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Welcome to the Exhibitor Guide.

You will be using the tools in your
Swapcard Exhibitor Centre to
configure your booth, manage
your team, and interact with
attendees during the event!
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ACCESS THE APP

Login



How to login for the first time?

G You will receive an email similar to this one
with a button redirecting you to a login page.
Your account is automatically created
by the platform after you have registered.

2021

FASHION
TREND'SHOW

a

a A window will then prompt you to create
a password for your account: Fashion Trend'Show 2.0

& Hello Jane,

Get ahead of the game and prepare for Fashion Trend'Show 2.0 to save
Welcome, create a password yourself time and get the most out of your event.

Swapcard app makes it easy to access the event content and connect with the
right people in advance.

In order to log in the next time that you want to use the web or mobile app.

All you have to do is activate your profile with the tap of the below button.
Define new password o @ We'll keep all of your information and data secure.

Are you ready to join your event community?

Note: If you don't see this email in your mailbox, please

check your spam folder. Most of our emails are sent i
from app.healthcare@closerstillmedia.com




How to login when | have an account ?

0 Access your account on app.swapcard.com

CC
. . - T
Enter the email you used to register from your event and e
. It's good to see you again.
your password. Click the green arrow to connect. Pleass insert your password fo login.
Email address Edit
m Password
Insert your password o
Welcome,

Forgot your password?
Please enter the email address you provided during event registration
SEND ME A MAGIC LINK

Email address

Enter YOur @mail ooaress

Note: If you have forgotten your password, click “Send me a magic link” after entering your email.
You'll receive an email to reset your password (valid for 1 hour).
If you need any help, please contact www.swapcard.com/support



http://app.swapcard.com/
http://www.swapcard.com/support

EXHIBITOR CENTER

Functionalities



Navigation

There are four ways to access your
Exhibitor Center

£
oc Fashion Trend'Show 2.0 1] fa ﬂ J. Anais

’ bt
y /i 2
m LIVE: Watch now [l Exhibitors & Brands Swapcard Team [l Agenda Showroom [l Floorplan [l Forum My profile
: My contacts

