


Your way to our TicketCenter!

Step 1: Please use our website www.biofach.de / www.vivaness.de for LogIn to our Online ExhibitorShop. 
You have already received your LogInData together with your stand space confirmation.
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http://www.biofach.de/
http://www.vivaness.de/


Your way to our TicketCenter!

Step 2: Choose TicketCenter of the range of options you have. 
You can now start with the organization and the order of your passes and vouchers!
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Guideline TicketCenter

1. Organization of your free amount of exhibitor passes

2. Possibility to order additional exhibitor passes (Exhibitor passes and Assembly / Dismantling passes) 

3. Personalization of a number of people with the same e-mail-address

4. Possibility to order print-vouchers and voucher codes

5. Download of Registration Codes for vouchers and passes

6. Invitation management

7. Voucher code monitoring

8. Contact for further questions
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1. Organization of your free quota of exhibitor passes

Step 1: Click on "Order additional exhibitor passes" to start the generation and personalization process. 

The exhibitor passes, which are available free of charge due to the size of the stand space, must also be 
generated via "Order additional exhibitor passes". In case you have already ordered some exhibitor 
passes you will find your remaining free quota of passes under “Total orders”.
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1. Organization of your free quota of exhibitor passes

Step 2: You have various options for personalization. You can personalize your passes directly and transfer / print them. 
Furthermore you can send an invitation for registration to externals by e-mail. Alternatively, registration codes can also be 
downloaded (for further information see point 4).
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1. Organization of your free quota of exhibitor passes

Step 3: Select a voucher contingent and click on "Next step".
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1. Organization of your free quota of exhibitor passes

Step 4: Select the German or English e-mail template and click on "Next step". 

8



1. Organization of your free quota of exhibitor passes

Step 5: Please read the General Terms and Conditions and the Privacy Policy and confirm this by 
ticking the boxes.
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1. Organization of your free quota of exhibitor passes

Step 6: You can choose to enter the data manually or import an Excel template. You can download a 
corresponding template here. 

Please note when entering the data manually that all fields marked with a red star are mandatory fields
and must be filled in. 
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1. Organization of your free quota of exhibitor passes

Step 7: Under "Preview“, you can see all data entered. Then click on “Next step”.
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1. Organization of your free quota of exhibitor passes

Step 8: Check your entries and click on "Begin the campaign".
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1. Organization of your free quota of exhibitor passes

Step 9: The registration process is now in progress.

Select one of the following options or exit the TicketCenter. 

You can access the various options at any time from the main page and order and personalize additional 
exhibitor passes, search for personalized/ sent ID-cards or get an overview of your ticket 

contingents.
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2. Order of additional exhibitor passes 

Step 1: Select the required number of exhibitor passes and assembly / dismantling passes and add them 
to the shopping cart. Click on “Complete order“.

NEW in 2020:
Please consider that exhibitor passes will also be valid during the regulary assembly and dismantling
periods. Assembly / Dismantling passes will only be needed for personal which will be solely present
during the assembly and dismantling periods. The order of assembly / dismantling passes is similar
to the process of ordering exhibitor passes.

Please note:
Only the exhibitor passes actually used will be billed to you after BIOFACH / VIVANESS 2020.
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2. Order of additional exhibitor passes 

Step 2: Enter a contact person for shipping and click on "Next step".
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2. Order of additional exhibitor passes 

Step 3: Check all information and click on “Order with costs“.
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2. Order of additional exhibitor passes 

Step 4: Now click on "Register booth personnel" to start personalizing the exhibitor passes. 

Please note:
Your order is now saved in your profil. Thus, you can continue with personalization also at a later point in 
time.
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1. Organize your passes for your booth personnel
2. Select direct registration with e-mail -> next step
3. Select quota / badge type -> next step
4. Select e-mail language -> next step
5. Confirm terms and conditions as well as privacy policies
6. Select manual input and personalize your badge - just enter one name and e-mail address here
7. Add data rows
8. Click on preview -> next step
9. Start begin the campaign
10. Continue with step 1 to register further people

Important: Please use the name once only – accordingly, it is not possible to personalize 2 passes with the same name.

