
EXHIBITOR AREA

‐ eCommerce user guide ‐



If you have forgotten your password please enter the 
email address here and click on ‘Password Reminder’.

The login details to ecommerce will be
send to all confirmed Exhibitors
(excluding Co‐Exhibitors) via email,
please enter your username and
password to login



Welcome to Exhibitor Area, the eCommerce tool for ordering online stand Products and Services. 

Here you will be able to check the entire catalogue and hire any service you may need for your stand during the congress. At 
your eCommerce profile you will also be able to check confirmed orders, follow up your payments or download the invoices. 

Your company 
name here

Your stand 
details



Products and Services catalogue:

Click on ‘Products’ tab on the right top corner to check and order any products and services for your stand.



Products and Services catalogue:



Products and Services catalogue:
How to order a product? Example (1)

The product description, price and the deadline to order is 
always be displayed (visible) for your reference. 

If necessary you will have to fill in a form for additional 
information regarding the preparation of the product.



If you need carpeting, please
select the colour and specify
square meters of your stand.

Products and Services catalogue:
How to order a product? Example (2)



Add to list

Enter the number of 
units required.

Products and Services catalogue:
How to order a product? Example (3)



SPECIFICATIONS:
Electricity, Water, Compressed Air and Internet service

These services require an installation so when ordering these services you will be
asked to locate them in your virtual stand plan. Please mark exactly where you want
them to be delivered, otherwise the fittings will be placed at the builder’s discretion.



Please note that the minimum
hire is 8 hours a day during the
exhibition which includes lunch
allowance and 1 hour of paid
lunch break (e.g. 10.00 – 14.00
and 15.00 ‐19.00 = 8 hours hire).

Security Controller:
Security Controllers can be hired to keep you 

informed of any incidents that may take place on 
your stand.

Security Guard:
Security Guards can be hired to watch over the 

goods/products on your stand. No additional charge 
applies for weekend and public holiday hire.

SPECIFICATIONS:
Temporary Staff

This service includes: load in, load out, transfer and handling
of all type of goods on your stand: products to exhibit,
branding, sound equipment, light or video equipment and
furniture. There are no limitations on how much they can lift.
Additional services are available on request and different
rates may be applied in those cases.



ORDERS & BILLING

In this section you can check your orders, download invoices in PDF format and see the outstanding balance.



FINANCES: 
Orders

In this section you will be able to see the summarised and up to date list of the products/services you have ordered, dates
you have done these orders, quantity of each ordered item, the costs and the total balance due.



FINANCES: 
Invoices



FINANCES: 
Balance Overview



SHOPPING LIST

To continue with your selected purchase(s) please click on ‘Shopping List’ icon to proceed to the checkout.



SHOPPING LIST

Please check the details of your selected items below and click on ‘Place Order’ icon to confirm the purchase. If you are 
not ready to confirm, please click on ‘Save List’ option and complete your order(s) later. If you have a PO number for this 
purchase, please fill the ‘Purchase Order’ box in. 



SHOPPING LIST: 
Place the order

Please read and agree to the terms and conditions. 
Once you have agreed to the terms and conditions, please click on ‘Next’ to continue.



Fill in the dimensions 
of your stand.

Mark the corresponding 
structure of your stand.

This is optional, should you wish to upload the map of your stand.

When you are done, click on “Next” 
Button to continue.

SHOPPING LIST: 
Place the order



Click and drag the products to the image. 
Locate them where needed.

Most of our services/products will have to be located in the map.
Please make sure to locate them exactly where you need them.

Click on “Next” button 
to continue.

SHOPPING LIST: 
Place the order



Review the order.

Click on “Next” 
button to continue.

SHOPPING LIST: 
Place the order



Please, select the method of payment. Either Credit Card or Bank Transfer.

Confirm 

SHOPPING LIST: 
Place the order



THE ORDER IS NOW COMPLETED!!! 
You will receive an email confirming your order.

Enter the required information and click on confirm.

NOTE: all your up to date orders can be viewed in the ‘Finances’ 
section where you can also download invoices in PDF format.

SHOPPING LIST: 
Place the order



If you have any doubts / questions please contact with ServiFIRA at 
+34 93 233 2000 or esc@firabarcelona.com


