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Welcome to the Exhibitor Guide. We are using as our event platform, and you
will be using the tools in the Swapcard Exhibitor Center to configure your stand, manage
your team, and interact with attendees.

* Access the event app - login - page 3

* Available features - content features - page 6

* Access exhibitor centre - page 9

* Available features - networking features- page 19

= Some suggestions - page 26

*= Conference sessions - attending sessions - page 27


http://swapcard.com/

ACCESS THE EVENT
PLATFORM

LOGIN



How to login for the first time?

You will receive an email similar to this one with a button

»L 2 §,
redirecting to a login page. Your account is automatically Swomord i Rﬂ“% Eﬁ'é i

pre-created by the platform after your registered. Empower Meaningful Encounters

-

A window will then suggest you to create a password for

your account. WELCOME TO YOUR EVENT!

ello Jane,

— Want to increase your visibility and triple your number of qualified leads at

WELC@ME TO YOUR EVENT!? Then you need Swapcard app.
Welcome, create a password Y P PP
Gain access to the full list of attendees, start targeting your audience and make

In arder to log in the next time thet you want to use the web or mebile app. valuable cohnections before the event bEginS

t, the in-app badge and business card scanner makes it easy to
b leads for easy export and follow up.

Passward * During the eve

Define new password ® ° capture and sto

ywou'll meet the right people and watch your ROI soar!

LET'S GET STARTED!

Start now to ensure

Note : If you don’t see this email in your mailbox, please
check your spam.



How to login when | already have an account ?

Access to your account on sfe.app.swapcard.com
Enter the email you used to register to your event and the password you’ve created before.
Then, click enter to connect.

Type the email address you provided during event registration.

Insert your email address

Or scan my badge

swaccard

Note : If you have forgotten your password after entering your email, click on Send me a magic link. You’ll receive in your
mailbox an email to reset your password.
If you need any help, please contact rita.rua@foremarke.uk.com



mailto:rita.rua@foremarke.uk.com

AVAILABLE FEATURES

CONTENT FEATURES



How to edit my profile ? (1/2)

o Evalve Community Saries & P IP n a. Rofaelle

Home  Roundhobles: Series Provious Episodes Community Group Chat Partrers  Services  MyE

EDIT

Event Studic T

Exhibitor Center
y Sotfings
. [
AMUun | i \/ i [ = Resources center
Rafaelle Stavisky AR R MREY, R
Brand Content Manager Contact app support
SwinEard swagcard

Legal

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.

You’ll be redirected to your profile details.



How to edit my profile ? (2/2)

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.

Rafaelle Stavisky Here are the information you can edit on your profile :
Brand Content Manager
Swapcard
e Personal information
Skills o e  Skills
Marketing brand content Digitalization .
e Biography
. e Social Media
Je travaille chez swapcard depuis maintenant plus d'un 1an ® ContGCt detG | IS
Véritable passionnée du digital, de photographie, cinéma et voyages.
e Company
Comptes Instagram & Twitter : @rafastav
Social media o

By RO



ACCESS EXHIBITOR
CENTER



Navigation

To access the Exhibitor Center, you can click on your company or on the button
« Exhibitor center » in the drop down menu.

o Evolve Community Series ] 4 £ 1 a. Rafaslle

Homs  Roundiobles: Series  Previous Episcdes  Community  GroupChat  Poriners  Services  MyEvant  Myprofile

Event Studio T

Exhibitor Center

Settings

EVO(LV

1uni Resources center

Rafaelle Stavisky
Brand Content Manoger Contact app support
& openeii swapcard "y
gol
Log sut

i i

-



Navigation

This is the menu bar that appears on the left side of your screen. It will be useful for you
to navigate between the different sections of the Exhibitor Center.

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

Company profile >

g3

A red pin indicates that you have a pending
i3  Meetings o notification, so hurry up and see what's going on!

