swaccard

EXHIBITOR GUIDE

© 0

@




Welcome to the Exhibitor Guide.

You will be using the tools in yourSwapcard
Exhibitor Center to configure your booth,
manage your team, and interact with
attendees during the event!
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HOW TO LOG IN FOR THE swapcard
FIRSTTIME?

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

. FASHION
.‘ : TREND'SHOW
e 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.

In order to log in the next time that you want 1o use the web or mobile app.

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

Define new password 1o} e

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

Are you ready to join your event community?

LET'S GET STARTED!
PRESENTED nNote:If you dondt see this email in 0 U 2 box,

BY
BTNGROUP please check your spam folder. Most of our emails are
sent from noreply@swapcard.com
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Bl ANACCOUNT?

a Access your account onapp.swapcard.com

Enter the email you used to register from your event and
9 your password.Click the green arrow to connect.

CcC

Welcome,

Please enter the email address you provided during event registration.
Email oddress

Enter your email oddress O

Note: If you have forgotten your password, clickoS e n d

SOUP 0 Youdl |l receive an email to

o HOW TO LOGIN WHEN | HAVE

me

cC

<« Hi Andis
It's good to see you again.

Please insert your password to login.

Email address

Password

Insert your password

Forgot your password?

SEND ME A MAGIC LINK

swagccard

Im

a aftergenteringlyouneknadil.
reset your password

If you need any help, please contacthttps://help -attendees.swapcard.com

(va


http://app.swapcard.com
https://help-attendees.swapcard.com/hc/fr/requests/new

EXHIBITOR CENTER

FUNCTIONALITIES
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-
o Fashion Trend'Show 2.0 t % ' & Andis ~

There are four ways to access your

Exhibitor Center

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

ClickO Exhi bi tor Cen
in the drop down menu.

Click on your Exhibitor booth from
the home page.

Angis Silvano
Event Project Manager
Swapcard

- -
m -y
V&N

PRESENTED o Note: you can access the Exhibitor °
BTNGROUP Center even if the event isndt | iGoeteam.swapcard.com*

CONFERENCES & EVENTS



http://team.swapcard.com

N
AV

93

b

10

NAVIGATION

Home

Company profile

Meetings

Team’s contacts

Leads board

Your team

swagecard

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.

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

A red pin indicates that you have apending
notification . Click to see what's going on!
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.l COMPANY PROFILE swapcare

#f Home

93

c al A Header image or video
empany prote ’ - Image: 1200x675 px, up to 1MB

- -Video: video ID from YouTube, Vimeo or othelf{fame)
i eetings

o Teams contacts A Background image: 2560x1600 px, up to 1MB

B Leads board A Social medialinks:Li nkedl n, Twitter,

3 Your team

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.
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= COMPANYROFILE: OVERVIEW swapcard

JUNE 2022
L, LONDON

o -Swapcard SWITCHTO  Main information X

& Home Hoader image
Add a header image or video to highlight your page!

For image, we recommend using a 1200x675px (16:9 ratio)
. ' swapcard 9 9 P
SCampcy bictie - swomo d g s Imoige: o kvger thar IMB

For video, first upload it on Youtube, Vimeo or any other video

Overview ‘ 0 \"' *?ii provider, then paste the id or src link here.
Get Meaningful Encounters 5 ]
‘ a

Documents =3

i Meetings = - Video platform Video ID
b x) YouTube v | @ hitps:/www.youtube.com/watch?va (]
38 Team's contacts
-
© Yourteam Loge
L &) Highlight your company by adding your logo
L ‘ We recommend using at least a 400x200px (2:1 ratio) image,
no larger than IM8
€0IT ‘ o o
L]
v Swapcard

Swapcord

Information o
INFORMATION >

Welcome

Service(s) .

Giovided Service(s) provided

Social media EDIT

®00

Contact details EDIT

@& www.swapcard.com

PRESENTED

BY
BTNGROUP

CONFERENCES & EVENTS

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.
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= COMPANYPROFILE:
Bl DOCUMENTS. LINKS

@t Home E Company presentation

Company profile >

5

iz Meetings

12 Team’s contacts

8 Leads board

{# Yourteam

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.

swagecard

# 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 document or insert the URL a
Title ™

Title of the document (max. 80 characters)
Overview

Describe in a few words the document (max. 160 characters)
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SHOWCASE DIFFERENT TYPES OF ITEMS

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

29 - 30 JUNE 2022
EXCEL, LONDON

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

2 Search

@ Home B Add job offers
Job offers (2)
@ Company profile v
Marketing Manager e 5 5 m °
Overview Swapcard Add a new item
2is ents Select @ sub-category
) Sales Representative
s 4 j——
wapcar Marketing Manager 34 a description

i  Meetings

32 Team’s contacts

Marketing Manager

To add anitem, clickono Company, &Prsoelidcet one of t fn.+‘
categories available (i.e. Job offers or Products) and clickadd. S

o Addy our i temds name and ceaes@nceidpne,i on

PRESENTED click the pencil icon to import images (1:1 ratio) to illustrate your item.
BTNGROUP

CONFERENCES & EVENTS

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

X X Do > e

9

i

1

Home

Company profile

Meetings

Team'’s contacts

Leads board

Your team

All members

[ tnvitation (5) [ Confirmed (18)