Settings

By clicking the button in your invitation
email, which will redirect you to your
Exhibitor Center.

~~~~~

Y
Exhibitor Center e

Resource center

Contact app support

B Legal

Anais Silvano

Event Project Manager

Swapcard

s g A Click “Exhibitor Center”

[ [ .
Click on your Exhibitor booth from

the home page.
Note: you can access the Exhibitor Center even if the event isn't live.




Navigation
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Home

Company profile

Meetings

Contacts

Your team

This navigation bar will appear on the left side of your screen.
It will be help you to navigate between the different sections of

the Exhibitor Center.

Home is the first page that you will see
when accessing the Exhibitor Center.

A red pin indicates that you have a pending
notification. Click to see what's going on!
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Company profile

|

O

39

Home

Company profile

Meetings

Team’s contacts

Your team

Header image or video
- Image : 1200x675 px, up to TMB
- Video : video ID from YouTube, Vimeo or other (Iframe)

Social media links : LinkedIn, Twitter, Facebook...

To be contacted by as many qualified participants as possible, we advise to fill in all the
editable information from your Exhibitor Center. If a field cannot be edited, please contact

the event organizer.




Company profile - Overview

oe GEpcdic i SWITCHTO  Main information X
8 Home Header image
highlight you
Ord g a 1200x675p 6:
- sSWaCccar pre.=:
hERT R AT i € ¢ link h
Get Meaningful Encounters ’Mr M n _
| J
Video platform Video ID

~
‘.., ) 4 f . ,_ YouTube O hitps:/www.youtube.com/watch?v (i ]
‘
J 1
- /11 \l\ L
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l > ighlig ompany by adding your logo.
L ’ We using at least a 400x200px (2:1 ratio) image
no A
EDIT ‘ =
' v w

Swapcard

Name

Swapcard
Information EDIT

INFORMATION >

Welcome
Service(s)
provided F ded
Social media EDIT

® 00

Contact details EDIT

& www.swapcard.com

To be contacted by as many qualified participants as possible, we advise to fill in all the editable

information from your Exhibitor Center. If a field cannot be edited, please contact the organizer.




Company profile - Documents

#f Home *
a Company presentation
@ Company profile e
Documents

i Meetings

12 Team's contacts

Attach documents to your company profile (product
catalogues, press, releases, etc.). Paste a link (with http://)

or import a file (pdf, doc, docx, ppt, pptx, png or jpg),
then add a name and a short description.

o Add your documents

Attach documents to your company
profile (product catalogues, press

releases, etc.)

Add a document

Paste a link (with http://) or import a file (pdf, doc, docx, ppt, pptx, png or jpg), then add a
name and a short description

Document ™

Upload your decument or insert the URL

Title ™

Title of the document (max. 80 characters)

Overview

Describe in a few words the document (max. 160 characters)




Showcase different types of items

Depending on the event you are attending, and on the items categories created by the organizer,

below are some examples of categories you can upload items to from the Exhibitor Center.

) Add a new item
# Home “4Gearch Add job offers
Job offers (2)

S «Sompeypprane ® Marketing Manager T

Dverview n Swapcard = m o

) Sales Representative

ToB otfers | Swapcard Marketing Manager

j ;] m act |
a To add an item, click on “Company Profile,” select one of the -
categories available (i.e. Products and Services) and click add. o )

Add your item’s name and description and click on create. Once done,
click the pencil icon to import images (1:1 ratio) to illustrate your item.

e There may be additional custom fields to fill in below the description section.




Manage your meetings

All members v

#f Home

‘ Invitation (5) |  Confirmed (18) Canceled (1I7)  Declined (2) Meeting request .
@ Company profile > " EXPOI’"’ meehngs
&5 Mastings P) Sunday, January 1, 2023 & 01/31/2020 « 9:54 AM Get all meetings from your team in an

Excel file.
; o izi 01/01/2023 « 7:30 AM to 8:00 AM
Meeting request ® Invitation Charles Benizri ;

38 Contacts Product Owner ® Elio's halls table 1 EXPORT MEETINGS

[% 01/13/2020 « 5:28 PM
ipi 01/01/2023 « 9:00 AM to 9:20 AM

Vv
{3 Your team : - ibi i
© Primary Hall « Exhibitor room 2 Sophia Fields Abby Gonzalez
X Director Business Development Inside Salesperson
REPLY Allianz Verizon
v

Swapcard

L 3

Requester

: o 7 o Host
Meeting request ® Invitation Charles Benizri -

-
>
Product Owner
¥
>
v

O

[% 01/21/2020 « 7:08 PM

izi 01/01/2023 « 2:40 PM to 3:00 PM <€

Swapcard Charles Benizri
Product Owner X
Swapcard

© Lo1-5s02 Joe Williamson
‘ﬂ' Human Resources Coordinator
REPLY Costco
ACCEPT DECLINE

- Display the meetings of your team (Al members or a specific team member)

- Filter meetings by status: , Confirmed, Canceled or Declined.

- Assign a meeting: reply to the meeting request and select a team member to assign.
- Accept or decline meeting requests or cancel an existing meeting.

- Export the full list of meetings.

*Please keep in mind only attendees can send meeting requests




How to assigh a teammate to a meeting?*

]

m

i

All members

Confirmed (13)  Canceled (7)

Sunday, February 6, 2022

Meeting request @ Invitation

[% 03/12/2021 « 3:44 PM
i3 02/06/2022 + 1:00 PM to 1:30 PM

