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Registration

FRANKFURTER BUCHMESSE 3

Chapter 01



Logging in 
My Book Fair
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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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Registration
My Book Fair

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 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.
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Registration
My Book Fair

Now you can log 

in using your e-

mail address and 

password.



Creating and 
sending ticket codes 
and ticket links
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Creating ticket codes and ticket links
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Please log in to your My Book Fair 

account with the email address 

you have on file with us as ticket 

manager.

Then click on "Tickets" and on 

"Exhibitor Ticket Portal".



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.



Creating ticket codes and ticket links
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To create an exhibitor pass, 

please click on “Issue 

Exhibitor Passes“ at the 

bottom of the “Exhibitor 

Passes” overview.



Creating ticket codes and ticket links
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Now you can choose whether you would like 

to create ticket links or ticket codes.

Ticket links can be sent directly to your 

colleagues’ e-mail address.

Whereas ticket codes will be sent to your e-

mail address and can be sent individually 

afterwards.

If you have to issue a larger number of ticket 

links, you can also upload an Excel list 

containing the recipients’ e-mail addresses.



Sending ticket links
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If you want to send individual 

ticket links per mail, please click 

on “Ticket link“.



Sending ticket links
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Please enter the e-mail address 

of the recipient of the ticket link.

Further e-mail addresses can

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



Sending ticket links
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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.



Sending ticket codes
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If you want to send 

ticket codes only, 

simply click on 

“Ticket code”.



Sending ticket codes
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Indicate here how many ticket codes you would 

like to order and click on “order now“.



Sending ticket codes
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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.



Sending ticket codes

FRANKFURTER BUCHMESSE 19

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.



Redeeming and retrieving 
tickets
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Redeeming a ticket code
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Please click on the item "Redeem 

ticket code".



Redeeming a ticket code
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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.



Redeeming ticket codes 
for more than one person
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Please enter the ticket 

codes you would like to 

convert and click on 

"Redeem voucher code".

Then please click on 

"continue".



Redeeming a ticket code
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Please select whether the ticket 

is for you or for someone else 

and then click on "continue".

If the ticket is for another person, 

they do not need their own My 

Book Fair account, just their own 

email address.



Redeeming a ticket code
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Please customize your ticket 

now.



Redeeming a ticket code
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Now you can enter the data of 

the person who needs a ticket or 

you can personalize the ticket 

with your data by clicking on 

“Use my data".

If the ticket is for another person, 

they do not need their own My 

Book Fair account, just their own 

email address.



Redeeming a ticket code
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Please check your entries now. 

You can change them again by 

clicking on the small pencil 

symbol on the right or discard 

them by clicking on the bin 

symbol.

Please click on "Send order" and 

do not forget to accept the 

general terms and conditions.

You will now receive your redeemed 

ticket by email and can also access it 

in your My Book Fair account.

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.



Retrieve tickets
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To retrieve your ticket, 

you can also log into 

your My Book Fair 

account. Then please 

click on "Tickets”



Retrieve tickets
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Please click on "Retrieve 

ticket". Here you can 

now print out your ticket 

or show it online.



Free contingent and managing 
further tickets
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Chapter 04

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.



Free contingent
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This overview shows 

issued, registered 

and used tickets as 

well as the amount 

of allotted tickets.

Settlement with free quota:

In the screenshot, 5 tickets have already been allocated and two 

of the recipients have already redeemed the ticket.

If one of these 5 tickets is now used to enter the fair, this ticket 

will be offset against the free quota (250 tickets).

If you have used up your free ticket quota but a colleague still 

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.

Translated with www.DeepL.com/Translator (free version)



Naming a 
representative
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Chapter 05

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.



Naming a representative
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On the overview page for 

your stand, please click 

the “edit symbol” (pencil) 

in the top row of the 

page.



Naming a representative
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Now you should come to the 

following page. To name a 

Representative, click on the 

“Name Representative” button.



Naming a representative
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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.



Naming a 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.



Blocking tickets
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Blocking tickets
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If you want to lock a 

ticket, please click on the 

ticket type you want to 

lock.



Blocking tickets
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Click on the ticket code 

you want to block.



Blocking tickets
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Click on the lock icon.



Blocking tickets
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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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