
INSTRUCTIONS FOR USE OF ASSEMBLING / DISMANTLING PASSES

Assembling / Dismantling passes After successful registration: Assembling / Dismantling passes

Direct registration with e-mail

Manual Input: 
Entering the data of the colleagues 

The registered exhibitor passes will be
sent directly to your recipients

Invitation by e-mail (Exhibitor) Registration Code Download

Excel-Import:  
Upload bundled datasets

An e-mail with a request for registration
will be sent to your recipients

Send the registration links to your contact  
person of the service company

Via the blue-backed here you can get to the download area.  

Download the excel list with the registration codes

Select the amount of assembling / dismantling  
passes you require

Pass quotas: Choose a quota with unused assembling / dismantling passes

Choose a language in which you would like to address your service providers

Choose one of the two options:

Verify your data

Verify your data

Register booth personnel now

Begin the campaign 

Begin the campaign 

	��I know the names & e-mail addresses of  
our service providers

	�I would like to register the assembling /  
dismantling passes for all of them myself  
and send them by e-mail

	�I know the names & e-mail addresses of  
our service providers

	�I would like to react individual  
service providers to register their  
passes themselves

	�I don‘t know the names & e-mail addresses  
of our service providers

	�I would like to send several registration links 
to provide self-registration to the contact 
person of the service company 

ü ü

First order a generous contingent of assembling / dismantling passes in the pass management under Order additional passes.

How would you like to register your assembling / dismantling passes? 

Our  recommendation!



Changes of exhibitor passes

Already personalised exhibitor passes cannot be changed, please generate a new  
exhibitor pass if you wish to change them.

Pass monitoring

The status of the registered passes can be viewed under pass monitoring. Badges can be 
resent and collectively downloaded.

Charge

After the event, you will only be invoiced for the exhibitor passes, which were actually 
used minus your free contingent. The free contingent depends on the stand area you 
have booked.

Entry of personal data

For Manual Input or Excel-Import, the dataset should not exceed your open contingent 
of exhibitor passes.

Collected download of all registered exhibitor passes

In pass monitoring, you have the option of downloading all registered passes in a  
collected PDF file. Please use the red „PDF-Download“ button for this action.

New e-mail dispatch of registered exhibitor passes

Already sent e-mails with the exhibitor passes can be resent in the pass monitoring.  
To do this, click on the blue envelope.

Excel-Import

In the Excel-template, you can either select your salutation via the drop-down menu 
(English only) or fill it in manually.

Registration links 

Do not send a registration link twice.

Cancellations of exhibitor passes

Exhibitor passes that are not required do not have to be cancelled. Billing will be based 
on actual admission. 

Order additional passes

If the free contingent of exhibitor passes is not sufficient, you are welcome to reorder a 
generous contingent. Only exhibitors who have joined the fair will be charged.

New e-mail dispatch of registration request 

Registration requests that have already been sent can be resent in pass monitoring.  
To do this, click on the blue envelope. 
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