
  
  
Booth   uploads   are   DUE   on     Monday   November   22   at   5   pm   ET   
You   will   receive   a   preview   on   November   24.   Any   needed   edits   must   be   
submitted   through   the    Booth   Edit   Form    by   Monday   Nov   29   at   12   pm   ET   to   be   
guaranteed   by   opening.     
  

Booth   Elements   
We   suggest   reviewing   the   following   PDF   which   illustrates   where   the   various   components   are   
placed   within   your   booth   before   starting   the   upload   form.    ***We   ask   that   you   please   proofread   
and   cross-check   everything   on   your   form   before   submitting.   ***   

Here   is   what   you   will   need   to   assemble   your   booth:   

1. *Contact   Information -   Please   provide   a   phone   number   and   email   address   which   will   be   
monitored   continuously   throughout   the   fair.   Your   Exhibitor   Name   will   be   displayed   
exactly   as   entered.     

2. *Worklist   (PDF) -   Please   create   a   PDF   which   includes   a   list   of   all   works   with   cataloguing,   
pricing   (optional),   and   anything   else   you’d   like   to   include   (provenance,   condition,   etc)   
saved   as   a   PDF.   Usually   the   information   included   is   what   would   be   listed   on   a   wall   label   
accompanying   a   hung   work   of   art.   This   could   include   the   artist’s   name,   the   title   of   the   
work,   the   medium   of   the   work,   the   size   of   the   work,   and   the   price   of   the   work   (if   
applicable)   along   with   a   small   thumbnail   image   of   the   work.   This   is   also   the   place   in   
which   you   can   add   additional   works   which   are   not   shown   in   your   booth.    The   file   must   be   
in   .pdf   format.    (If   you   are   unsure   of   how   to   create   a   PDF,   please   see   this    simple   guide   
online .)    

3. *Introduction -   A   brief   written   introduction   to   your   gallery   or   studio   ---   its   history,   vision,   
program,   and   anything   else   you'd   like   to   share.     

4. *Booth   Description-    A   quote   from   the   gallery   or   studio   director   written   in   the   first   person   
about   the   booth   presentation.    What   are   the   booth   highlights?   What   makes   them   
special?   Share   any   information   that   will   personalize   the   booth   experience   for   visitors   and   
contextualize   your   choices.  

a. *Booth   Description   Exhibitor   Name -   This   is   a   separate   entry   field   for   the   credit   line   

5. *Banner   Images -   Three   (3)   banner   images,   one   of   which   will   be   the   cover   image.   
Suggestions   include   images   of   a   detail   of   a   featured   work,   an   installation   view,   the   artist   
in   their   studio,   or   the   printmaking   process.   The   banner   fields   are   responsive   rather   than   
fixed   size.   We   recommend   1920   x   1080   pixels   and   a   MINIMUM   resolution   of   72dpi.   A   
good   ratio   is   2:4   -   a   standard   landscape   format   with   a   center   focus   subject   would   work.   
Maximum   file   size   per   image   is   15   MB.     

a. *Credit   lines   are   required   for   all   uploaded   images.   

https://www.tfaforms.com/4916514
https://zapier.com/blog/create-pdf/
https://zapier.com/blog/create-pdf/


  
  

b. Conceptual   Image   #2   is   optional   and   can   be   replaced   with   an   additional   image   of   
a   virtual   space   created   with   Artplacer.   

6. Video   Content -   An   optional   video   to   feature   one   or   more   works   or   to   provide   a   "tour"   of   
your   booth.   Maximum   file   size   for   the   optional   video   is   25   MB.   

7. *Artplacer   Widget -   Please   select   your   preferred   “Space”   where   visitors   will   be   able   to   
select   any   work   in   your   virtual   booth   and   view   it   on   the   wall   in   that   scene.   Please   be   
mindful   of   the   dimensions   of   the   wall   as   it   compares   to   the   work   you   are   displaying.   All   
of   your   booth   artworks   (up   to   thirty)   will   be   included   as   drag   and   drop   options   in   your   
widget.   

