
Manual | Manage your stand in My Easyfairs 

Welcome to the third step in My Easyfairs. You have successfully completed the first two steps in My Easyfairs (Manage Your Online Profile and Invite 

Customers & Prospects) and you can now continue with the next and final step before the event starts, the “Manage your stand” step. In this step, you 

arrange all important matters for your event participation! Think of additional orders of products and materials or registering your stand personnel. In this 

step, you can arrange for everything you need prior to the participation so you won't have to worry about it during the event and can focus completely on 

meeting (potential) business relations!  

“Manage your stand” consists of at least three steps and a maximum of nine 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: Create alerts (available with GoLeads, GoPlus and GoPremium) 

Step 3: Onsite visibility (available with GoPremium) 

Step 4: Stand orders (available with all packages) 

Step 5: Visit Connect (available with GoLeads, GoPlus and GoPremium)   

Step 6: Smart Badge technology  

Step 7: Webshop (available with all packages) 

Step 8 (optional): Risk assessment 

Step 9 (optional): Booth grid plan  

Step 10 (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 your online profile 

- Invite customers and prospects  

- Manage your stand 

- Track your performance 



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” 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: Create alerts (available with GoLeads, GoPlus and GoPremium)  

This feature gives a real-time notification when a certain business relation enters the event, so you'll be alerted even when you're busy speaking with 

visitors.  

 

 

 

 

 

 

 



When you click 'Create SMS alerts', you 'll be directed to the overview below, where you can easily add phone numbers of colleagues at the stand who 

should receive a notification when a certain visitor enters the event. Here, you can select a specific visitor to connect to a specific colleague at your stand. 

This means that you are sure you don't miss important business relations during their visit to the event.  

 

 

 

 

 

 

 

 

  



Step 3: 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.  

 



Subsequently, you can see how your logo will be shown at the event in 'generate example' and then save this. A very simple way to generate exposure 

during your event participation.  

 

 

 

 

 



Step 4: Stand orders (available with all packages) 

In this step, you can see exactly which order you've placed. A helpful overview of the ordered items for your stand. This is an easy tool that shows you at a 

glance what you're still missing! This way you are sure you don’t forget anything you need for your event participation.  

 

 

 

 

 

 



When you click on “View your orders”, you'll be directed to the overview below, showing you what you've ordered, in which quantities and what you might 

be missing.  

 



 

Step 5: Visit Connect (available with GoLeads, GoPlus and GoPremium) 

In this step, you can set up the Visit Connect tool so you can use this tool during your event participation to collect your visitors' information and turn this 

into a valuable resource. With this helpful tool, you can scan the visitor's badge yourself. In doing so, you easily record the information of visitors with whom 

you've had a productive conversation at your stand. You can add information and remarks yourself, allowing you to easily follow up after the event. With 

Visit Connect, you're in the lead and you can note any details about the conversation. This is different from the Smart Badge technology where the visitor is 

in the lead and you can't add notes or remarks. The use of the Visit Connect tool in combination with the Smart Badge technology creates the ideal situation 

for both you and the visitor.  

 

  



When you click on the “Visit Connect” button, you can set up the tool. For example, you can add questions that the stand staff can easily fill in during a 

conversation with a visitor. 

Your registered stand personnel are automatically assigned as a Visit Connect user. They will receive their Visit Connect access link in the registration 

confirmation email. 

 



Step 6: Smart Badge technology 

With the Smart Badge technology, you can connect your Smart Badge readers (number depends on the EasyGo package you've chosen) to specific subjects. 

For instance, it's possible to connect a reader to a product, to specific information about a service, or to a vacancy, for instance. This allows you to share the 

right information with the right visitor and easily follow up on these leads after the event. After all, you know exactly which visitor has shown interest in 

what subject and in this way, you can immediately hold interesting conversations after the event.  You can connect the readers as follows.  

Click “Manage readers”.  

 

 

 

 

 



You will be directed to the screen below where you can automatically see the number of readers included in your package. With GoVisibility and GoLeads, 

you will receive one reader, with GoPlus two readers and with GoPremium, you will receive three readers. If you want more readers, you can always order 

these separately in the online shop! By clicking “Modify”, you can connect every reader as you wish!  

  



When you click “Modify”, you'll see the screen below that explains how you can connect reader(s). Of course, you can choose to connect the readers later. 

However, take into account that the readers must be connected at least two weeks before the start of the event.  

 

When you click “Start”, you can choose what you'd like to connect your reader to. If you don't choose anything, the readers are automatically connected to 

your company profile.  



 



In this example, we choose to connect to the company profile. Fill in a reader name, to be able to distinguish the different readers later in the leads 

overview.  

 

 



 

When you've completed the steps above, you will see the connected reader in the Smart Badge reader overview. 

 

 

  



Step 7: Webshop (available with all packages) 

When the online shop has been opened, you can place your (extra) orders for your stand via this step. Make sure you don't forget anything and your stand is 

fitted with everything you need.  

 

 

  



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

  



Step 8 (optional): Risk assessment 

When applicable to the event you're participating in, you can download the 'risk assessment' in this step or, if applicable, 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 step in your timeline. The step looks as 

follows:  

 

 

Subsequently, you'll be directed to the following overview:  

 

 



When you click the document, you'll see what's expected of you in this step:  

 

  

You will see in one view if a mandatory 

action is connected to this step.  



Step 9 (optional): Booth grid plan 

The step booth grid plan is also optional. It's possible that your participation doesn't require this step. In that case, this step won't be present in your 

overview and there are no actions to be taken in this step. When you have your own stand design during the event, you'll see that this step does apply. In 

this step, you have the option of uploading your stand design. You'll see whether or not this step applies to you at a single glance.  

This overview shows you when action is required from you by displaying a 1:  

 

 

 

 

 

 

 

 



Subsequently, you click “View documents” after which you're directed to an overview that clearly shows what's expected of you. You can see whether the 

action is mandatory and it describes exactly which action you need to carry out in 'actions to be carried out'.  

 

You can see if uploading a 

booth grid plan is 

mandatory for you. 

At “Actions to be carried out” you see 

which actions you need to carry out.  



Step 10 (optional): Partner services 

Finally, we have the last optional step 'Partner services'. When applicable, you can find documents you can download, sign, and upload here. 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.  

You first see an overview of all available 

services, the related documents and the 

actions to take. You can also see if the actions 

are already finished.  



 
 

 


