
Manual | Manage stand in My Easyfairs 

Welcome to the third step in My Easyfairs: “Manage stand”. In this step, you arrange important matters for your event participation, like additional orders 

of products and materials and registering your stand personnel.  

“Manage stand” consists of at least three steps and a maximum of six steps. That depends on the EasyGo package you've chosen and the documentation 

added by the event team in My Easyfairs. You have the option of going through the steps separately in My Easyfairs or this manual. You don't have to stick 

to a specific order. Each step states to which package(s) it applies, so you are sure you won't go through any unnecessary steps.   

Step 1: Stand personnel (available with all packages) 

Step 2: Onsite visibility (available with GoPremium) 

Step 3: Webshop & Orders (available with all packages) 

Step 4 (optional): Risk assessment 

Step 5 (optional): Booth grid plan  

Step 6 (optional): Partner services  

 

 

  



Let’s go!  

When you're logged in to My Easyfairs, you click 'manage stand'  

 



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

- Manage profile 

- Invite clients  

- Manage stand 

- Track performance 

- View documents (if available) 

 



Step 1: Stand personnel (available with all packages)  

In this step, you register the employees who will be working at your stand during the event. You do this via the registration portal in Visit. Registering stand 
personnel can be done when the visitor registration is open and the visitors can register for a visit to the event.  
 
Click on “Manage your personnel” and thereafter “Visit Connect” to go to Visit.  
 

 
  



Then click on the “Team” tab on the left. Here you can register your stand personnel. Click on the “Add staff” button to add a person. 
 
The stand staff will receive their voucher by e-mail. You can also print the vouchers from Visit by clicking on the "Actions" button and then "Print staff 
vouchers". 
 

  



Step 2: Onsite visibility (available with GoPremium)  

In this step, you can upload your logo so it's shown in prominent locations during the event. This provides extra exposure outside your own stand.  

 

You'll be directed to the screen below where you can upload a logo and add a name that's displayed together with your logo. You also see an example of 

how your logo will be shown at the event.  

 



Step 3: Webshop & Orders (available with all packages) 

In this step, you can see exactly which orders you've placed and you can go to the webshop to place (extra) orders for your stand. This way you are sure you 

don’t forget anything you need for your event participation.  

 



Once you click on the button “Webshop”, you'll automatically be directed to the online shop where you can place orders.  

  



Step 4 (optional): Risk assessment 

When applicable to the event you're participating in, you can download the 'risk assessment' in ‘View documents’ or upload a risk assessment. However, 

this isn't relevant for every event. When this doesn't apply to your participation, you won't see this document.   

 

When clicking on the name of the document, you will be directed to the following overview. Here you can open the risk assessment and, if needed, upload 

your file.  

 

 



Step 5 (optional): Booth grid plan 

When applicable to the event you participate in, you will see ‘Booth grid plan’ in ‘View documents’. When you have your own stand design during the event, 

you will see the possibility to upload your stand design.  

 

 

When you click on the name of the document, a new screen opens in which you can upload your stand design.  

 

  



Step 6 (optional): Partner services 

Finally, we have the last optional step 'Partner services'. When applicable, you can find the documents in ‘View documents’. These are generally documents 

of parties the event collaborates with. For instance, think of collaborations with media or parties that can help you set up or design your stand. The 

collaboration agreements are stored under 'partner services'. Would you like to use one of the offered services? You can download, sign, and upload the 

agreements. It doesn't get much easier than this!  

 

 

 

 

 

 

  



When you click one of the services, you'll be directed to the following overview, where you can download documents and re-upload signed documents.  

 
 

 