8. *Featured   Artworks   &   Virtual   Installation -   This   is   your   Artplacer   scene   selection   for   your   
virtual   wall   which   will   be   created   by   the   IFPDA.   Please   choose   a   background   where   we   
can   place   your   selected   featured   works   (you   can   indicate   which   of   your   5   featured   
artworks   you   would   like   used   in   the   next   section   for   Featured   Artworks)   remembering   to   
be   mindful   of   the   dimensions   of   the   wall   as   it   compares   to   the   work(s)   you   are   
displaying.   If   all   selected   works   don't   fit,   we   will   use   our   best   judgement   in   assembling   
the   Virtual   Installation.   

9. *Featured   Artworks    and    All   Artworks -   Images,   cataloguing,   and   pricing   (optional)   for   a   
total   of   between   five   (5)   and   thirty   (30)   works.    Please   submit   works   in   the   order   in   which   
you   would   like   them   to   appear.   The   first   five   works   submitted   will   be   your   feature   works   
and   are   required .    (If   you   would   like   to   include   additional   works   or   information   you   may   
include   it   in   the   .pdf   worklist   and   in   your   Artsy   booth.)   We   recommend   a   resolution   of   
72dpi   and   2   MB   per   image   MAXIMUM.   (Note   that   this   is   different   from   the   banner   
images.)   We   highly   suggest   naming   your   image   files   with   the   structure   of    artwork   
number_gallery   name_artist_title    (i.e.:   1_ifpdagallery_shari   young_isthebest.jpg)   

a. * Artist   Name    and    Title    and    Dimensions    are   required   for   all   images.   Please   enter   
all   dimensions   in    INCHES    so   that   they   will   be   properly   proportioned   in   the   widget.   

b. Edition -   Please   use   “Edition   of”   before   the   number   as   this   is   a   blank   text   field.   
Because   of   this,   you   are   also   welcome   to   use   it   to   enter   general   information   as   
well   as   the   edition   number.     

c. Provenance    and    Additional   Information -   These   are   also   blank   text   fields   and   can   
be   used   for   information   other   than   what   they   are   indicated   as.     

d. Price -   In   order   to   keep   consistency   throughout   the   booths,   we   would   advise   using   
the   following   formatting   techniques   for   the   pricing   

i. Please   use   the   three   letter   abbreviation   for   the   full   name   of   the   currency   
of   your   prices.   (i.e-   USD,   EUR,   GBP,   CAD,   MEX,   AUS,   JPY,   SGD,   CHF)   

ii. Always   round   up   to   the   next   full   currency   amount   (i.e.-   1.50   USD=   2   USD)   
iii. To   avoid   any   confusion,   pease   use   a   comma   (,)   between   every   three   

numerals   (i.e-   3,000   USD)   



  
  
Software   and   Connectivity   Warning   for   Submissions   
The   booth   upload   form   populates   a   database   which   generates   a   dynamic   page   ---   your   booth.   It   
is   not   possible   to   save   the   form   and   resume   later.   The   form   must   be   completed   and   submitted   
in   one   session.   
  

Clear   your   cache   before   you   begin.   You   may   have   to   re-enter   the   password   to   access   this   site,   
but   that's   okay.   Do   so   now,   not   later.   To   learn   how   to   clear   your   cache,   see   this   web   page:   
https://its.uiowa.edu/support/article/719   
  

Make   sure   your   browser   has   been   updated   to   the   latest   version.    Firefox   and   Google   Chrome   are   
the   preferred   browsers   for   the   booth   form   upload.    If   you   have   to   update   now,   be   sure   to   
relaunch   your   computer   to   complete   the   process.   We   do   NOT   recommend   Safari   or   Internet   
Explorer.     
  

