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1. Setting up a standard catalogue entry 
Thank you for deciding to exhibit with easyFairs and registering with My easyFairs.1 

easyFairs provides an Online Catalogue for each show, available in the Show’s website. You 
will be listed in the Exhibitor List and have your own personal Catalogue Page with your logo, 
products, etc. 

We’d like you to get maximum visibility from this catalogue entry, and that’s the focus of this 
easyFairs® QuickGuide. 

To set up a standard catalogue entry, simply go to My easyFairs and then click on My 
catalogue: 

 

You can check that your details for this show are correct and you can add a company 
description for inclusion in the catalogue. Please remember to provide this in both/all of the 
show languages and ideally also in English. 

                                                        
1 If you booked your stand online you will have been prompted to register a password that gives you access to My easyFairs. If you have 
not yet registered at My easyFairs and need help, please contact your easyFairs representative. 

 



 
 

1.1 Your contact information and logo 

Click on the EDIT icon  to modify your contact data: 

 

This contact data is used in the online catalogue. The email address is not displayed in the 
catalogue. However, visitors can get in touch via a contact form. Note that the information is 
automatically saved as you type it; there is no “Save” button. 

Note also that this information is for catalogue entries only. Your administrative information 
(invoicing address, for example) can only be modified by easyFairs. 

To upload your logo, click on the logo image (or the “No Logo” image if you do not have one 
yet). This will open a small window: 

 



 
 

Click “Browse Files” to select the image on your hard drive and then click ‘Upload’. 

The logo is shown on your personal catalogue page. If you have an easyFairs® BOOSTER 
PACK, your logo also appears in the Exhibitor List. This will make your name stand 
out! 

 

1.2 Tell visitors about your company 

You can describe your company in the catalogue. Simply type or paste a short text in “Tell us 
about your company”. 

 

If you want to insert the description in another language, simply select the language in the list 
below the text box. 

Note that the information is automatically saved as you type it; there is no “Save” button. 



 
 

1.3 Your products, press releases and documents 

The easyFairs Online Catalogue lets you publish information about your products, 
downloadable documents (such as brochures, spec sheets and press releases).  

To add a product click . This will open the product window: 

 

 

Enter the name of your product and (optionally) a URL (for example, if you have a page 
dedicated to this product on your own website). You can also upload a picture of the product, 
which will be visible in the catalogue and in the Product Showcase if you have bought the 
easyFairs® BOOSTER PACK (see below).  

You can also add a description of your product (in all the languages that are available on the 
easyFairs Website) by clicking the  button. 

Don’t forget to save your product by clicking  

You can also click  or  and upload a PDF Document. 
Note that you need to enter a description of the document. You can upload PDFs for different 
languages. 



 
 

1.4 Your stand name 

By default, your company will appear in the Exhibitor List and on the online floor plan under 
your company name. But you are free to choose another stand name (for example the name of 
one of your company brands). 

You can change this in the My shows part of My easyFairs: 

 

If you want, you can have a different name for each easyFairs show that you take part in. 

You can also select which one of your products will be featured in the Product Showcase (see 
below) if you have bought the easyFairs® BOOSTER PACK. 



 
 

Example of a catalogue entry using all the standard options 

 

 

 

 



 
 

2. easyFairs® BOOSTER PACK catalogue entry 

2.1 Advantages of the easyFairs® BOOSTER PACK 

 With the easyFairs® BOOSTER PACK, setting up an attractive catalogue entry is as easy as 1-
2-3! 

If you have invested in the easyFairs® BOOSTER PACK you can enhance your catalogue entry 
with logos, product descriptions and pictures, and other documentation. An attractive 
catalogue entry will help you to maximise the return on your investment. 

The Booster Pack will give you these advantages: 

The easyFairs® BOOSTER PACK is designed to raise your visibility before, during and after the 
show 

• Pre-show product review e-mail 

Maximise your visibility in easyFairs e-mail marketing in the build up to the show. Your 
logo / image and message are included in the body of the e-mail 

• Product showcase (1) 

Feature a product at the top of the exhibitor catalogue. You can include one photo and 
unlimited text, with click-through to your own website 

• Logo in online catalogue (2) 

Your logo appears next to your entry in the exhibitor catalogue on the website 

• Logo inclusion on website (3) 

Your logo appears on a scroller for “boosted” exhibitors 



 
 

 

• Logo in floor plan 

Your logo appears on both the online and the onsite floor plans, making your stand stand 
out! 

 

• Post-show highlights e-mail 

Extend your reach not only to visitors but also to potential buyers who pre-registered but 
did not attend the show in person. Your message (image and text) are included in the body 
of the e-mail 

 



 
 

2.2 How to boost a product? 

In My shows, choose the product you would like to boost by clicking on “Add a product”. 

You now see your full list of products – just select the one you want to boost for this show. 

 

 

 


