
 

Manual | Managing your online profile in My Easyfairs  
 

Welcome in My Easyfairs . As you can see, the environment is built out of steps, and you can now access step 1: Manage your online profile. The online 

profile becomes your digital business card and contains the information that is visible on the show website. This information will also be shared with the 

visitors who have scanned your stand with the Smart Badge. That's why it is important to fill in the information completely and correctly, so that you can 

experience the benefits of My Easyfairs . 

The more complete the information in your online profile, the easier it becomes to attract the right target audience, which results in high-quality leads. 

We'll gladly walk you through the different parts of ‘’manage your online profile’’ , so that you can get the most out of this part of My Easyfairs . 

‘’Manage your online profile’’ consists of five steps. You can go through these individual steps separately! Click on the step and view the explanation, or go 

through all of the steps in chronological order. 

Step 1: Company information 
 

Step 2: Products 
 

Step 3: Innovation gallery 
 

Step 4: News 
 

Step 5: Jobs 



 

Let’s go! 

Once you're logged into My Easyfairs , you click on "manage stand" 
 

 



 

You are directed to the overview below. You see a timeline with the following steps that are available in My Easyfairs : 

- Manage your online profile 

- Invite your clients and prospects 

- Manage your stand 

- Track your performance 
 

 
 

 

In this manual we go through the first 
step ‘Manage your online profile’.  It 
is divided in five smaller steps.   

At the top you will see a timeline with 
three steps in front of the event and 
one step after the event.   



Step 1: Company information 

You can see the step "Company Information" as your online business card. The info that you enter in this step is the information that is directly shared on 

the show website. Besides that, this is also the information that visitors who scan your stand during their visit will receive after their visit. That's why it's 

important to take your time for this step and to complete it as much as possible. This first step is also the most extensive step of 

"Manage your online profile". 

This step consists of several parts: Basic information, company address, company description, categories, images and social media. If you have filled in a 

field, the information will be saved automatically. The fields with an * are required fields and always need to be completed. Do you not fill in these fields? 

Then you will receive a notification, and you will need to complete them. We explain a number of steps.  

 

 
 

 



 

When you click on your own stand in the list of participants on the website, you will see the data you have entered under "basic information" & "company 

information" as follows: 

 
 This contact field can be found 

at the bottom of your online 
company profile on the show 
website. 



 

Below ‘Company description’, you add a brief description of your company’s activities. You can, of course, use the information from your own website, 

but also keep in mind how you can make this information as relatable as possible for your target audience. This way, you grab the attention of the 

interesting target audience straight away. If the show website is available in different languages, then you need to provide this information in all of those 

available languages as well. ‘Translate from’ helps you to translate a text. Do you not fill in a certain language, for example English? Then your company 

description will not be shown on the English version of the event website. 

 
 



The information you enter in My Easyfairs is displayed in the list of participants on the website and on your personal company page. This looks as follows: 

 

 

Here you see the company name, the 
logo and a brief company 
description. This is the information 
you have added via My Easyfairs.  



 

When you click on your company, you are directed to your personal page where the company information is displayed on top: 

 

The information that has been 
completed in ‘Company description’, 
in My Easysfairs, will be projected in 
this field.  



 

 

 

Below categories, you find a number of pre-defined categories that are used in the online catalogue of the website. By selecting the categories that best fit 

your company's activities, you ensure that you are easy to find for the target audience that is interesting to you. That's because, on the website, they can 

filter according to a specific category (that fits their interests). This way, you reach interesting leads ever faster. 

 

 

Select the categories which fit best to 
you company activities. This way you 
will reach more interesting target 
groups.  



 

The categories you can select are visible on the show website as follows. This makes it very easy to filter according to interests for the visitors of the 

website: 

 
                                                                                         

Left to the exhibitor list you will see 
the categories displayed.  



 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

In the online company profile, the 
categories are also displayed.  



Next, you are going to upload your logo and a header image. These images are shown on the event website.  

 



 

The logo is displayed on the website as follows: 

 
 



 

Step 2: Products 

 
Your business card has been completed. It's time for the second step of "manage your online profile", adding products that you want to display on the 

show website. 

 
 

Here you see an example of a recently added 
product. Additionally, you are able to still add 
new products.  



 

When you click on "Add a product", you are directed to the page below. Fill in all fields completely and correctly, so you share the right information 

with the visitor. 

 

Fill in the name of your product and add an image. When the website is available in multiple languages, you need to enter the information in all 

languages. This is indicated by the red language blocks. As soon as a language has been entered, the block turns green. If you have entered 1 language 

and want to use the same name or image for the other languages as well, click on ‘Use the same for all languages’. Then click on save and the fields 

below will appear.  

 



 

 

In this fields, you add a description of your product/service (max. 2000 characters) and you can add an URL, a YouTube URL or documents.  

  



The products will then be displayed on the show website as follows: 
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When you then click on a product, you are directed to the product page, which looks as follows:  

When clicking on one of the 
products, you will be forwarded to a 
page with a more in depth 
description about the product. 



 

 
 

 

 



Step 3: Innovation gallery 

In the innovation gallery, you can register products as innovation. These are displayed in a separate section of the show website. The innovations you have 

registered do not get there automatically, they are first assessed. Is the submitted innovation actually an innovation and does it meet all predetermined 

requirements? You will receive an e-mail when the assessment is complete, and you don't need to check into My Easyfairs  all the time to see if the 

innovation has been approved. 

If you have not yet registered any innovations, you can do so now. You can also do this some other time, of course. By clicking start, you can register an 

innovation for the innovation gallery. Click on "I'll do this later" to do this at another time. 

You can only register innovations that you have added as a product during the second step. An innovation that you have not yet added to your 

products? No problem, go back to the step products and add this innovation anyway. After that, you will see that this product can be selected and 

submitted as innovation. 
 

 
 



 
 

Select the product you want to submit as innovation and go through the steps! Your request s then successfully submitted. Now you just have to wait for 

the approval of your innovation! 
 



 

When your innovation has been approved by the innovation reviewer, you can find your innovation on a separate page of the website. This way, your 

product gets even more exposure and your reach becomes even bigger. 

 

 

 

 

 

 

 

When your innovation is approved, it will be 
automatically added to the innovations gallery and 
displayed on the innovation pages. 
 
No innovations have been added to this page. That 
is why this page is blanc.  



  Step 4: News 

To complete your company profile even more, we are now going to add news. On this page, you can add various news items. The steps you have to go 

through to add a news item are similar to the steps you went through when completing the company information. Here too, if the website is available in 

different languages, you have to enter all languages separately to complete the website. Forgot to fill in a language? Then this language will not be 

displayed on the show website. 

The fields with an * are required fields. Nevertheless, we recommend that you complete all fields. By adding a URL to your show website, for example, 

you immediately generate interesting traffic to your website. This can result in leads in the build-up to your participation. The completed fields are 

automatically saved.  

 



 

The news items are displayed on the show website as follows: 

 

 
 

This is also a separate page on the show website.  
When clicking on the ‘News’ item, you will be 
forwarded to an overview page of all exhibitor 
news.  



After clicking on a news item, you are directed to the whole article. In the example below, not all fields have been completed (no image and media). 

 

 
 



 

Step 5: Jobs  
 

In the last step, you can choose to add job vacancies at your organisation! This way, you can immediately reach the target group for which your 

organisation can be interesting. Applicants who reach you via this way will have an affinity with the sector, which is a big plus! 

Add a job by completing all fields and then clicking "propose". Again, don't forget about the different languages! It's possible to add multiple jobs. 

 

 
 

 


