
Exhibitor Badge Registration 

If you require any assistance, please contact info@reedgiftfairs.com.au

2 – 6 August 2025



Step 1 – Login to Exhibitor Portal of your event

450 users / 45%

Login to the exhibitor portal



Step 2 – Badges & Participants

450 users / 45%

Click on Badges and Participants



Badge Manager
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Badges already allocated
Badges to
allocate



Step 3 – Download template

450 users / 45%

Click on Download template.
This will download a csv template on your computer
(downloads folder)



Step 4 – Find csv template
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Open file by clicking on the arrow next 
to downloaded file on the bottom. 
Select show in folder. This will open the 
download location on your computer



Step 4 – Open csv template…1/2
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Double click on template.csv to open the template in excel



Step 4 – Open csv template…2/2
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The template allows adding one or more exhibitor badges at any time 
by providing basic information about the team member.

PLEASE NOTE: 
Due to covid regulations email addresses MUST be unique to each person.
Generic names such as ‘staff 1’ or ‘temp’ WILL NOT be accepted. 



Step 5 – Enter exhibitor badge information
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In this example, we are adding 3 exhibitors at this time
Any number of badges can be added at any time
More badges can be registered later

Save and close the file once done adding



Step 6 – Upload filled in csv file
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Click ‘Choose file’ and select the file you have updated

Review and Accept
Terms and Conditions



Badges Allocated
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Badges are allocated
and displayed

Click on Back



Allocated Badges appear in Badge Manager and can be edited 
(name, role) at any time
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Click to edit



Confirmation to Exhibitors
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Exhibitors will receive a confirmation email



International Exhibitors – Invitation Letter for Visas
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If you require a letter of invitation to 
assist with your visa applications, you can 
now generate this with the below simple 
steps 

Step 1 - Click on the ‘Plan Your Show’ 
button that appears in the confirmation 
email
Step 2 – Click on the ‘Request Visa Letter’ 
button
Step 3 - Complete the form to generate a 
personalised invitation letter to assist 
with visa applications



Exhibitor Badge Collection
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Please have the QR code contained in your badge 
confirmation email ready when you visit the 
Customer Service desk onsite during move-in to print 
your badge. 

PLEASE NOTE: you will need to have your exhibitor 
badge to gain entry to the exhibition hall for both 
move-in and during show times. 


	Slide 1:  Exhibitor Badge Registration 
	Slide 2
	Slide 3
	Slide 4
	Slide 5
	Slide 6
	Slide 7
	Slide 8
	Slide 9
	Slide 10
	Slide 11
	Slide 12
	Slide 13
	Slide 14
	Slide 15

