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Registration




Logging in
My Book Fair

You can register as a trade visitor or exhibitor in
three simple steps.

Enter the following

URL into the address bar

of your browser:
https://services.buchmesse.de/login/external

Click on "Register now".
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You don't have c
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Trade visitors register to..

v buy o trade visitor ticket

i+ redeem a ticket code or link (trade visitor tickets and exhibitor tickets]

1+ use the matchmaking tool

Exhibitors register to...

i update your company prafile in the Exhibitor Directony

1 goindocess to the exhibibtor tickset porio
i ook o slot in a signing box

Calendar of Events

v pubiish your events in the

v EEtte your invoices via. credit cand

Journalists and Bloggers register to...

'O T0 0TOIn O Bress ticket

» ==

ook Fair profile yet?
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Registration
My Book Fair S—

Fill in the input mask. All fields marked with an
asterisk* are mandatory.

Please click on "Register now" afterwards.
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Registration

My Book Fair
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After you have saved your data, you
will receive an e-mail from us with an
activation link, which you should
confirm (please also check your
spam or junk mail folder).

Please click on the link in the e-mail.
If you cannot click on the link, please

copy it into the address bar of your
browser.



Registration
My Book Fair

Now you can log
in using your e-
mail address and
password.
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Creating and

sending ticket codes
and ticket links




Creating ticket codes and ticket links

Exhibitor ticket portal [iams managets of exbizibng comoonies oon creabe o et Fere Please Iog in to your My Book Fair
3z vzl o3 dsimbute ancl menage them account with the email address
you have on file with us as ticket
manager.

' Then click on "Tickets" and on

"Exhibitor Ticket Portal".
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Creating ticket codes and ticket links
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Please click on the stand
you would like to use to

send ticket codes and/or
links.

You can see from the gift
symbol whether you have
free tickets.
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Creating ticket codes and ticket links

vod P wun g e & 12wy BalEwr Tk e

1 0 please click on “Issue
fig e Exhibitor Passes” at the
bottom of the “Exhibitor
5y 1= maazmon passes Passes” overview.
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To create an exhibitor pass,
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Creating ticket codes and ticket links

) Henw wiauld you like ta create exhibitar passes?
Now you can choose whether you would like

to create ticket links or ticket codes.

Ticket links can be sent directly to your wha K s T ke v soal PR ann?
colleagues’ e-mail address.

|'_’.-'-"':' el
Whereas ticket codes will be sent to your e- 2 =
mail address and can be sent individually i il el e L
afterwards. i

- »

If you have to issue a larger number of ticket
links, you can also upload an Excel list
containing the recipients’ e-mail addresses. Wead o e b see Tre ket cade warse o

.ll.‘l!
o'

T s amop
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Sending ticket links

If you want to send individual
ticket links per mail, please click
on “Ticket link“.
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Hew wauld you like to create exhibitor passes?
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Sending ticket links

Who would you like to send a ticket link to?

The TECACAANT G 958 The Dora] limk T crests fher awn gxnminer page anling

e your caTRan Bead Fouir contact wil repaiee mn Four comtact can then

addreae Clpk o "hisss + -l yath & fe ket ek resgierter oy Biock P arad

Sarad ke link o ioad ki o e oo
LiEE

Eheaw @il prove

« Please enter the e-mail address
of the recipient of the ticket link.

£ ADDERAL ADCRESE Further e-mail addresses can

be added (click on “Add E-Mail Address”).
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Sending ticket links

FRANKFURTER BUCHMESSE
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After sending the link(s), you are taken to an overview page
where you can see all the tickets you have sent, to whom,

and whether they‘ve been claimed or not.

The recipient of the link will receive an e-mail. Clicking on
the link will take the user to their ticket, after they log in to My Book Fair.

Attention: In order to redeem a ticket, each recipient needs to have their
own My Book Fair account.

il
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Sending ticket codes

Hew wauld you like to create exhibitor passes?
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If you want to send -
ticket codes only, i

simply click on
“Ticket code”.
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Sending ticket codes

FRANKFURTER BUCHMESSE

Would you like to download multiple registration

codes?
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m « Indicate here how many ticket codes you would

like to order and click on “order now”.
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Sending ticket codes

You will now return to the overview page. Under Ticket No. you will see the requested ticket
code. You can now pass this on to the recipients to redeem in their accounts.

You will also receive the requested ticket codes by e-mail.
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Sending ticket codes

After ordering the ticket
codes, you will receive an e-
mail with a download link.
Click on the link to download
the excel sheet containing
the codes.

Please note: The download is
available two weeks upon
receipt. After that date, you
can copy the ticket codes
from your overview in the
Exhibitor Ticket Portal.
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Tao start the download, please click the following link;

downboad link=mfi tap20160620 2315748 download link code=MNzOyWzhybAmMO2ZMMTBRNZIKBATE
030

Please note that this dowenload will onky be availabie until 07/12/2023 05:02 PR
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Redeeming and retrieving

tickets




Redeeming a ticket code

Fuschose Tross wisms S [ v il

|{5"_"i-'_—.l:,—'. T TIT<RT CiCle =5 arArs ol Trsda ein Tore S0 iedaa v ke oAk Gndd s il
Tickeos rera

m « Please click on the item "Redeem

ticket code".
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Redeeming a ticket code

FRANKFURTER BUCHMESSE

Redeem a woucher

g gy TR prmer o TS e T o

Total

You can now redeem your ticket code here or redeem a ticket code for
someone else.

Please mind: Only trade visitor tickets and exhibitor tickets can be
redeemed in My Book Fair, not private visitor tickets.