32 Contacts

{¥ Your team



Manage your meetings

#® Home
# Company profile
I i Meefings

$8  Contacts

© Yourteam

In this section you can:

All members

Imvitation (5) Confirmaed (18)

Sunday, January 1, 2023

Meeting request ® Invitation
™ 01/13/2020 « 5:28 PM
iz 01/01/2023 « 9:00 AM to 9:20 AM

© Primery Hall « Exhibitor room

Meeting request ® Invitation
T 01/21/2020 « 7:08 PM
i 01/01/2023 « 2:40 PM fo 3:00 PM

Q Lo1-502

* Display the meetings of your team

Canceled (17)

<

.
v

Charles Benizri

t Cwmer

Swapcard

Charles Benizri

Swapcard

Joe Williamson

Human Rescurces Coordinator

Costco

* Filter meetings by status : Pending, Validated or Declined, Cancelled.

Meeting request

[ 0143172020 « 9:54 AM

i 01/01/2023 « 7:30 AM to 8:00 AM
Q@ Elio's hall « table 1

Req

Abby Gonzal

Inside Salesperson

Verizon

Charles Benizri
Product Cwnar
f Swapcard

Export meetings

Get all meetings from your team in an
Excel file.

EXPORT MEETINGS

* Assign a meeting to a member of your team : click on « answer » on the meeting request, and choose the person to

assign.

* Accept of decline meeting requests

* Export the full list of meetings from your team.


Presenter
Presentation Notes
Attribution de RDV – 
Tips : pas laisser de RDV en attente
Exporter RDV ? (à valider)


Shared contacts & export

i o Searth By going to the "Shared Contacts" tab,
you can view and export all the contacts

& Company profile bl Photo First name 31 Lastname :l Job title Company Email Created at 7l Collected bU UOU Qnd gour teC|m before’
i Meatings o subaile A1 Murthari :::\.::\I;r smuntharidetebudhabi.ae 12/04/2015 « W3 P d u ri ng , d nd Gfte r the event.
bureau
o e - Mok B — oar201 - 8141 Only the contacts of your collaborators
© Yourteam I who have enabled the contact sharing
Aleryvius Arlanda Exacutive v gt aleysiusarlandoBeinger.com V2/04/T019 » 311 AN . . . . ..
iad ok option will be displayed, in addition to
Annsa Bentala By Ben Sobutions anne. beniato@by-ben.com /27/2019 « 12:04 P U ou rs.
& s E’:f“":“”j_g e ——— Check that all your collaborators have
o activated it.
jou coppuzzslic oo jcoppuzzelia@grouptraveliamily.com 12/04/3015 « 1137 P
Marine Delchie Coordinalrie®  Comenorday marine.delchie@eomenarday.com T1/26/2008 « 240 P
‘ Godedroy dies Franes 'Fr‘:;]_’l‘ Co- Swapcard godefrayi@awapeard com 12/1L/2018 « 1148 AN
ommaercio pe " 3
Mauro Dimalfotta Eh'"_m d Ampes Servi S m.dimotetta@mipsl it O1/24/2020 « 1034 let S ta/k GDPP. ve
Xavior Darder Coo My @ w20 22 All users of the platform have agreed to share their
data with the event organizer. When you connect
L 10 1 v

with a user, he tacitly agrees to share information

with you. You therefore retrieve this information in

. el ith the GDPR.
From your App or WebApp, you can also export your contacts (and only yours) as an excel file by aecordanee Wit the

going to your contacts and clicking on "export".




How to assign a teammate to a meeting ?

