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Introduction

This guide introduces you to the main features of My easyFairs, the online self-service tool
that helps you optimise your participation in easyFairs shows. You will find answers to most
of your “how to?” questions in the guide, but if you need further assistance, please do not
hesitate to get in touch with your easyFairs representative.
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How to log in

In the welcome email from easyFairs, you are provided with a link to access My easyFairs.
When you click on this link, you are immediately redirected to a landing page where you can
set your own personal password:

Reset password

You are setting a password for the account
with email '

Mew password

Mew password, again

SUBMIT

Enter a password of your choosing (twice) and click SUBMIT.

Then, the next time you want to log in to My easyFairs, just go to www.easyfairs.com and
click on the My easyFairs icon at the top of the page.
| [jlllf'ﬂlv.nala.syFai.rs—lelalstailrsl,® (=1 {) The world’s leading organiser of t...[EJ + |

My easyFairs About us Logour B Language Search on easyFairs.com Q

iser of time &

l1siness in a professional



http://www.easyfairs.com/
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Enter your username — the email address you provided to easyFairs — and the password that
you chose upon first use.

Login 0

Username:

j-doe(@company.com

Password:

e
—

O Stay logged in:

LOGIN
I = Forgat your password?




My easyFairs A guide for exhibitors Page 6

How to enter your stand name and logo

Once you have entered your login and password, you arrive directly at your own My
easyFairs — specifically, in the My catalogue interface. Here you will find the My shows
area which lists all the shows you are exhibiting at.

To see your stand(s) for a show, click on the logo, the show name, or the more button.

My easyFairs

T | EMPACK 2011
- 15 - 16 March 2011, De Brabanthallen (Netherlands)

ﬁ EMPACK 2010
R

29 - 30 September 2010, Brussels Expo (Belgium)

o EMPACK 2010
&i 07 - 08 April 2010, Brabanthallen (Metherlands)

You can now provide a unique name and logo for each easyFairs show, or even for two
separate stands at a single event.

The stand name can be entered or edited right in the field that appears on the top window.
Don’t forget to click the save button to the right of the text when done!

To add logos and description texts, click on Manage the description and logo for this
stand.

stand 0001 = Freview

Stand narme

T§

easyFairs Metherlands

78 characters left

Order additional iterns QB s BOOSTER PACK

- Manage the description and logo faor this stand
- Ma i
Manage the description and logo For this skand

229 Wiews
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Click the upload file or photo icon under Logo:
e

Manage the description and logo for (%)
this stand

>

| cliek b upload File City

Costerhout

Fostal code
4802 WS

Country
Mederland

Welbsite

vy, easyTairs. com

Yisitors contad email

has.van.gent@easyfairs.com

Tell us about your company

| £

Click browse files to find the image on your computer, click upload and then Finish. The
file types allowed and size restriction (5Mb) are clearly indicated, as shown below:

File Upload @

allowed formats: jpg, PG, jpeq, JPES, prg, PNG, gif, CIF
Max size: SMb

L browse files | ‘B upload | Finish | cancel

Overall progress

[ | o%
File progress

[ | 0%
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How to enter your company details and description

In the Manage the description for this stand section you can also enter company details
such as your postal address, website, contact e-mail and a description of your company. We
strongly recommend that you also provide your description in English, as well as any other
languages that you wish to include.

Manage the description for this stand o
English FS

Wendic is an independent supplier of complete solutions for the
vending industry with more than 20 years of experience.

|

e represent several market leaders when it comes to vending
products, such as Sielaff vending machines, different payment
salutions, both far cash and cashless.