Private visitor codes are redeemed in the private visitor shop not in My Book
Fair.
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Redeeming ticket codes
for more than one person

Redeemn a voucher

FEEs et R T et L

Please enter the ticket ACBETHIEY
codes you would like to
convert and click on
" " Exnitulor pass
Redeem voucher code". e
. T BSR4 001G 55T
Then p|ea$e CI|Ck on oressmriad by hontook 10 - Free kot Quchmeanss
"continue".

Tatal

+ Exhibitor pass
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Redeeming a ticket code

2 Fercorakz=

Flease choose for whom you are ordering tickets.

Please select whether the ticket
is for you or for someone else b P kg

and then click on "continue".
» = Extybbor s [ TASRAEGE L) = ]

If the ticket is for another person,
they do not need their own My
Book Fair account, just their own

v Fn Eiter pass |1 S0EL0RATo AT o
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Redeeming a ticket code

2 Purnans

Please personalise the tickets you have selected,

Hpare =mris imaF e Hobnk ok s Has e peten whane name s anishes on A B gee sl trenepe o Onky vale

" pe TR . t - e 4 - ; i it
T o st il @ oo o e o o e Tl T e @ d e T S e th PR o bEs s 0 T ST

Ficked - Exbebiter pass (1 7421 9972 2254

Please customize your ticket w
now.
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Redeeming a ticket code
Customize your Ticket

Now you can enter the data of . e A .:1&4
the person who needs a ticket or

you can personalize the ticket Li

with your data by clicking on e R

“Use my data".

If the ticket is for another person,

they do not need their own My “rravs
Book Fair account, just their own

email address.
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Redeeming a ticket code

1 iemiema Ay d

Floasz cheok the follzwing imfermatian befare serding waur
crdder.

Hp zizopderu | ; |

Please check your entries now. You will now receive your redeemed
You can change them again by ticket by email and can also access it
clicking on the small pencil e in your My Book Fair account.
symbol on the right or discard 5

them by clicking on the bin
symbol.

Please click on "Send order" and
do not forget to accept the
general terms and conditions.

If you have redeemed a ticket code
for another person, the person will
receive the ticket by email. You will
also receive the same ticket by email
and can forward it to the person
again if necessary.
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Retrieve tickets

To retrieve your ticket,
you can also log into
your My Book Fair
account. Then please
click on "Tickets”
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trode visitor ticket shop,
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Retrieve tickets

Please click on "Retrieve
ticket". Here you can
now print out your ticket
or show it online.
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Ewir|ave tickhet
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Chapter 04

Free contingent and managing

further tickets

Maybe you were given tickets or ordered them along with your stand.
How and where to see your contingent and how additional tickets are billed will be
explained on the following pages.
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Free contingent

1-day Exhibitor Ticket (1

L s Settlement with free quota:
S . In the screenshot, 5 tickets have already been allocated and two
fiiairad of the recipients have already redeemed the ticket.

This overview shows |f gne of these 5 tickets is now used to enter the fair, this ticket

issued, registered || be offset against the free quota (250 tickets).
and used tickets as

well as the amount | you have used up your free ticket quota but a colleague still

- p— « of allotted tickets.  needs a ticket, you can buy another one. The invoice will be sent
to you at the end of the fair. You will only be charged for the
tickets that were actually used.

i b3
=
i
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Chapter 05

Naming a

representative

Usually, one e-mail address is stored in the system as the ticket manager.

The person with this e-mail and My Book Fair account is the ticket manager.

In order to let several users to carry out tasks in the Exhibitor Ticket Portal, the Ticket Manager
must appoint representatives/proxies.

A representative can then perform the same tasks as the Ticket Manager.
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Naming a representative

Ticket Services for Exhibitors

FEM‘J I': Fl_l HTEH u;,-,.-;u.,,",._,duhlm
BUCHMESSE Hal 1,4

On the overview page for
your stand, please click
the “edit symbol” (pencil)

in the top row of the
page.
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Naming a representative

FRANKFURTER BUCHMESSE

Marme representative

Tha Tedicer rp coptw A= conerkle marEy-as oo lor ve 202

« Now you should come to the

following page. To name a
Representative, click on the

“Name Representative” button.

34



Naming a representative

FRANKFURTER BUCHMESSE

Mame represantative

On this page, fill in the information and send the
invitation.

It is important that the My Book Fair account used
has the same e-mail address as specified in this entry.
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Naming a representative
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Mame representative
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To remove a representative, click

the pencil icon again.

In the overview you can then remove
any representatives by clicking on
the X next to their name.
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Blocking tickets

If you want to lock a
1 ries B it Thehs 1 - . i Pt o r mod vy rd der . .

ticket, please click on the
ticket type you want to
lock.

T-tlay Exhibdtor Ticket L

-

s v prngare & g P Teder'y

mrawds - TR TS
-
' i o
B 2 0 e
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Blocking tickets

FRANKFURTER BUCHMESSE

Click on the ticket code
you want to block.
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Blocking tickets

-:':f:) Ticket 1 3096 5156 4792

CLrE
FRAKKFLIRTER ) .
BUCHMESSE e
kel s Tmnd
&1
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T, 5ze
=vhibdrer pos 1
[T
Tl Ep

Click on the lock icon. - | £ B
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Blocking tickets

FRANKFURTER BUCHMESSE

e e pealby wizn L Lo Block Wie lcket® 1 canrg

To definitely block the ticket, click
on “yes” after writing a short note
about the block.

Please mind that the ticket cannot
be reactivated afterwards.
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