Skift Forum Europe 2020 - CROWDRIFF

Hama

@ Compony profle

Maestings

Team's contacts

Your team

‘Wednesday, May 13, 2020
ioi 08/13/2020 « 7:18 PM to 7:28 PM
@ Meutings are 3 the Enstem Tima - Vides

eall

EDIT
Thursday, May 14, 2020

Measting & Confirmad
™ 06/12/2030 « 11:43 AM

ud 0S/14/2020 « 2:30 PM to 2:40 PM

© Vidoo mesling - Swapeard

EDIT

Meeting ® Continmad

T 0871472030 « 2:01 PM

Wi 08/14/2020 « 2040 PM fo 2:50 PM.
Matings are sut on the Egatern Time » Vides

L]

call

EDIT

Mesting ® Coefirmad

O 08/1472030 + 1:00 PM

nd O6/14/2020 « 3:00 PM fo 3:10 PM

) {78 <in set 0 o Eomicn Tt Vilao
call

EDIT

Meating ® Confirmed
[ 06/14/2050 « 3:37 AM

i 0S/147I020 « T:15 PM o 728 PM

0 Mettings ore et on the Eoslem Time - Video

Meeting *®
—-—

[ 05/1472020 « 2:01 FM

i 0571472020 « 2:40 PM to 2:50 PM

© Mastings are sat an the Eastern Time « Videa call

In your exhibitor center, you can manage your
@ s P Moo teammates meetings.

Swopcard

Go to the « Meetings » tab and see all your team

CROWDRIFF meetings during the event.

Sponsor

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

O

2

O+ cocuncncene

Q want to assign.
P

O



How to share contacts with your team?

Home

Company profile

Meetings

Team's contacts

Your team

Aliénor Al-Mallak

Member settings

Show profile

Share his/her contacts with the te

Bam

Aliénor Al-Mallak
Event Project Manager

Swapcard

Alisha Dutt
Event Support Specialist
Swapcard

Allyson Jean-Charles
Event Project Manager

Swopcard

Andrea Di Benedetto

Project Monager
Swapcard

If your are the admin of the Exhibitor Profile, you can
choose who can share or not their contacts with the
team. If you’re not, you will only be able to choose to
share your contacts or not.

Go to the « Your team » tab and see all your
teammates on the booth.

To share contacts, click on the pen on the right side
of the profile.

You will then see a toggle list appear where you’ll be
able to choose whether to share or not contacts with
the team.



How to add a video in my company profile ?

o e - P e £ & n 9
. - Highligt Amazan
mi h

oy

If you don’t have a video and would like to have an image of a
stand with your logo on the page, please contact
rita.rua@foremarke.uk.com

As an exhibitor, you are able to upload an image or a
video onto your company homepage.

To upload a file, go to your exhibitor center and click on
« Company Profile ». In the first part, click on « Edit ».

You will then be able to add your file or a YouTube video
ID as a banner.

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

* For video, it can be live or pre-recorded and hosted on Youtube,
Vimeo or any other provider, choose the provider and paste the id
or SRC link.

Note: A YouTube video ID is the caracters after « /watch?v=_» in the
website link.

* For exemplein
« https://www.youtube.com/watch?v=_mKoi9VNgx! », the ID of
the video is « mKoi9VNgxh ».


mailto:rita.rua@foremarke.uk.com

How to add a background in my company profile ?

swapcarg  Sweecard

..................
Company details
e Tachnalogy Suppber

EvwitAgp  Exhiohor Manogemest  Metwsrking Seision
Speaker Monagement  iher Sarvices

As an exhibitor, you can upload a background image onto your company homepage.

To upload a file, go to your exhibitor center and click on « Company Profile ». You will then be able to
add your file

* Import a 2560x1600px (16:10 ratio) image, no larger than 1MB.



How to add an ad in my company profile ?

Talk with Swapcard

Advertising

Background image

Event Parnar

swapcard  Swapcard

© ¥ideo mesting - Swopcard

g Technelegy Suppler

As an exhibitor, you can also add an ad to your company homepage and choose your redirection for it.

To upload a file, go to your exhibitor center and click on « Company Profile ». You will then be able to
add your file.

 Import a 1080x1920px (9:16 ratio) image, no larger than IMB



AVAILABLE FEATURES

NETWORKING FEATURES



Welcome to

How to network ?

