
Delete 

booking(s)

Login
Register for 

event

Add booking(s)
Show / change 

booking(s)

Edit 

user/company

Assign/register 

company
Registration



Delete 

booking(s)

Login
Register for 

event

Add booking(s)
Show / change 

booking(s)

Edit 

user/company

Assign/register 

company
Registration



Click on ‘Register’ 

to register as a new 

user.



Enter:

• E-mail address

• Password

• First name

• Last name

• Phone number

• Your address

• Company name

• Tax number

• Site language



Accept theGeneral

Terms and 

Conditions of Use.

Click on “Register” 

to confirm the 

process.





Paste the 

confirmation link 

into your browser 

or open it directly 

from your e-mail 

program.
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Enter your user 

data and click on 

the “Login” button.
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When you log in for 

the first time, you 

must select a 

company. The 

following slides 

explain step by step 

how to do this.



If your company is 

displayed under 

‘Join existing 

company’, you can 

join it by clicking on 

the corresponding 

circle. Your request 

will then be 

forwarded to the 

administrator of 

your company, who 

must confirm it.



If you have received 

a company code 

from colleagues 

who have already 

registered, please 

enter it in the field 

provided. Your 

request will then be 

forwarded to your 

company's 

administrator for 

confirmation.



If your company is 

not displayed under 

‘Join existing 

company’, select 

the option ‘Create 

new company’ and 

confirm the data 

entered.



Here you can check 

your company data, 

correct it if 

necessary and then 

confirm with ‘Create 

company’.



After the 

assignment, you 

can make 

adjustments to your 

company.



To make bookings, 

click on the Events 

tab.
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Register for an 

upcoming event to 

be able to make a 

booking.



You may need an 

event code to 

register for an 

event. You will find 

this either on the 

website of the 

respective event or 

in the logistics 

information; if no 

code is required, 

you can register 

directly and start 

booking.



After successful 

registration, you 

can make a 

booking.
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Add a new booking.



Select your vehicle 

type.



Enter:

• Licence plate 

number

• Phone no. Driver

• Driver language



Select:

• Hall

• Arrival date

Enter:

• Duration

Optional: 

• Logistical 

service

• Logistics 

provider

Select:

• Timeslot



Enter:

• Stand number

• Exhibitor 

information

• Internal 

reference

Optional:

• Add another 

vehicle

• Add another 

booking



With the “Add 

another booking” 

function, you can 

make and complete 

several bookings 

across events at the 

same time.



The previous 

vehicle selection 

will be taken over 

for you.



The selection of 

drivers and vehicle 

data is also taken 

over.



Select:

• Hall

• Arrival date

Enter:

• Duration

Optional: 

• Logistical 

service

• Logistics 

provider

Select:

• Timeslot



Enter: 

• Stand number

• Exhibitor 

information

• Internal 

reference

Optional:

• Add another 

vehicle

• Add another 

booking



You can use the 

“Add another 

vehicle” function to 

add a booking for 

another vehicle to 

your shopping cart.



Select the vehicle 

type. 



Enter:

• Licence plate 

number

• Phone no. Driver

• Driver language



Select:

• Hall

• Arrival date

Enter:

• Duration

Optional: 

• Logistical 

service

• Logistics 

provider

Select:

• Timeslot



Enter:

• Stand number

• Exhibitor 

information

• Internal 

reference

Optional:

• Add another 

vehicle

• Add another 

booking



Confirm the 

booking.



Your slots and the 

associated costs 

are displayed in the 

overview. To 

continue, you must 

accept the booking 

conditions and 

complete the order 

with payment.



You will then be 

forwarded to the 

payment service 

provider. Here you 

select your payment 

method and 

complete the 

booking with the 

chargeable order.



After payment, you 

will be shown the 

successful booking. 



The system 

automatically 

generates an entry 

ticket for you.



The system also 

automatically 

creates the invoice 

for your bookings.
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You can see all your 

company's 

bookings in the 

booking overview. 



Click on the down 

arrow to open the 

booking and view 

all the details.



You can edit the 

vehicle data by 

clicking on the 

pencil icon.



You can use the 

save function to 

save any 

adjustments you 

have made.



You can edit the 

stand number, 

exhibitor and 

reference by 

clicking on the 

pencil symbol.



You can use the 

save function to 

save any 

adjustments you 

have made.



Reschedule by 

clicking on the 

‘Reschedule’ 

button.



Enter the changes:

• Hall

• Date 

• Time 

• Loadingzone

Select a new slot.



Confirm the 

rescheduling.



Click on the paper 

clip to access your 

documents.



You can call up the 

complete invoice 

history here.
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You can cancel the 

booking by clicking 

on the stop sign 

symbol.



Confirm the 

cancellation. 





The system will 

automatically 

generate the 

cancellation invoice 

for you.
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Click on 

‘Administration’ to 

access your user 

and company 

details.



Here you will find 

all information on 

administration at a 

glance.



Here you can 

update your 

personal data and 

change your 

password.



To change your 

password, enter the 

new password 

twice and then click 

on ‘Change 

password’.



You can make 

changes to your 

company via the 

company data.



Several company 

accounts can easily 

be combined in a 

joint account. To do 

this, simply click on 

‘Merge companies’.



Enter the company 

code of the other 

company account 

here. You will 

receive this from 

the users who are 

logged into the 

corresponding 

account. Then click 

on ‘Send invitation’.



If you want to leave 

your company, 

simply click on 

‘Leave company’.



Click on ‘Continue’ 

to confirm the 

process.



In this overview, 

you can see all 

colleagues who 

belong to your 

company account.If

you would like to 

add more 

colleagues, click on 

‘Invite Member’.



Enter the e-mail 

address of the 

colleague you wish 

to add and click on 

‘Send invitation’.
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