Fashion Trend'Show 2.0 - Aigle
Home
Company profile >
Meetings (2]
Team’ tact
Your team

© Meeting Room « Table n°1

v

@ Invitation
[ 04/12/2021 + 9:24 AM

i3 02/06/2022 + 2:00 PM to 2:30 PM v
AIGLE

REPLY

Meeting request

© Virtual « Video Call

REPLY

Meeting request

fa hl

[% 04/12/2021 « 9:24 AM

i 02/06/2022 « 2:00 PM to 2:30 PM
Q@ Virtual « Video Call

Requester

@ Houda Nguyen
Channel Account Manager
. $C] Swapcard

Please assign an available member to this meeting

[ ( bearch among members available for this slot

Christian Gill
Vendor

Aigle

Kate Palmer
Vendor

Aigle

In your Exhibitor Center, you can manage
your team member’s meetings.

Go to the “Meetings” tab and see all your
team meetings during the event.

To assign or change a team member for a meeting,
click on the meeting and choose the team
member you wish to assign.

A confirmed meeting has to be assigned to a
member of the team for them to get reminders.

Note*: once the meeting has been initiated by a team member, you are unable to assign someone else.



Shared contacts and exports By going to the "Contacts” tab, you can

view and export all the contacts collected
R  seore by you and your team before, during,
Company profile > Photo Firstname 2l Last name 2l Job title Company Email Createdat %l and after the event.

3

i@ Meetings (5] Conference & abu dhabi

suhaila Al Munthari Exhibition =~ conven tion smunthari@dctabudhabi.ae 12/04/2019 « 10:31 P
Head b
32 Contacts . Event Project H
e Aliénor Al-Mallak Manager Swapcard alienor@swapcard.com 11/08/2019 « 9:14 AN 0 n Iy t h e co nta cts (fro m CO n n ectl O n S,
5 Y t . .
°°°°° " P A R ——— 2rouraos AN meetings, an d peop le who can chat in the

— exhibitor booth) of your collaborators
who have enabled the contact sharing

o netwer king Event App &

‘ Bapfiste Boulard ot events Matchmaking baptiste@swapcard.com 11/28/2019 « 2:57 PA . . I I b d . I d
wihALCon WA Optlon wi € aisplayeaq,
founder

. oy
o cappuzzelo eeppi ke e praelfraiycom| Tou/zume v R in addition to yours.
Marine Delch g::::l“"‘“ Comenor day marine.delchie@comenorday.com 11/26/2019 » 219 Piv
Head of

a Godefroy des Francs }:ﬂr::::: Co- Swapcard godefroy@swapcard.com 12/11/2019 » 11:48 AN Yo u ca n C h ec k if a I I yo u r co I Ia bo rato rs

. .
) Commercia ) ) N i

M Dimolfetta Director Ampes Servi Srl m.dimolfetta@mipel.it 01/24/2020 + 11:03 £ h ave a ct Ivated It R

Xavier Dordor Ceo k avier@my k.com 11/27/2019 « 2:21 PN

From the App or Web App, you can also export your contacts Let’s talk GDPR...
(and only yours) as an Excel file by going to your contacts All users of the platform have agreed to share their

and clicking on “Export all.” data with the event organizer. When you connect with
a user, they tacitly agree to share their information
with you. You therefore retrieve this information in
accordance with GDPR.




How to add a teammate to your team?*

In your Exhibitor Center, you can

oc Fashion Trend'Show 2.0 - Swapcard SWITCH TO THE EVENT 9 Anais ~ manage your team.
“ Svup ud
# H Add your colleagues
S — . ﬂ Damien Courbon SN T Go to the “Your Team” tab and see all
Swp ~ard access the same interface. With your
o feom i o0 place, s e your teammates on the booth.
{# Yourteam .
e [e) ‘ [ To add new members, click this button
e — and add their email address.
2y If you can't see this button please
EmmuWr|gh1 .
e contact the event organizer.
‘i % The contacts of new members aren't
(o] Sosetroy dos Franes shared by default for security.
S'vup urd

da

To add a member, he/she must
already be in the list of participants.




How to share your contacts with your team?

5

i

1n

Aliénor Al-Mallak

Home

Company profile

Meetings

Team'’s contacts

Your team

Member settings

Show profile

P
o

Share his/her contacts with the team

Aliénor Al-Mallak
Event Project Manager
Swapcard

Alisha Dutt
Event Support Specialist
Swapcard

Allyson Jean-Charles
Event Project Manager
Swapcard

Each team member can choose
to share their contacts with the team.

Go to the “Your team” tab and see all your
teammates on the booth.

To share contacts, click the pen to the right of your
name. You will then see a toggle list appear where
you'll be able to choose whether to share your
contacts with the team.



How to download your leads?

Types of leads available from the Exhibitor Centre:

You can download your lead data directly from the
Exhibitor Centre. *Connected with exhibitor members

. *Had a meeting with the exhibitor or its members
Go to Exhibitor Centre > Leads board > Export leads

*Had a chat with the exhibitor

# Home

Analytics of your company Export leads report
Download a list of people your team

& Company profile S NUMBEROFCONTACTSMADE  NUMBEROF CONFIRMED MEETINGS inferacted with during The event as an
3 5 Excel file

izi  Meetings >
cccccccccccccccccccc SCORING AVERAGE OF SCORINGS MADE BY YOUR MEMBERS EXPORT LEADS

I B Leads board 1 3
ooooo ™ Virtual booth visits O

Team’s contacts
Discover here who have visited your

company profile

*®

Photo Firstname il Lastname il Job title Company Email

[~} J—sll

Q°

e Pawel Zajac Frontend Swapcard pawel@swapc

Alex Lis alxumldgmmif




CONTENT FEATURES

Increase your visibility



How to edit my personal profile? (1/2)

3
oc Fashion Trend'Show 2.0 [ 1} fa P #. Anais

’ L
/ i Z