In the home page of the event, you can access to the Speakers and
Attendees lists.

Thanks to this, you can identify people of interest. Do not hesitate
to contact them through the application to network and schedule
‘face-to-face’ meetings with video calls.

18 s connected

wop”

Mia Masson

Copywriter
Swapcard
If you see time slots appearing on people's profiles, it means that the organizer
Meet Mia
s has allowed scheduling meetings on the event.
i S R Don't loose time and ask for meetings to the people of your choice before all
9:00 AM 10:00 AM 12:00 PM 1:00 PM 3:00 PM 4:00 PM .
their slots are booked.
Skills You can manage your availabilities from the "My Event" section of the

Writing  communication  marketing PR Copy Editing q pplication.



How to make a connection request ?

Dennis Schaal
Executive Editor/Founding Editor
Skift

Select o tima slot fo set up o meeting with Dannis.

T doy 020
8:15 AM B8:30 AM 8:45 AM 9:00 AM
1215 PM 12:30 PM 12:45 PM 3:00 PM
5:45 PM 6:00 PM B:15 PM 6:30 PM
TASPM 7:30 PM 7:45 PM 8:00 PM

8:45 PM

915 AM

5:15 PM

B:45 PM

B:A5 PM

12:00 PM

5:30 PM

7:00 PM

8:30 PM

Connect with Dennis

@ connection request with o
@ is three fimas more likely o

To send a connection request to a person, go to someone’s
profile (via the list of participants, speakers, or a company
profile) and click on SEND CONNECTION REQUEST.

Tip : We encourage you to write a message before sending
your connection request to introduce yourself and explain the
reason of your request.

You will be able to find all the people you have been in
contact with in the “My Visit” button, in My Contacts tab.



How to request a meeting ?

Julius Solaris
Editor in Chief - EventMB, a Skift Brand
Skift

Step 1: Go to a person's profile - by going to the list of participants, speakers,
or a sponsor’s profile.

Select a time slof to set up a meeting with Julius

Tuesday, June 30, 2020

Step 2 : Click on one of the suggested meeting slots. If you want to see other
slots, click on « see more slots ».

B8:15 AM 8:30 AM B:45 AM 9:00 AM 9:15 AM 12:00 PM

12:15 PM 12:30 PM 12:45 PM 3:00 PM 5:15 PM 5:30 PM

Step 3 : After selecting a slot and the virtual location, write a message to the S45PM | GOUPM  GASPM | G30PM | GASPM | 7:00 PM
person you want to meet. Once done, click on « send meeting request ». 795PM  730PM  7:45PM  B00PM  Ba5PM  8:30PM
8:45 PM

5 Tuesday, 30th June + 8:30 AM to 8:45 AM Edit

i Tuesday, 30th June » 8:30 AM to 8:45 AM Edlit @ Virtual Meating « Video Call Edit

Me

Select o place to meet at the event,

Virtual Meeting Introduce yourself and the purpese of the meeting

Note: If you plan to do a virtual meeting,
select Online Meeting when choosing the
@ location.



How to do a virtual meeting ?

To do a virtual meeting, you must select the virtual

* . . Display Live Discussions. ®
location when requesting a meeting. —
(See : How to request a meeting?) G v o
e
sl ¢ Steve Goodwin
. . . Mable Lave, 1 Soles Mono
A few minutes before the meeting, go to the profile of | el
the participant you have a meeting with, and click on e ot &
the colored "Meeting call" button that will launch the e -
: . . . . P S e s e Scaring
video call (only available if the meeting is confirmed). @ T @ Fomiom e g e
Togs
1 “@
"' :i ',( Mo
Andrea Di Benedetto
PM \ Youlounched o call e
Event Industry Sharied S min 606
Swapcard
Meet g [ : ” ™ Type o mossage :jes-:..--ac.- LE

[ onday, Gth April - 10:00 AM to 10:30 AM

© J/Virtual meating

m aealcosling




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

Once you are added to an exhibit team, you
will have access to an exhibitor inbox shared
with all of your organization’s team members.
Messages in the inbox are generated when an
attendee visits your booth and types a
message into the “Talk with...” 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.

