Events Navigator Guide
We're excited to introduce enhanced functionality and a completely new look to our agenda
planning tool. Gartner Events Navigator, previously known as Agenda Builder, allows you to
plan your personal event experience and gain the most from your time at the event.
If you've previously built your agenda using the Agenda Builder tool, your agenda items and
meetings have been moved over to the new experience.
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1. Accessing Events Navigator and Your Profile

Do you have a gartner.com username and password? That is all you need to log in to
Events Navigator. If you don’t remember your gartner.com details just click on the
“Forgot Username or Password” link.
If you don’t have a gartner.com log in you can create one by clicking on the “Create an
account” link.
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The Events Navigator Concierge on the homepage shows a set of personalized tasks
that make up your automated to-do list. Check the tasks off as you complete them,
helping ensure you don’t miss any key steps.
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Once logged in click on the “My Profile” link to update your profile. Select “Manage My
Events”, “My Networking” and “About Me” to complete this stage.
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When you have completed your details and interests make sure to click the “Opt-In”
button under “My Events”.

To view the Agenda click on the Agenda tab.

The agenda is displayed by day, listing all time slots. You can move from day to day using
the buttons at the top of the agenda, here you can also jump to a particular time slot.
Use the check buttons on the left hand side of the screen to filter by Keynotes, Analyst-User
Roundtables, Workshops and all other Sessions.
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To filter further use the Filter Conference Agenda fucntion, this will allow you to filter further,
for example by additional session types and tracks.

Use the check boxes to choose the filters you would like to add to the session listing,
then hit “Apply”. You can add multiple filters to further personalize your agenda listing.
To view your personal agenda click on the “My Agenda” tab. Here you can view the
sessions or meetings you have planned.
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In the My Agenda view you will be able to see the time slots throughout the day for which
you have no planned activity. Click on the “Open Time Slot” check box to view the
options available to fill your time. From here you can view a list of the sessions running,
schedule your Analyst One-On-One Meeting, plan a meeting with a fellow attendee,
arrange to meet with an on-site exhibitor or schedule in a personal appointment.

Pre-Registration Sessions

To register for sessions that have limited capacity, click on the button displaying open
seats to send your request. Once your request is confirmed it will appear within your
agenda and show as confirmed.
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If sessions are not yet open for booking they will display as “Closed”.

See Who Else is Attending

View the attendees, analysts and exhibitors who will be joining you on-site. Click on the “See
All” link to take you to the full listing and start to plan your meetings. From the Who’s Here tab
you can also view the A-Z listing of both Gartner and external speakers.
You will need to follow the steps outlined above to opt in to find, message and arrange to
connect with Attendees and Exhibitors using “My Profile” in the top right hand corner. You need
to select “Manage My Events” and then “My Networking” to complete this stage.
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To shedule a One-on-One meeting with a Gatner Analyst selecet the “See All” option to view
the list of all Analysts available. Choose the analyst you would like to meet with and then
click the meeting button.
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You will see a list of time slots available, simply hit schedule and add in the details of your
meeting. Your request will be sent to the One-on-One team who will then confirm your
booking.
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To reach out to peers on-site navigate to the Attendee listing via the Who’s Here tab. You
will see the details of those who have opted in to the netwroking function, from here you can
either send a message or a meeting request. The meeting request will display all available
time slots in the same format as the Analyst booking tool.
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From the see all list of Exhibitors you can also arrange a meeting and message with
on-site representatives. Choose the exhibitor you would like to meet with and you will
see a list of the contacts available to meet with.

You can then use the message and schedule a meeting functions to make your
connections.
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Messages
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Stay on the look out for news from the Gartner Events team and any contacts you may
have made. You will see a red icon displayed listing the numbers of messages, alerts or
notifications you have. Any conversations with peers or exhibitors will also be displayed
on this page.

Once you have read your messages you can choose to move them to your archive folder.

Downloading Documentation – All Files
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Documentation will be available two weeks prior to the event. Click on "Download
Documents " located on the right hand side of the agenda page. Click on “Download a PDF
file of the session documents”. A zip file of all presentations will be downloaded, extract the
zip file and refer to the read me file to located the presentation.