3. Personalization of a number of people with the same e-mail-address
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4. Order of print-vouchers and voucher codes

Step 1: Click on "Order vouchers" to start the invitation process.
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4. Order of print-vouchers and voucher codes

Step 2: Select the required number of voucher codes and print vouchers and add them to your shopping cart. Once you 
have selected the appropriate quantities, click on "Add to cart". Click on “Complete order“.
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4. Order of print-vouchers and voucher codes

Step 3: Specify your shipping address and a contact person. Then click on "Next step".
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4. Order of print-vouchers and voucher codes

Step 4: Check the information and click on "Order with costs".

Please note:
Voucher codes are immediately available for you in the TicketCenter.
You will receive print-vouchers by post. 
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Step 1: To download the excel-sheet with the codes, choose „Registration Code Download“ and
proceed by clicking on „Next Step“. The process is identical for vouchers and passes.
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5. Download of Registration Codes



Step 2: Select the contingent from which you would like to use the e-codes.
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5. Download of Registration Codes



Step 3: You can now use the slider bar and numerical input to decide how many codes should be 
generated in the Excel Sheet. Proceed again by clicking on "Next step".
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5. Download of Registration Codes



Step 4: Now you can check your entries and „begin the campaign“.
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5. Download of Registration Codes



Step 5: The campaign is now complete. To view your documents, click on "here".
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5. Download of Registration Codes



Tip: You can find your download-campaigns anytime on the start page via "Exhibitors" -> 
"Document overview". To download the Excel list, click the icon on the left.
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5. Download of Registration Codes



6. Invitation management

Step 1: Click on "Register visitor" to start sending the invitations.

Please note:
Your order is now saved in your profile. Thus, you can continue with registration of visitors also at a later
point in time.
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6. Invitation management

Step 2: Select the campaign name and type and click “Next step”. In order to download the vouchers, 
read point 4) „Download of Registration Codes“.
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6. Invitation management

Step 3: Select a contingent / ID-card type and click on "Next step".
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6. Invitation management

Step 4: Select the German or English e-mail template and click on "Next step".
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6. Invitation management

Step 5: Please read the General Terms and Conditions and Privacy Policy and confirm this by ticking 
the boxes.

You can choose to enter data manually or import an Excel template to invite customers. You can 
download a corresponding template here. 
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6. Invitation management

Step 6: Enter the personal data of all customers you would like to invite and click on "Add entries". 

Please note when entering the data manually that all fields marked with a red star are mandatory 
fields and must be filled in.
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6. Invitation management

Step 7: Under "Preview“, you can see all the data you have entered.
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6. Invitation management

Step 8: Check all entered information and click on "Begin the campaign".
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6. Invitation management

Step 9: The invitation process is now complete.

Select one of the following options or leave the TicketCenter.

You can access the various options at any time from the main page and order additional vouchers, invite 
customers, search for specific customers or get an overview of your voucher quotas.
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6. Invitation management

Step 10: The “voucher quotas / contingents” show you how many voucher codes and print vouchers with imprints you 
have already ordered and to which customer the voucher has been assigned. 
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7. Voucher code monitoring

Step 1: Use the “voucher code monitoring” to view visitor statistics.
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7. Voucher code monitoring

Step 2: Under "Visitors“, you will find the number of registrations and invitations in the form of a bar 
chart with differentiation according to country of origin.
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7. Voucher code monitoring

Step 3: Under “Monitoring", you can see how many of your customers are registered and entered the 
exhibition.
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In case of further questions please feel free to contact us:

Your event team BIOFACH/VIVANESS

Telefon +49 9 11 86 06-89 96
E-Mail: eventteam@biofach.de 

eventteam@vivaness.de

8. Contact for further questions