Weak   or   unstable   internet   and   wi-fi   may   cause   slower   booth   upload   times.   If   this   happens,   leave   
the   tab   open   and   do   not   refresh   until   you   receive   a   confirmation.   If   your   wi-fi   connection   was   
lost,   even   for   a   millisecond,   the   form   connection   may   have   been   severed   and   will   not   submit,   but   
it   will   save   the   information   that   you   entered.   If   this   is   to   happen,   you   may   need   to   open   an   
Incognito   window   in   Chrome    or    Private   window   in   Firefox .   Private   browsing   enables   your   
browser   to   start   with   a   fresh   cache   to   override   any   current   errors   in   your   main   browser.   Once   
you   have   two   windows   open   (one   being   a   private   browser   and   the   other   is   the   original   
submission   form   window),   you   can   copy/paste   the   text   fields   from   the   broken   form   to   the   fresh   
new   submission   form.   If   you   are   unsure   of   how   to   copy   and   paste   text,   please   refer   to   this    online   
guide   on   how   to   copy/paste .   We   suggest   putting   the   two   open   browser   windows   side-by-side   for   
the   transfer   so   that   you   can   see   both   screens   at   once   and   verify   that   the   information   is   moving   
to   the   correct   location   on   the   new   form.   Don’t   forget   to   re-upload   the   files   into   the   new   form.   If   
the   second   submission   attempt   fails,   please   contact   Shari   at   1-212-674-6095   or   Alex   at   
alex@ifpda.org .     
  

Booth   Preview    
You   will   receive   the   URL   to   your   booth   by   November   24.   You   will   be   able   to   preview   your   booth   at   
that   time.   
  

Booth   Changes   and   Edits   
We   have   created   a   simple    Booth   Edit   Form    to   contact   us   about   any   needed   booth   edits.   
Common   things   to   check   for   during   review   include,   but   are   not   limited   to   any   grammar   or   
spelling   corrections,   higher   resolution   images   where   needed,   marking   works   as   Sold   or   Hold,   
replacement   of   SOLD   works.   Please   do   remember   to   be   specific   in   your   edit   request   to   facilitate   
the   fastest   adjustment   period.   All   requests   will   be   handled   in   the   order   in   which   they   were   
received.    Click   here   for   the   BOOTH   EDIT   FORM   

https://its.uiowa.edu/support/article/719
https://its.uiowa.edu/support/article/719
https://support.google.com/chrome/answer/95464?hl=en&co=GENIE.Platform%3DDesktop
https://www.google.com/search?q=private+window+firefox&rlz=1CAEAQE_enUS914&ei=_vLtYM-PIs2k5NoP-PiCaA&oq=private+window+firefox&gs_lcp=Cgdnd3Mtd2l6EAMyAggAMgIIADIECAAQHjIECAAQHjIGCAAQBRAeMgYIABAFEB4yBggAEAUQHjIGCAAQBRAeMgYIABAFEB4yBggAEAUQHjoGCAAQBxAeOggIABAHEAUQHjoICAAQCBAHEB46BAgAEA1KBAhBGABQ-psFWJOiBWCsowVoAHACeACAAbsBiAHsBpIBAzQuNJgBAKABAaoBB2d3cy13aXrAAQE&sclient=gws-wiz&ved=0ahUKEwjPhrOI7eDxAhVNElkFHXi8AA0Q4dUDCA4&uact=5
https://www.digitaltrends.com/computing/how-to-copy-and-paste/
https://www.digitaltrends.com/computing/how-to-copy-and-paste/
mailto:alex@ifpda.org
https://www.tfaforms.com/4916514
https://www.tfaforms.com/4916514


  
  
FAQs   
When   are   booth   submissions   due?   

Booth   uploads   are   DUE   on    Monday   November   22,   2021   at   5   pm   ET   

How   do   I   clear   my   cache?   
To   learn   how   to   clear   your   cache,   see   this   web   page:   

https://its.uiowa.edu/support/article/719   

What   is   an   Incognito   or   Private   browser?   
Private   browsing   enables   your   browser   to   start   with   a   fresh   cache   to   override   any   current   
errors   in   your   main   browser.   Private   browser   windows   will   not   retain   any   cache   or   cookies   
from   the   sites   which   are   visited   during   use.     

How   do   I   make   an   Incognito/Private   window?   
Please   follow   these   simple   online   guides   to   open   Incognito   or   Private   browsers:     Incognito   

window   in   Chrome    or    Private   window   in   Firefox .   