Swenska - delete

Wendic & en oberoende helhetsleverantir far Wendingbranschen #
med drygt 20 &rs erfarenhet av omradet samt aterforsédljare av
tyska ielaff automater som ar varldsledande nar det galler
kwalitet och driftsakerhet. Férutom automater saljer vi olika
typer av betal- (inkl. cashless) och sakerhetsldsningar fir
autornater. Vi servar dessutorn de flesta autormatmaéarken pa den
svenska marknaden. bt

Add transfations
Aake Fure pau frawe @ Soghisdr descriotiorr and add @f mruchT translations as oo warth

Dansk Deutsch Espafiol Frangais
Italiano Mederlands Morsk Polski
Suomi

SAVE
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How to manage the content shown in your stand catalogue

To feature (and boost) products, add press releases and promote product news items
through your easyFairs website presence, click on Manage the catalogue for this stand

Stand 00071 = preview

Stand narne

[

easyFairs Metherlands

73 characters laft

Crder additional iterns L Buy 4 BOOSTER PACE J
- Manage the description and lago for this stand
. Mana;\%the catalogue for this stand

229 Views
|Manage khe catalogue Far this skand i

In this section you can determine which products to promote in the online catalogue for this
stand. If you have purchased a Booster Pack, you can also choose which of your products
are “boosted”.

Use the check boxes on the right to make your selections and then click SAVE.

Here you can also add products, press releases or product news items to the catalogue for
this stand by clicking on the plus (+) button...

| Manage the catalogue for this stand Q

Choose the products and documents to be displayed in the catalogue for this
stand. Just tick the ones you need from your full catalogue.
If you have purchased a Booster Pack, you can boost one of your products.

Il products
Add a product Boost (2) | |In catalogue
Fiacere - helautomatisk espressoautomat O
Robimat ] ]
Varuautomat SN48 ] ] .
Kombiautomat - Gainomax ] ]
Side Pack - for okad kapacitet! [ [l
[ Il press releases
i Add a press release
Den svara konsten att vdlja rir kaffeautomat! |
i Minibarens tid &r forbil Maxibaren &r har! ]
Ingen farekomst av bly i SIELAFF kaffeautomater 0
I All product news
Add a product news
i Integrerad betallésning i automater O
Healthy vending - en annan form av Fastfood! O

t
SAVE
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...or by scrolling down to My catalogue > All products.

Q?) Add aproduct

W Piacere - helautomatisk espressoautomar

Rabimat

YVaruautomat S48

F.ombiautomat - Gainomax

Side Pack - for dkad kapadtet!

Adding a product is similar to entering the stand description. You can enter a name, a
description in English and other languages, a website link and a picture of your product.

Because our multi-show, multi-industry, multi-country product search engine is
now available on the easyFairs website, it really pays to be meticulous when writing product
descriptions so that they are correctly returned in product search results. Listing product
descriptions and in both your local language and in English further increases your chances of
being found!

Add a product Q
Name !

English

Add transfations
Make Fure ou FEVe @t STQNER deFcHpion g add &5 MUCH RENSIETONT &5 O WaT

Dansk Deutsch Espafiol Francais
Italiano Mederlands Marsk Palski
Suomi Swenska

Description

English

Add transiations

Make sure you frave an Engiish description and add a5 much transations ar pou want.
Dansk Deutsch Espafiol Francais

Italiano Mederlands Marsk Falski

Suomi Swenska

B
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To add a picture for your product, scroll down the photo icon under File:
1

edit (%)

WAL ITIASLLTI

~
Add transfations

Aake cure pou fare arr Segliish description and add &5 o TFarms ation s &5 ou wart

Dansk Deutsch Espafiol Francais

Italiano Mederlands Morsk Palski
Suami Swenska

File

English

ddd transiations
Make sure pow frave @ Eogiieh de soription and adal a5 ol transEtions a5 o want
Dansk Deutsch Espafial Francais
Italiano Mederlands Morsk Palski
Suarmi Swvenska

SAVE
' v

Browse to the image file on your computer, click upload and then Finish. The file types
allowed and size restriction (5MB) are clearly indicated, as shown below:

File Upload @

allowed formats: jpg,JPC, jpea, JPEC, png, PNC, pdf, PDF
Max size: S5Mb

L browse files | ;& upload | Finish | cancel

Owverall progress
[ | o%
File progress

] 0%

Adding press releases and product news items is done in exactly the same way!
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How to edit existing content

If you need to change existing content, go to the My catalogue section and point your
mouse at the product to make the edit options appear. Click on the little yellow pencil icon
to begin editing your product, press release or product news item.

