guide for  
Reserving Your Booth

Once you’ve logged in, click your name to enter your “Member Dashboard”...



Step 2
Look under “Exhibitor Management” for reservation status (in red). 
Click on “Exhibitor Dashboard”.

Step 3
Click the blue “Begin” button to start the booth selection process...



Step 4
View floor plan and make a note of your “top 5” desired booth spaces...

Step 5
Indicate “top 5” spaces in order of preference on the Exhibit Space Contract. Sign, 
date and return via email to Sherry Hall at shall@cahf.org ...

Step 6
Read the CAHF 2022 Annual Convention Participant Assumption of Risk and Release 
of Liability. Check box below once you’ve read it...



Step 9
Once booth assignment is confirmed via email, login and go back to your “Exhibitor 
Dashboard” to see booth(s) assigned and view location on floor plan.

Step 7
Review list of available sponsorships if interested...

Step 8
Type your name in the Show Contact box and click the blue “SUBMIT” button.



BALANCE MUST BE PAID IN FULL IN ORDER TO ASSIGN BOOTH PERSONNEL. 
Designate booth personnel through your “Exhibitor Dashboard”. If you are 
the primary contact for your company, you may wish to go back to your “Member 
Dashboard” and click “Update Organizational Profile”. This will make assigning 
booth personnel a little easier with clean & updated data.

Step 10
Booth confirmation email includes a link to access this section..

Step 11
Pay for your booth through your “Exhibitor Dashboard”. Click the blue “ADD 
TO CART” button to make payment using a credit card. BALANCE IS DUE AND 
PAYABLE UPON RECEIPT.  

Step 12



Once balance is paid in full, you can return to your “Exhibitor Dashboard” at any time 
to make booth personnel adjustments. Complimentary badge allotment is based 
on size of booth. A 10’ x 10’ booth will receive a maximum of three (3) complimentary 
badges. There will be a $100 fee per additional badge (maximum 5) over your 
designated badge allotment. 

As you add booth personnel, your “Total Registrations” adjusts accordingly.

Step 13



Clicking any “Add (Non-Complimentary)” button will incur a $100 fee per additional 
badge (maximum 5) over your designated allotment.

To checkout, click on the blue “Shopping Cart” button OR the shopping cart icon at 
the top of the page.

Step 13 (continued)

Step 14



 If you need to delete someone, click the “red x” next to their name.

If everything looks good, click the blue “Checkout” button (bottom right corner).

Step 15



Enter information below then click the blue “Process Order” button (bottom 
right corner).

Step 16

To obtain a receipt, go back to the top of the page and click where it says “CAHF/
QCHF Office” to get back to your “Member Dashboard” then click on “MY 
INVOICES”. 

Step 17



Once on your “Member Dashboard”, click on “MY INVOICES”. 

NOTE: Assigned booth personnel will receive notification that they have a badge. 
Once general registration opens in September, assigned booth personnel can login 
to their own “Member Dashboard”, click “MY REGISTRATIONS” then click the blue 
“View Registration” button next to the annual event to add any special events to 
their existing registration.

Step 17 (continued)

Step 18