Company details

Tachnalogy Supplies

Event App Eshibinos Maragesent  Matwiriing Selstion

An exhibitor team member will not see the o -
discussion in the “Talk to” window; only the o e
attendee will see it there.



What happens if | receive a message as an

exhibitor? (1/2)

To view your exhibitor inbox, click on the chat
bubble icon along the top menu. Once there,
toggle between your personal inbox and the
exhibitor inbox by clicking on the dropdown
box nested under your name on the left hand
side.

All exhibitors will see a red notification circle
over the chat bubble icon when new messages
are received. However, please note that once
any exhibitor team member reads the message,
the red circle will disappear for the entire team.

Mars Goedman
o

Mark Hightek
ot

Rafaelle Stavicky




Some Suggestions

To be contacted/collect data by as many attendees as possible, please
fill in all the information in your exhibitor form:

v" Header Image and/or Header Video v" Products and Services: name, description, link,
- Image: 1200 x 675 px, 16:9 ratio, no larger than 200x200 image for each.
1MB v" Documents (links to content or imported files) -
- Video: Video ID on YouTube or Vimeo; be sure to this is a greqt way to collect data as delegqtes
enter the video ID, and not the full URL of the enjoy checking out what exhibitors have to offer
video. on their stand, and exhibitors at our previous

v" Social media links virtual events have found it valuable

v" Open Source Projects: name, description, link, v' Be proactive in making connections with

200x200 image for each attendees and ideally book meetings.



CONFERENCE

ATTENDING LIVE SESSIONS



How does the program work ?

Hame Attandoas Beands Brond s Products Casfersncas Training g & Workihop Speakers & Treiners cup Discursions My Visit
The program tab gathers all sessions of the event. You can

SATURDAY SUNDAY

MONDAY
’ easily register to sessions by clicking on this logo.

Recommended for you

Note : You can define your search by using filters located
on the left side of the screen.

‘What are tha rew types of foshion training? What will be 2021 flashback fronds?

Feb 13, 2031 430 PM 3 Sa. Felb 13, 3031 130 P

ARL Your schedule
Wha it the impact of independart
ereater
Filters e
Ham ty Event 2 Watch Repley Infisema Group Chat & LIVE: Wateh pows Arend Sehecluls (Easturn Time) Speckars Growp Chats
TreE M
Rounctablas (Estern Tim Spesd Meelings Partnery 5
oCATION B My schodule - Tuesday, May 12, 2020
4 Walcoma to Evelve with Swopeard
OCAM  Opaning session (- e ot el
di @ Auditorir » M
&
Euaten.
&
P

The tab of “My Event” allows you to see your own schedule. You
can find there the sessions you are interested in, the sponsors

and partners you bookmarked, as well as your confirmed
meetings.

You can export your program by clicking on « Export to my
calendar » or « Download PDF ».



How to access a live streaming session ?

There are two ways to access a live streaming session.

From your Event Home, click on the « Live session »
button which should be displayed.

You will get redirected to the current session, or the
following one if nothing is happening at that time.

From your Event schedule or My Event tab, click on the
current session you want to follow. You are now on the
session page where the live session is taking place.

| B My schoduls

Tuesday, june 30, 2020

o CROWDRIFF

Welcome to




How to follow a live streaming session ?