m LIVE: Watch now Exhibitors & Brands Swapcard Team Agenda Showroom Floorplan Forum My profile a
- My contacts

Settings

$ Event Studio ®Q

hibitor Center

Resource center

Contact app support

B Llegal

Anais Silvano

Event Project Manager

Swapcard

Edit your company information and access
dvanced features in the exhibitor center.

( ‘/v Swapcard

m

You'll then be redirected to your profile details.

J ¢
LEARN MORE

There are two ways for you to access your profile

On the upper-right corner of your screen,
click on “My profile.”

On the left side of your screen next to
your photo, click on “Edit.”



How to edit my personal profile? (2/2)

EDIT

Ié To edit the information on your profile, simply click
J on the “Edit” or “Add” parts depending on which
b ]} . . .
type of information you want to edit.

Andis Silvano
Event Project Manager

Swapcard

Below is some of the information you can edit

About me = on yOUI’ prOﬂIe:

Je travaille chez Swapcard en tant que Event Project Manager depuis septembre 2020,
Passionée par les univers de la communication, du digital et par l'industrie dyamique de
I'événemantiel !

s:\.i;g: — . o ° My m a I n I nfo r m atl O n \ ‘él :?ﬂpno::\:&nice picture in 240x240px minimum and no larger
. About me (Biography) ‘ =

. Social Media

Country France Anals

. Contact details

Social media EDIT . CO m pa ny Silvano
@ 0 @ o Job fitle

Event Project Manager

My main infermation X

Rola Project Management

i c
Contact details EDIT ompany
Swapcard

[J Add your mobile phone number

13 Add your landline phone number

@ ancis@swapcard.com

. ABOUT ME
&} www.swapcard.com

@ &, Rue de Paradis, 75010, Paris, lle-de-France, France

Company EoIT




Company profile - How to add a video?

Main information x

As an exhibitor, you are able to upload either an
image or a video (live or pre-recorded) onto your

For image, we recommend using a 1200x675px (16:9 ratio)

+ image, no larger than 1MB
For video, first upload it on Youtube or Vimeo, then paste the
id here h
Video platform Video ID CO I pany l I epage'
YouTube v O https:/fwww.youtube. comwatch?v= Lid
-] Evolve Community Series - Swapcard ~  SWITCHT(

- o s a To upload a file, go to your Exhibitor Center and click

e on "Company Profile". In the first part, click "Edit".

Products & Services Products & Services Documents Team

Information

e G 0 e et s s a You will then be able to add your file or a live or pre-

person, virtual, and hybrid events. Al is used to boost matchmaking. connecting users with
the most relevant people based on their profiles. and custom event journeys. With live

. . .
& Meetings exhibitor dashboards fo track ROI. real-time event programs. audience engagement re CO rd e d VI d e O h O Ste d O n YO uTu b e O r VI e O
features and video calling options, Swapcard delivers valuable user experiences for all n I

contacts types of events. I I l

A [ == | or add an iFrame.

i EDIT
-~ Company details

Note: A YouTube video ID is the characters after "/watch?v=_"in the website link.

l.e. In "https://www.youtube.com/watch?v=_mKoi9VNgx4" the ID of the video is "mKoi9VNgx4".




NETWORKING FEATURES

Main functionalities



How to network?

All-in-one platform | On-demand Video Library

...... T e

. . .

| EM s S

T -

On the homepage of the event, you can access the
Community list (i.e. Attendees, Speakers).
This will help you find visitors to network with.

Don't hesitate to contact them through the application to chat,
and book meetings.

If you see time slots appearing on attendees’ profiles, it means
that the organizer has allowed meetings to be scheduled
during the event.

Request meetings with the attendees of your choice before all
their slots are booked. You can also manage your availabilities

from the “My Event” section of the application.



What happens if | receive a message as
an exhibitor? (1/2)

swaecard

Get Meaningful Encounters

ﬁw L

Swapcard

~

s BOOKMARK

Job offers Documents Team

Book a meeting
Select a time slot to set up a meeting with Swapcard

10:00 AM 10:30 AM 11:30 AM 12:00 PM 12:30 PM 1:00 PM

Talk to Swapcard

April 15, 2021

Hello Swapcard!
an we have a call?
-

Once you are added to an Exhibitor booth as a team member,
you have access to a shared inbox with all your organization’s
team members.

Messages in the inbox are generated when an attendee visits
your booth and types a message into the “Talk to...” window.

For the attendee, the message appears within the booth as a
1:1 chat. For the exhibitor team, the message generates a
notification in the platform, and appears as a message

in the exhibitor inbox.



What happens if | receive a message as
an exhibitor? (2/2)

To view your exhibitor inbox, click the S > CRRRE prsee
chat bubble icon along the top menu. | @ =
Q P s iz tﬂ: -
a Switch between your personal inbox and the (5
exhibitor inbox by clicking on the dropdown box. 8
€8 oo
All exhibitors will see a red notification circle L
e over the chat bubble icon after each new message. § peers
@J S——

Note: once any exhibitor team member reads the message, the red circle
disappear for the entire team.

oooooooooooooo




L]

THANK YOU FOR TAKING THE IF NEEDED, CLICK HERE TO ASK GET READY !
TIME TO READ THIS OUR TEAM FOR SUPPORT.
PRESENTATION.


https://help-attendees.swapcard.com/en/collections/5568264-exhibitors
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