G Add aproduct

] ma-su Juotava valipala Tyrni-Cmena

=
r_l'i- &

ma-su Juotava valipala Mustaherukka-Mansikka d 21 §
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How to use the Social Media Share Tool

A Social Media Share Tool is now available on My easyFairs. This new feature is really easy
to use and enables you to share your online stand information across the Social Media.

Stand DO16. = Freview Ex
.
-

hosted by: TECHMIC Share this with friends!

stand name Email n Facaboak are

Datwyler Cables I~
D Thedter m Oiag
85 characters left

SR L LR LR TED You have a Booster Pack for this m Linkedin nll Stumblalipon

stand

: : Rt Bl
+ Manage the description and logo for this stand |@ = E G
» Manage the catalogue for this stand
Turnbdr a Daeligious
4829 Views

Priwvacy | Do Hot Track

[
| Search for sarices

Simply click on the social network you want to share your information on. For instance,
share your stand on Facebook:

f Share this link

ﬁ Share On your own Wall =

LIl attend Pumps & YWalves 2011 I

PUMPS 8 YALYES 2011 - Exhibitor catalogue
- easyFairs®
bittp:f Peewewy 2asy fairs, com fevents_216/purmp. ..

Europe’s leading organiser of time & cost-effective
trade shiows

1ofil Choose a thurmbnail

[ No thumbnail
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Invite visitors, check on registrations and contact registered visitors

My easyFairs helps you get the most out of your participation by enabling you to:
e Invite visitors and contact those who register in response to your invitation
View post-show data (Show / No Show)
Search registered visitors
View a chart showing the registration trend over time
Filter on registration state (registered, visited, pending confirmation)

Here’s how it works: a couple of months before the show, My easyFairs will display a link
above your stand code with the text Contact your pre-registered visitors / Register
your staff.

My easyFairs

iy catalogue

05 - 06 October 2011, Ahoy, Rotterdam (Netherlands)

|| Documents & materials from easyFairs (7}

Edit wour product categaories - Items you ordered

I Contact your pre—registered visitors / Register your staff I

Stand € 3133 - previen

Clicking on this link takes you to the Registrations portal, which opens a new view with two
tabs at the top of the box: Registrations and Exhibitor personnel:

You are here:  Registrations

NL-S0L-1110-ROT

&' Registrants |

? How it works Search

Search registration

Your personal registration link appears in the Registrations area. Use this link whenever you
invite your contacts to an easyFairs show so that you can track their registrations later.
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You can copy the link with one click using the button to the left of the link, as shown below:

You are here:  Registrations

soLIDS. B ML-SOL-1110-ROT

9 How it vrorks
-

The list below shows the links that your visitors can use to register
for thiz event, Please use this link in your communication to your
visitors ar on wour website,

Create new link <=

Default URL

o

https:/fform n200, comy ?s=0tp0d zpclggozfc=3jqd=. ..

On the right hand side of the Registrations area there are 4 tabs: Registrants,
Registration Trend, Action Codes Report, and Show / No Show.

Click on the Registrants tab to view, search and download all the Registrants (registered
visitors) that have used your personal registration link or invitation code.

& Registrants

Search name |

Search registration state | <Any3 v |

Company Name Country Registered via

a AA Metherlands URL |
b BB Hetherlands URL

Surplus Select BY F. Soepenberg Hetherlands URL

Brk-Cera by, H. Luttikhedds Hetherlands URL z
Masevon Technology | A, Altens Hetherlands URL

HUSH Power Buggenurn | A C.B.M. Van Besk Hetherlands URL -
Thermphos Internation: A, Wan As Hetherlands URL

