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Welcome to the Exhibitor Guide.

You will be using the tools in your Swapcard
Exhibitor Center to configure your booth,
manage your team, and interact with
attendees during the event!
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sl FIRST TIME?

° 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.

A window will then prompt you to create
a password for your account:

Welcome, create a password

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

Define new password 1o} °

D Note: If you don’t see this email in your mailbox,
ROUP please check your spam folder. Most of our emails are
sent from noreply@swapcard.com

HOW TO LOG IN FOR THE

swagecard

2021

i \ FASHION
) TREND'SHOW

Fashion Trend'Show 2.0

swapcard

Hello Jane,

Get ahead of the game and prepare for|Fashion Trend'Show 2.0 to save
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.

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!
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o HOW TO LOGIN WHEN | HAVE
g AN ACCOUNT?

a Access your account on app.swapcard.com

Enter the email you used to register from your event and
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

swagccard

cC
<« Hi Andis
It's good to see you again.
Please insert your password to login.
Email address Edit
Password
Insert your password © e

Forgot your password?

SEND ME A MAGIC LINK

Note: If you have forgotten your password, click “Send me a magic link” after entering your email.

ROUP ﬂ You’ll receive an email to reset your password (valid for 1 hour).

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


http://app.swapcard.com
https://help-attendees.swapcard.com/hc/fr/requests/new
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EXHIBITOR CENTER
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BTNGROUP
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NAVIGATION

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

. . ”
m LIVE: Watch now [ll Exhibitors & Brands Swapcard Team My profile

My contacts
\ :: =)
&

Angis Silvano

Settings

EDIT

Event Studio @ @

Exhibitor Center

i Resource center

Contact app sup| ort,

Event Project Manager

swapcard

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

CLC  swapcard

- -
m -y
V&N

Note: you can access the Exhibitor
Center even if the event isn’t live.

swagecard

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.

Click “Exhibitor Center”
in the drop down menu.

Click on your Exhibitor booth from
the home page.

Go to team.swapcard.com*



http://team.swapcard.com
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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.

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!



COMPANY PROFILE swapcard

#t Home

93

Company profile % - Image: 1200x675 px, up to 1MB

| « Header image or video
- Video: video ID from YouTube, Vimeo or other (Iframe)

i Meetings

* Background image: 2560x1600 px, up to 1MB

1 Team’s contacts
B Leads board * Social media links: LinkedIn, Twitter, Facebook...

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.




COMPANY PROFILE: OVERVIEW

oc - Swapcard

# Home

@ Company profile

<

Overview

Documents

i Meetings

38 Team’s contacts

© Yourteam

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.

v

swagcard

Get Meaningful Encounters

(HiA i

c > v Swapcard

Information
Welcome

Service(s)

s Service(s) provided

Social media

®00

Contact details

@& www.swapcard.com

SWITCH TO

EDIT

EDIT

EDIT

EDIT

Main information x

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

For image, we recommend using a 1200x675px (16:9 ratio)
image, no larger than 1MB

For video, first upload it on Youtube, Vimeo or any other video
provider, then paste the id or src link here

swapcard

ot et e,

(A

v
Video platform Video ID
YouTube v O hitps:/www.youtube.com/watch?v= o
Logo
Highlight your company by adding your logo.
L ‘ We recommend using at least a 400x200px (2:1 ratio) image,
no larger than IMB.
\J v
Name
Swapcard

INFORMATION >

swagccard
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COMPANY PROFILE:

25 DOCUMENTS & LINKS

5

i

12

Home

Company profile

Meetings

Team’s contacts

Leads board

Your team

E Company presentation

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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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.

Q. Search

@ Home Add job offers
Job offers (2)
@ Company profile v
Marketing Manager o 3 s m o
Overview Swapcard Add a new item
Qocuments Select @ sub-category
) Sales Representative
S d fra—
wapcar Marketing Manager 34 a description

i  Meetings

32 Team’s contacts

To add an item, click on “Company Profile,” select one of the
categories available (i.e. Job offers or Products) and click add.

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.

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

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)

O:a D

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 members or 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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Ml HOW TO ASSIGN A TEAMMATE swapcard
Sl TO A MEETING?

