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We are excited to welcome you as an exhibitor for IDEX and NAVDEX 2025! 

This is your step-by-step guide for using the Exhibitor Portal for the event. This portal is your go-to resource for preparing for your participation.

Key Features of the Exhibitor Portal:

1. Event Schedule: Access the complete event schedule from build-up to break-down.
2. Exhibitor Manual: Access the Exhibitor Manual for comprehensive information about exhibiting.
3. Deadlines: Stay informed about all required forms and submissions to ensure timely compliance.

How to Access the Portal:

1. You will receive a welcome email from info@ffair.io with a link to activate your account
2. Click on “Activate Account”
3. Create your password

If you have not received the welcome email from info@ffair.io or have any trouble accessing the Exhibitor Portal, please contact the Operations Team at 
operations@idexuae.ae.

We encourage you to explore the portal and complete your ‘Tasks’ at your earliest convenience. This will help us to better serve you and maximise your 
exposure at the event. 

The IDEX & NAVDEX 2025 Exhibitor Portal is powered by
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1. Welcome Page
1. Login to the Portal at https://app.ffair.io/login

2. Click on “IDEX & NAVDEX 2025”
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2. Dashboard
1. Keep track of your tasks such as mandatory & 

optional forms with deadlines that are coming 

up, overdue or complete.

2. Overview of your exhibiting package.
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3. Tasks
1. Click on Tasks in the menu on the left-hand side.

2. View and track all of your tasks to submit before 

the due dates.

3. Your tasks will be sorted into different categories 

for each tracking;

• To Do

• Overdue (urgent attention!)

• Done
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3. Tasks
4. When you click on a specific Task on the list, a 

window will pop-up on the right-hand side.

5. On the pop-up, you will be able to read the 

instructions and any relevant details for the specific 

task 

6. On the pop-up, you will be able to download any 

relevant attachments to complete.

7. Follow the instructions for completing the task.

8. Please complete the task before the due date to 

allow enough time for review and amendments if 

necessary.

9. When you have completed the relevant form or letter, 

click on “Confirm” or “Start Task/Submit” and follow 
the on-screen instructions.

10. You will receive notifications by email for any tasks 

which are upcoming, overdue, submitted and 

approved/declined.
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4. Show Info
1. Click on Show Info in the menu on the left-hand side.

2. Here, you will be able to browse and read through 

important information that will help you have a 

pleasant experience preparing.

3. Important Dates & Times: check the dates and 

timings for build-up, show days and break-down as 

well as required information for onsite deliveries.

4. Exhibitor Manual: you can view the PDF version.

5. Official Contractors List: browse the list of official 

contractors, partners and providers for any services 

you might need.

6. Checklist & Deadlines: important deadlines for 

submitting your required forms and details.
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5. Users
1. Click on Users in the menu on the left-hand side.

2. Here, you will be able to view, add or remove users 

who have access to your company’s account in the 
Exhibitor Portal.

3. Simply click the “+” icon to add a new user. You can 
specify if the user is a contractor.

4. Once added, the user will automatically receive an 

invitation by email from info@ffair.io to activate  their 

profile.
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6. End User Certificate (EUC)

1. Click on Tasks

2. Find and click on “END USER CERTIFICATE – LOCAL & 

INTERNATIONAL EXHIBITORS”
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6. End User Certificate (EUC)

3. Review the instructions carefully

4. Complete each Sub-Task in order
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6. End User Certificate (EUC)

5. Sub-Task # 5 – completing the EUC Form with item 

list.

6. Complete the details for each item.

7. Add additional rows for additional items.

8. When all necessary items have been added, click on 

“Complete”.

9. You will receive an email with a link to download a 

copy of your completed EUC.

10. The EUC will also be shared with the Operations Team 

for review and approval.

11. If changes are required, you will be notified by email.
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Contact us for assistance
Operations Team

Office HoursEmail

Monday to Friday

9am to 4pm (GMT+4)

operations@idexuae.ae

Official Providers

THANK YOU

E: idex.services@adnec.ae
T: +971 (0) 2 406 3666

✓ Stand building
✓ Audio visual
✓ Rigging
✓ Electrical requirements
✓ Signage and graphics
     and much more!

E: sales@capitalhospitality.ae
T: +971 (0) 2 444 6900

✓ Custom menus
✓ Bespoke catering experience

E: events.service@capitalexperience.ae

✓ Hotel Reservations (Click HERE)
✓ Visa Services
✓ Car Transfers
✓ Excursions

Official Contractor Official Caterer Official Travel AgencyVenue Services

E: customer.services@adnec.ae
T: +971 2 406 3666

✓ Stand Cleaning
✓ Vehicle Access
✓ Entertainment Permits
✓ Parking Passes
✓ Telecoms Services
     and much more!

Official Logistics Agent

E: fe.noatum@adports.ae

✓ Freight Forwarding
✓ Customs Clearance
✓ Onsite Handling 
      (Forklifts, Cranes, 
       Storage etc.)
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