How   do   I   create   a   PDF?   
Please   refer   to   this    easy   guide    on   how   to   create   PDFs.     

How   do   I   make   my   image   a   JPG?   
To   convert   a   file   to   JPG   or   JPEG   file,   you   can   use   this    instruction   guide    to   assist   or   use   this   
free   online   converter .     

How   do   I   copy   and   paste   information   from   one   screen   to   another?   
Once   you   have   two   windows   open   (one   being   a   private   browser   and   the   other   is   the   
original   submission   form   window),   you   can   copy/paste   the   text   fields   from   the   broken   
form   to   the   fresh   new   submission   form.   If   you   are   unsure   of   how   to   copy   and   paste   text,   
please   refer   to   this    online   guide   on   how   to   copy/paste .   We   suggest   putting   the   two   open   
browser   windows   side-by-side   for   the   transfer   so   that   you   can   see   both   screens   at   once   
and   verify   that   the   information   is   moving   to   the   correct   location   on   the   new   form.   Don’t   
forget   to   re-upload   the   files   into   the   new   form.   

How   do   I   check   my   internet   connection?   
To   make   sure   your   device   is   connected   to   the   internet,   please   look   for   your   internet  
connectivity   icon   to   make   sure   it   is   enabled.   It   should   be   green   or   show   full   bars.   Common   
icons   to   show   the   internet   connection   could   look   like   the   following:   

  or     
To   check   your   internet   speed,   we   recommend   visiting    Speedtest    which   can   measure   the   
aptitude   of   your   current   connection.     

  

https://its.uiowa.edu/support/article/719
https://support.google.com/chrome/answer/95464?hl=en&co=GENIE.Platform%3DDesktop
https://support.google.com/chrome/answer/95464?hl=en&co=GENIE.Platform%3DDesktop
https://www.google.com/search?q=private+window+firefox&rlz=1CAEAQE_enUS914&ei=_vLtYM-PIs2k5NoP-PiCaA&oq=private+window+firefox&gs_lcp=Cgdnd3Mtd2l6EAMyAggAMgIIADIECAAQHjIECAAQHjIGCAAQBRAeMgYIABAFEB4yBggAEAUQHjIGCAAQBRAeMgYIABAFEB4yBggAEAUQHjoGCAAQBxAeOggIABAHEAUQHjoICAAQCBAHEB46BAgAEA1KBAhBGABQ-psFWJOiBWCsowVoAHACeACAAbsBiAHsBpIBAzQuNJgBAKABAaoBB2d3cy13aXrAAQE&sclient=gws-wiz&ved=0ahUKEwjPhrOI7eDxAhVNElkFHXi8AA0Q4dUDCA4&uact=5
https://zapier.com/blog/create-pdf/
https://www.pcmag.com/how-to/convert-png-to-jpg
https://image.online-convert.com/convert-to-jpg
https://www.digitaltrends.com/computing/how-to-copy-and-paste/
https://www.speedtest.net/


  
  
How   do   I   get   Chrome   or   Firefox?   

● Direct    Firefox   Download   Link   
○ How   to    Download   and   Install   Firefox   on   Windows   
○ How   to    Download   and   Install   Firefox   on   Mac   

● Download   and   Install   Chrome   on   Windows   or   Mac   

How   do   I   know   if   my   browser   is   up-to-date?   
There   is   an   easy   nonprofit   that   created   a   site   just   for   this   very   reason.   Please   use    this   link   
to   check   for   any   available   browser   updates   and   find   out   which   version   you   have   installed.   

How   do   I   update   my   browser?   
You   can   update   your   browser   either   using   the   link   above   to   check   for   any   updates,   or   by   
following   the    instructional   guide   here .     