In your Exhibitor Center, you can manage

i i Meeting request your team member’s meetings.
& Home Ak metibes fa hl
. i m 5 9 Concoled(7) 7 04/12/2021 » 9:24 AM .
R | - ' ou/oezz 200 P 230 Go to the “Meetings” tab and see all your
o4 A Sunday, February 6, 2022 © Virtual « Video Call . .
o - i team meetings during the event.
Meeting request @ Invitation @
R Jsemtentea [ 03/12/2021 + 3:44 PM (& Houda Nguyen
igi 02/06/2022 + 1:00 PM o 1:30 PM. Channel Account Manager
© Yourteam © Mesting Room » Table 't A2 /@ svopcord
. .
R To assign or change a team member for a meeting,
Masting recosst o inotn & ([0 Boorch among members vl for i st click on the meeting and choose the team member you
3::‘::::::::0-19054 s O FhrilﬁunGiII WiSh tO aSSign.
0 o s
AIGLE
=
Kate Palmer
Ao A confirmed meeting has to be assigned to a member of

the team for them to get reminders.

Q Note*: once the meeting has been initiated by a team member, you are unable

PRESENTED

BB:I!NGROUP to assign someone else.

CONFERENCES & EVENTS
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2 Team's conta

Fashion Trend'Show 2.0 - Swapcard

Head of Sales
Swapcard

Company profile > Damien Courben

Swapcard

Davide Petilli
Event Project Manager
Swapcard

Derine Lamotte
Event Project Manager
Swapcard

Your team

Emma Wright
General Manager
Swapcard

Godefroy des Francs
Head of Product
Swapcard

@ o

SWITCH TO THE EVENT 3 Anais

Add your colleagues

Invite your team members who are
registered for the event s you can all
access the same interface. With your
whole team in one place, it's easy to

share contacts and datal

= @

r LY

9 * Note: only if allowed by the organizer

1mM

swagccard

R0F HOW TO ADD A TEAMMATE TO YOUR TEAM?

In your Exhibitor Center, you can
manage your team.

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

To add new members, click this button
and add their email address.
If you can’t see this button please contact
the event organizer.
The contacts of new members aren't
shared by default for security.

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



HOW TO SHARE YOUR CONTACTS swaecaro
WITH YOUR TEAM?

. o 9 Aol Mook p Each team member can choose
@ Company profile > Swapesed to share their contacts with the team.
& Mestings e Alisha Dutt
Event Support Specialist
32 Team’s contacts Swapcard “ ”
Go to the “Your team” tab and see all
© Yourteam Altyson Jean-Charles your teammates on the booth.
Swapcoré ?
Aliénor Al-Mallak x 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

S [AEID ¢ with the team.

Share his/her contacts with the team

Member settings
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£,
oc Fashion Trend'Show 2.0 L] fa P ?‘ Andiis I~

My contacts

There are 2 ways for you to access your

My Event

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.”

Seftings

j  Event Studic @ Q

Exhibitor Center

Resource center
Contact app support

Legal

Andis Silvano

Event Project Manager
Swapcard

Log out

- P
m -y

You’ll then be redirected to
your profile details.

PRESENTED

BY
BTNGROUP

CONFERENCES & EVENTS
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HOW TO EDIT MY PERSONAL PROFILE? (2/2)

£

Anai's Silvano

Event Project Manager

Swapcard

About me

EDIT

EDIT

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

Févénementiol

o Evantdpp | Exhibitor Manogement | Registation Management
Role Project Management

Country Fronce

Social media

®000

Contact details

O Add your mobile phone number
13 Add your landline phone number
@ anais@swapcard.com

& www.swapcard.com

@ 5, Rue de Paradis, 75010, Paris, fle-de-France, France

Company

EDIT

EDIT

EDIT

My main information
About me (Biography)
Social Media

Contact details
Company

swagccard

To edit the information on your profile, simply click on
the “Edit” or “Add” parts 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

Import a nice picture in 240x240px minimum and no larger
| than TMB.
\ )
u w

First name

Angis

Last name

Silvane

Job fitle

Event Project Marager

Company

Swapcard

ABOUT ME
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Main information X
Header image
‘Add a header image or video to highlight your page!
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.
Video platform Video ID
YouTube v @ https:/wwwyoutube commwatch?v= o
oc Evolve Community Series - Swapcard SWITCH T(
® Home
Swapcard
< sujopcard: R
Products & Services Documents Team
Information
Shepcand AL
person. virtual ANis connecting users with
the most relevant people based on their profiies, and cusiom event joumeys. With ive.
exnibitor RO, 9agen
features. al
U types of events
Seeinss
Company details
D

'S8l COMPANY PROFILE: HOW TO ADD A VIDEQ?  SWapPced

As an exhibitor, you are able to upload either an

image or a video (live or pre-recorded) onto your
company homepage.

