
MCM Comic Con FFAIR Walkthrough  

Space Only stands are required to submit certain documents via FFAIR portal in 
advance of build to obtain the Permission to Build/ Setup Certificate. You will not 
be able to commence build without a Permission to Build/ Setup Certificate.     

Step 1 – receive the email from FFAIR 

If you have not received the sign-up link to the portal, please contact Ops Squad, and 
they will be able to assist you. The sign-up link comes from info@ffair.io or no-
reply@ffair.io. You may search from emails from this sender. 

 

 

Click ‘ACCESS YOUR PORTAL HERE’ 

 

 

 

mailto:plans@opssquad.co.uk
mailto:info@ffair.io


 

Step 2 – FFAIR portal  

 

 

Click through to the show, this will bring you to your Dashboard  

 

Step 3 – Dashboard  

 

 

To submit your documentation please click ‘Tasks’ on the lefthand side of the page.  

 

 

 



 

Step 4 – Tasks page  

 

See your initial task of ‘Stand Submission Confirmation’ this will need to be 
completed by all exhibitors. 

 

Step 5 – Confirming your stand submission 

 

Once confirmed if you are constructing your stand or not you will receive one of the 
above emails. 

Upon approval email you will be assigned your final tasks 



Step 6 – Go back to FFAIR to upload required documentation  

 

 

Depending on response to ‘stand submission’ you will receive one of the above set of 
tasks. 

Make sure to read the space only build regulations before uploading your 
documents.  

Each task will have their own description of what is required so please refer to this, any 
questions you are able to use “Chat with us” feature and I will respond on the hub.  



IMPORTANT: Once documents submitted ensure you clicked the below “Submit” 
button this shall change task to “waiting for approval” this will make it appear for 
review. 

 

Step 7 – Waiting for approval and receiving permission to build / set up  

 

 

 

Allow time for the team to review your plans, please look out for any emails from no-
reply@ffair.io. If for any reason we need amendments to your plans you will receive the 
right email, when plans are approved you will receive the email on the left. 

 

Please note you have to log back into FFAIR to view your permission to build /set up. 
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