What   do   I   do   if   the   Submit   button   doesn't   do   anything?     
Weak   or   unstable   internet   and   wi-fi   may   cause   slower   booth   upload   times.   If   this   happens,   
leave   the   tab   open   and   do   not   refresh   until   you   receive   a   confirmation.   If   your   wi-fi   
connection   was   lost,   even   for   a   millisecond,   the   form   connection   may   have   been   severed   
and   will   not   submit,   but   it   will   save   the   information   that   you   entered.   If   this   is   to   happen,   
you   may   need   to   open   an    Incognito   window   in   Chrome    or    Private   window   in   Firefox .   
Private   browsing   enables   your   browser   to   start   with   a   fresh   cache   to   override   any   current   
errors   in   your   main   browser.   Now   that   you   have   two   windows   open,   You   can   copy/paste   
the   text   fields   from   the   broken   form   to   the   fresh   new   submission   form.   ( How   to   
copy/paste )   We   suggest   putting   the   two   open   browser   windows   side-by-side   for   the   
transfer.   Don’t   forget   to   re-upload   the   files   into   the   new   form.   If   the   second   submission   
attempt   fails,   please   contact   Shari   at   1-212-674-6095   or   Alex   at    alex@ifpda.org .     

How   do   I   make   changes   and   edits   to   my   booth?   
If   you   find   any   typos   or   needed   edits,   you   will   need   to   submit   the   request   for   review   and   
completion   using   our    Booth   Edit   Form   found   here .   Please   do   remember   to   be   specific   in   
your   edit   request   to   facilitate   the   fastest   adjustment   period.   All   requests   will   be   handled   in   
the   order   in   which   they   were   received.     

How   can   I   preview   my   booth?   
You   will   receive   the   URL   to   your   booth   on   November   24.   You   will   be   able   to   preview   your   
booth   at   that   time.     

  

https://www.mozilla.org/en-US/firefox/new/
https://support.mozilla.org/en-US/kb/how-download-and-install-firefox-windows
https://support.mozilla.org/en-US/kb/how-download-and-install-firefox-mac
https://support.google.com/chrome/answer/95346?hl=en&co=GENIE.Platform%3DDesktop
https://browser-update.org/update-browser.html
https://www.wikihow.com/Update-Your-Browser
https://support.google.com/chrome/answer/95464?hl=en&co=GENIE.Platform%3DDesktop
https://www.google.com/search?q=private+window+firefox&rlz=1CAEAQE_enUS914&ei=_vLtYM-PIs2k5NoP-PiCaA&oq=private+window+firefox&gs_lcp=Cgdnd3Mtd2l6EAMyAggAMgIIADIECAAQHjIECAAQHjIGCAAQBRAeMgYIABAFEB4yBggAEAUQHjIGCAAQBRAeMgYIABAFEB4yBggAEAUQHjoGCAAQBxAeOggIABAHEAUQHjoICAAQCBAHEB46BAgAEA1KBAhBGABQ-psFWJOiBWCsowVoAHACeACAAbsBiAHsBpIBAzQuNJgBAKABAaoBB2d3cy13aXrAAQE&sclient=gws-wiz&ved=0ahUKEwjPhrOI7eDxAhVNElkFHXi8AA0Q4dUDCA4&uact=5
https://www.digitaltrends.com/computing/how-to-copy-and-paste/
https://www.digitaltrends.com/computing/how-to-copy-and-paste/
mailto:alex@ifpda.org
https://www.tfaforms.com/4916514


*The Gallery Name and contact information will be a floating element fixed to the bottom of the page as you scroll. It is shown at the bottom of this
form *

*The worklist is a required PDF list of all artworks in the booth and their full details*

Use the introduction space to introduce first-time visitors to your gallery or studio----
its history, vision, program, and anything else you'd like to share. For contact
information, please provide a phone number and email address which will be
monitored continuously throughout the fair. Be sure to link to your website or to your
member profile at IFPDA.org.

Image Credit: Cover Image

Booth Description: This is where you personalize the booth experience for your
visitors, writing in your own "voice". We encourage you to speak in the first person
about your booth presentation so that we can add a quotation credit as shown in
the sample. What are the booth highlights? What makes them special? Share any
information that will contextualize your booth and help visitors see it as you
intended.

- Quote Credit Line











*These buttons are floating elements that will stay at the bottom right while you scroll through the booth allowing viewers to see the artworks in
the chosen scene template from Artplacer*
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