Thermphos Internation: F.T. Dusseldarp Hetherlands URL

Jacobs A8 Van Brakel Metherlands URL

Vitabland K. Denga Metherlands URL

Lalesse Extrusion B AMM, Driessen Metherlands URL

Terlet MW 1. Abbink Metherlands URL

MechDas Enginsering H. Van Ommeren Natharlands URL

Suiker Unie ALCLL Van Der Borst Metharlands URL

SNC-Lawalin 1. Denaver Canada URL

Sirme Darby Unimills M.A.G. Pasman Metharlands URL

Foseca Nederland B A F witbreuk Metherlands URL

Foseca Nederland B A withraok Metherlands URL T
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Click on the tab Registration trend tab to see a bar chart showing the number of
registrations over time. You can look at one month at a time or Zoom out to see all the
registrations for the year. This will help you to see, for example, which of your promotional
activities were most effective.

Registration trend E Sep-2011 E

15

14

iz

iz

11

10

| |\
[n] |

1 3 5 7 k=] 11 13 15 17 13 21 kel 25 27 23
2 4 ] g 10 1z 14 1 1z 20 22 24 26 prd=] 20
Cate

ESEEITY
o =l ol Wl

o

=

%]

=

Click on the Action codes report tab to see the total registrations separated by the code
type, either URL or invitation.

~ Action codes report

| Code type I Distributed . Registrations ' Showr I Mo showr .
Invitation 750 E50 so0 160 |~ |

UFR.L 2 &0 40 20
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The final tab in this section is the Show / No show view. After an event, you'll see a pie
chart showing the proportion of Registrants who came to the show, which allows you to

. Show

. Mo Show
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How to register your stand personnel

In the Registrations portal, click on Exhibitor personnel to register your employees or
colleagues for the event. You can come back later and change the details at any time.

Exhibitor pe

You are here:  Exhibitor personnel

Stand personnel

Here vou can pre-register vour stand personnel.
Prirt the admission vouchers with barcade and bring thern to the show to get vour exhibitar badges.

If you are looking for someone you’ve already registered, you can enter a name or part of a
name in the Search name box and the list will be automatically filtered on those letters.

Exhibitor p

You are here:  Exhibitor personnel Select language: | Ei§ English v |

Stand personnel

Here you can pre-regizter your stand personnel, R e e Rl parece +
Print the admission wouchers with barcode and bring them to the show to get your exhibitor badges, -

Search name I I
Search registration state | <Any> -
Total Stand personnel registered 5
Name Company Email address Country Registration state
Rend Meijerink Jongerius BV, info@jnngerius-jpg.nl Registerad
Gert Hertang Jongeruis BV, info@ianaerius-ipg.nl Registerad
Douwe Elgersma Jongerius BV, info@janaerius-jpg.nl Registerad
Erwin van Diepen Jongerius BV, info@iangerius-ipa.nl Registerad
Aloha Voijst Jongerius B, info@jonaerius-jpg.nl Reqgistered

You can enter personnel one-by-one by clicking the Add person button and entering the
data for each person.
Select contact address o

You are geing ta register persannel. To speed up your registrations you may select an address you would like ta use as a terplate for your new registration, We will prefill the
infarration fram that template in the registration form for you, ©F course you can update these details during the registration.

Jongerius B.Y. Jongeruis B.Y.

@ ADD NEW [N — -
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S —ir Engish v

Standpersonnel details

First Mame* |

Last Mame* |

Jab Function™® |

|
|
Company™® |J0ngeriu5 B |
|
|

E-Mail* |

To register several names at once, upload a completed template. You can get the template
by clicking on the Import stand personnel button (next to the Add person button).
Here you can also upload the template again for populating the stand personnel list.

Import

1. Download termplate Dowvnload

2. Fill the termplate with contacts

3. Upload your contacts

To leave the Registrations portal, simply click on the X in the top right hand corner of the
screen.

Lagou F, 1|.
Lx_i

" LEIE English v

nnel -_f Add person +

If you encounter any problems with My easyFairs please don’t hesitate to contact your
easyFairs representative!
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