Sunday, January 1, 2023

Meeting request @ Invitation

[% 01/13/2020 « 5:28 PM
i 01/01/2023 « 9:00 AM to 9:20 AM
© Primary Hall « Exhibitor room

REPLY

Meeting request @ Invitation
[% 01/21/2020 « 7:08 PM
iz 01/01/2023 « 2:40 PM to 3:00 PM

© Lo1-s02

REPLY

Canceled (17)

@ K

0

Declined (2)

Charles Benizri
Product Owner
Swapcard

Sophia Fields
Director Business Development
Allianz

Charles Benizri
Product Owner
Swapcard

Joe Williamson
Human Resources Coordinator
Costco

Display the meetings of your team @All membersor a specific team member)

Filter meetings by status:
Assign a meeting: reply to the meeting request and select a team member to assign.

, Confirmed, Canceled or Declined.

Accept or decline meeting requests or cancel an existing meeting.

Export the full list of meetings.

Export meetings

swagecard

Get all meetings from your team in an

Excel file.

EXPORT MEETINGS

Meeting request

[% 01/31/2020 » 9:54 AM
iz 01/01/2023 « 7:30 AM to 8:00 AM
@ Elio's hall « table 1

Requester

Abby Gonzalez
Inside Salesperson
Verizon

Host
Charles Benizri
Product Owner
Swapcard

ACCEPT DECLINE
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HOW TO ASSIGN A TEAMMATE swagcard
e TO A MEETING?

In your Exhibitor Center, you can manage

T femnimdSionoAee - Meeting request your team member ds m
& Home All members fh

7 04/12/2021 » 9:24 AM
@ Company profile 5 Ol (0] [Cesed®)

' cufowauzz. 200PM 1o 2204 Gototheo Me e tditab and see all your

e s o | [ESmmSEas o e team meetings during the event.
(e t Meeting request @ Invitation :-,’i‘“;?\’
'z ::;:/z:o:::::mmm - 8 ?::r::d?::yu"\"‘f\‘m‘cgsr
) Your bark © Maoting Room » Table n'l (@ Swopcard ) )
o To assign or change a team membeirfor a meeting,
et e o ot ‘ ovotatle click on the meeting and choose the team member you
5m{.’ﬁ.ﬁmm 4 e Christian Gill wish to assign.
& Voo mamca o
AIGLE
=
Kate Palmer . ) .
g A confirmed meeting has to be assigned to a member of

the team for them to get reminders.

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

CONFERENCES & EVENTS




TRAVEL swagcard
M HOW TO ADD A TEAMMATE TO YOUR TEAM?

30 JUNE 2022
CEL, LONDON

In your Exhibitor Center, you can
manage your team.

oc Fashion Trend'Show 2.0 - Swapcard SWITCH TO THE EVENT ,’J Anais

Head of Sales

Swapcar,
# Hom Add your colleagues
‘ Damien Courbon Invite your team members who are
@ Company profile > o registered for the event soyou can all

o e Gototheo Yo ur tabesandsee all
Davide Petilli
your teammates on the booth.

Swapcard

oeietanate (o) &
i o To add new members, clickthis button
and add their email address.
Godairoy des rancs \ Ifyoucand t s ebettort gheass contact
. the event organizer.
Thecontacts of new members aren't
shared by default for security.

Swapcard

4 Team’s contacts

© Yourteam

1mM

200™m®o

@ o

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

PRESENTED

BY
BTNGROUP G * Note: only if allowed by the organizer

CONFERENCES & EVENTS
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HOW TO SHARE YOWWRONTACTS swapcard

WITHYOUR TEAM?

Each team member can choose

# Home g Aliénor Al-Mallak ;
Event Project Manager 4
@ Company profile > Sy to share their contacts with the team.

Alisha Dutt
Event Support Specialist
Swapcard

i Meetings

32 Team’s contacts

Your team

Allyson Jean-Charles
Event Project Manager
Swapcard

Aliénor Al-Mallak X

Member settings

Show profile .

Share his/her contacts with the team

GototheoYo ur

tab andsee all

your teammates on the booth.

To share contacts, click the pen to the

right of your name. You will then see a

toggle | ist appear

choose whether to share your contacts
with the team.

PRESENTED

BY
BTNGROUP

CONFERENCES & EVENTS
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29 - 30 JUNE 2022
EXCEL, LONDON

£,
oc Fashion Trend'Show 2.0 L] fa P ?‘ Andiis

There are 2 ways for you to access your

My contacts

profile

Seftings

j  Event Studic @ Q

Exhibitor Center

Resource center

K Contact app support

On the upperright corner of your screen,
click on oMy profile. 0

On the left side of your screen next to your

photo, click on oEdit. ¢

Andis Silvano Legal

Event Project Manager
Swapcard

Edit your company information a
‘advanced features in the exhibit

CL  swapcard

- P
m -y

Youodl | then be r
your profile details.

PRESENTED

BY
BTNGROUP

CONFERENCES & EVENTS
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'3l |0\ To EDIT MY PERSONAL PROFILE? (2/5)/aPc0rd

To edit the information on your profile, simply click on
the OE d iot 6A d dparts depending on which type of
information you want to edit.

Below is some of the information you can edit
on your profile:

My main information
 About me (Biography)
 Social Media
 Contact details

© Company