To upload a file, go to your Exhibitor Center and
click on "Company Profile". In the first part, click
"Edit".

You will then be able to add your file or a live or
pre-recorded video hosted on YouTube or Vimeo,
or add an iFrame.

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".
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aaaaaaaa . EventApp  Exhibitor Manogement  Networking Solution

Speaker Manogement  Other Services

As an exhibitor, depending on your sponsorship package, you can upload a

background image onto your company homepage.

o To upload a file, go to your Exhibitor Center and click on "Company Profile.”

PRESENTED

BY
BliNCRe: © You will then be able to add your image.




Al swagccard

-'f"_ COMPANY PROFILE: HOW TO INCLUDE AN AD?

As an exhibitor, depending on your sponsorship package, you can also include an ad to
your company homepage and choose your redirection for it.

G To upload a file, go to your Exhibitor Center and click on "Company Profile.”

a You will then be able to add your file.
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swagecard

HOW TO NETWORK?

swagcard

Get Meaningful Encounters

{f
= = 0

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

.4 - z‘. | i
S}J l“ ﬁ ﬁ_ \ Don’t hesitate to contact them through the

application to chat, video call, 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
c"'”" before all their slots are booked. You can also
manage your availabilities from the “My Event”
Mh' 6 section of the application.
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Connect with Charles Go to someone’s profile via the list of participants,
message i hree fimes more hely speakers, or a company profile and click on

be accepted.

Charles Bourgeois

Team Lead Event PrOJ;‘C' Mcnodger Middle East/APAC send connection request
wapcare

Meet Charles
Select a time slot to set up a meeting with Charles. We encourage you tO write a message before
Thursday, September 1, 2022 . . .

9:00 AM 10:00 AM 11:00 AM 12:00 PM 1:00 PM 3:00 PM sendlng your conneCtlon requeSt to IntrOduce
yourself and explain the reason for your request.

Social media

® Once a request has been accepted, then you will be
able to converse through the chat function.
? & P
B Myschedulo > You will be able to find all the people you have been
PR — , Hy profie in contact with from “My contacts” tab under
PRESENTED My contacts

By B Mynetworking > your profile picture, or in the “My Event” button
SUNCHOTD in My Networking tab.
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EU

B2 AS AN EXHIBITOR? (1/2)

- ) Once you are added to an Exhibitor booth as a team
Sﬂ?ﬁg{? member, you have access to a shared inbox with all
your organization’s team members.
LR
R,}T T vl LA Messages in the inbox are generated when an
y\ attendee visits your booth and types a message into
N  Swapcard the “Talk to...” window.

Job offers Documents Team

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

PRESENTED

BY
BTNGROUP
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WHAT HAPPENS IF | RECEIVE A MESSAGE swapcard
AS AN EXHIBITOR? (2/2)

To view your exhibitor inbox, click the R > LRENE R
chat bubble Icon along the top menu. | e - -
QR o P
Switch between your personal inbox and the o S vt
exhibitor inbox by clicking on the dropdown box. & =
e All exhibitors will see a red notification circle A e
over the chat bubble icon after each new message. B e

° Note: once any exhibitor team member reads the message, the red circle disappear for the entire team.
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The Group Chat feature gives Users the ability to evouve ® ° @
engage in a discussion with up to 10 people.
It also allows them to send messages, files,

reactions, and even have Group video calls! n & A J’ * Q
To create a group chat, click on the to o @M ,,
the right of "search a contact” then add the list of a Q =i
people from your contacts list you want to include in g o
your group. s § e
' o
By default, the person creating the Group Chat is the : M: ’

Admin. This will give them the rights to:

Add and remove members
Rename the conversation

PRESENTED Assign or demote other Admins
BEI!NGROUI: End the conversation

CONFEREN! CES & EVENT!




Thank you for taking the
time to read this presentation.

If needed, you can fill out this quick form
and our support team will get in touch:

https://www.swapcard.com/support

GET READY!


https://www.swapcard.com/support

