
Cox Open Enrollment Benefits Fair 
Attendee Manual 

Event URL: https://cox.vfairs.com/ 

 

 

• After registering successfully with their email an attendee can login to the event to have access to the 

virtual environment starting at 8:00 a.m. ET. 

 

• Visit the event’s URL (https://cox.vfairs.com/). Click on Login, input your email address and 

password that you used to register for the event, and you will gain access. 

 

• When you enter the Virtual Environment, you will be able to see the event’s ‘Exterior Lobby’.  
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• You click on this and then you are taken into the actual “Lobby”. From here the attendees can 

navigate into different parts of the platforms for an in-person-like experience. 

 

 



• From the Navigation bar, select the ‘Exhibit Hall’ tab to be redirected to the area where all the booths are set 

up.  

• The booths are split by partner name into two halls; A-L and M-Z. 

• A-L: 

 
 

 

• − 

 
 

 

 

 

 

 

 

 

 

 

 

 

 



 

 

 

• After clicking on the booth icon or booth name, an enlarged version of the booth will appear. 

 

From the large view of the booth, you can navigate to any of the content tabs added or view the videos 

added by the exhibitors. You will also see the option of adding the documents to your virtual briefcase 

which you can later email to yourself. 

 

• Coming back to the ‘Lobby’ there are certain videos present in the ‘Video Library’ tab for 

informative purposes which the attendees have access to. 

 
 

 



• You can add videos and documents to your ‘Swag Bag’ and later email them to yourself or your friends. 

 
 

 

• Clicking on the ‘Live Events’ tab will take you to another window where after clicking on the big screen, 

you can view the schedule of the webinar being conducted and attend them once the countdown ends. 

 



• Click on the big screen to view the LIVE session. 

 
 

 

• Clicking on the ‘Information Desk’ will redirect you to the information desk tab where you can ask for 

support and see live events schedule by clicking on the button. 

 



• Clicking on the Leaderboard tab will take you to the Leaderboard where you see the points increasing 

according to activities.  

 
 

 

• Clicking on the “What’s Happening” tab in the toolbar, you’ll see the sessions that are live right now. 

• Clicking on “Coming Up” will take you to the sessions that will happen in the next 60 minutes.  

• Clicking on “Just Missed” will take you to the sessions that have happened in the last 60 minutes. 

 
• In case you have any questions or face any technical issues on the live day of the event, you can email us 

your query at cox@getvfairs.io 
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Embedded Chat Feature: 

 

To use the embedded chat feature, simply click on any booth in the exhibit hall and click the chat tab. You can also 

access the chatrooms by clicking on the blue chat icon visible on the main screen on the left. 

 
 

A pop-up chat section will appear in the bottom left side of the page. 

 

 

 

You can join other chatrooms by clicking by click ‘join other chatrooms’, and a pop-up will display showing other 

chatrooms that are available to join. 



 

 

Once you select the chatroom you would like to join, click save, and it will appear on the left side under the messages 

tab. 

 

 

 

 



 

By clicking on the chat room title from the left, you will be entered into the chat room. You’ll notice 3 vertical dots 

on the top right, once you click on it, 6 options will appear; Notifications, Chatroom Users, Set Color, Invite Users, 

Share Chatroom Link, Exit Chatroom.  

 

 
 

 

By clicking on notifications, you’ll have the option to turn on notifications for this booth chat. 

 



 
By clicking on the chatroom users, you can see who is inside the chat: booth reps online and online users. 

 

 
 

 

By clicking on Set Color, it will change the color of your text in chat when you type and send a message. You can 

choose from several options by clicking the drop-down arrow. 

 

 



 
 

 

By clicking on Invite Users, you can search any attendee’s name and invite them to the chatroom. They will 

be automatically joined in the room. 

 

 

 

By clicking on Share Chatroom Link, you’ll have the option to copy the chatroom link and send to any 

person externally.  

 



 

 

The exit chatroom tab will simply close the chat and disappear from the left side. 

 

You can see the attendees and admins online by clicking the people tab. 

 

 

You can chat directly to another user by clicking/hovering over their name and clicking ‘chat now’. You also view the 

user profile by clicking on the 3 dots on the top right and clicking ‘user profile’ that will appear in the drop down. 

 



 

 

Hope this manual is helpful, have a great event!! 

 

 