Less than 24 hours before: a countdown will be

Gdded tO the SeSSion pGge Home LIVE SESSION - WATCH HOW! MY AGENDA FULL AGENDA (CET TIME] SPEAKERS ATTENDEES BREAXDUT SESSIONS ROUNDTABLES

EXHIBIT AREA GROUP CHAT RESOURCES

w

B8 Streaming will start Monday, April 20, 2020 4:40 PM 06 03 oy Up next Autapiay Live discussion
? Chat Guestions Polis
Rafat Welcome and Long View

As soon as the session begins, the video will be R ——

displayed at the top of the session page and will e

M . . How Can Eurcpe’s Hotels Lead the - ¢ CEO‘&FDI!.I

start automatically (except on Safari for which you Somitt S ek LI :

will have to click on "Play"). el Wirbcaimaiana K Viese
Liveparson Brand Talk 8
W Jor 30, 20T W11 K @ Tussday, |une 30, 200 10:00 AM to 110 AM

You will then be able to watch the video, in full Ly SN | B

screen mode if you wish, or continue to browse

the app while watching the session. BoRARsE o] | @ e
Information

+ Write a message.

Walcome 10 cur 2020 Skift Europe Forum



How to interact during a live session?

Thanks to the live discussion, you are now able to speak
with other attendees, ask questions to the speakers, and
answer to different polls they will create.

React on other people’s messages or delete your
message by click on the three dots next to it.
Questions will be sorted by upvotes.

Robots 8 AL
- Halko Joha! Mco o mae
o vou, ore you valosle to

Sustoinability
T The Emertond Buddha s 0
Praurine of o sting

Event induitry
i 5, sm0 you trore then
Gl Haveslovely day
\  Energy
B o] i wwe you trora then
Have o levely day!

‘ Hualtheare
04, 1w you Frore then

Program Exhibitors Specken Mop

. Astranomy

e Questions

g Aingelique Eanla

Hala Pouling, f'm giad fo attend your webinar. Con you explain us what is a typical work

day fer yau?

w, Vanema Polarverade

D you hawe fime b thare o bit the history of Astranomy?
qé Aymaeric Shiova

Hi Paulina! Do you have some examples of astronomy?

_s_ Malisaa Jolifos

Hay, why do you think Astroncemy has real impacts in cur cuthsre?
‘ Quantin Belarose
What are you best references, inspirations?

e Steve Goodwin

Hela Pouling, 'm so exciled because this subject s really inferesting! | have few
gquestians for you:
Wiy are thara rodia infrarad o

ultreiclet Heray

Live discusions My wisit

7 Hiw ara thay sedinery

WHO'S NEXT
Astronomy
Astrenomy is o natural science that studies

calestial abjects and phenamana. It uses
malharnatics, physics, and chamitry in

Haw fo baest your ROI fhreugh our
Platfarm ?

. Datwesbe B, 3038 . 0850 AM

Qur Event Tear For On Site & ON Site
Suppest

Artifichal Infelligence & Matchmaking

Frickey, Deceeber ), 2000 - 00:30 AM

Members

@ Virendra Sana
a Eley Mibourne
@ Locara Jenes

Stay tuned



What’s the autoplay ?

The autoplay feature is
automatically activated when
you click on a “live” agenda
button.

This features allows a seamless
experience when watching
sessions since it takes you from
one session to another at the
end of the first one.

To deactivate it, simply click on
the « Autoplay » button on the
upper left side of your screen.

Home LIVE SESSION - WATCH HOW! MY AGENDA FULL AGENDA (CET TIME) SPEAKERS ATTENDEES BREAXOUT SESSIONS ROUNDTABLES

EXHIBIT AREA GROUP CHAT RESOURCES

Live discussion

Chat Questions Palls

Tue, Jun 30, 2000 1100 AM
Skift Rusearch: European Recavery

Indax .ﬁ
Tue, Jun 30, 2020 1050 AM

How Can Eurspe’s Hotels Lead the g | CEO & FOUNDER / SKIFT
Cantinent's Rebound? B §

T, Jon 30, 3630 10:25 AM

Rafat Welcome and Long View
Liveparsan Brand Talk
Tua, jun 30, 2000 10:45 AM FD
ik @ Tussday, June 30, 2020 10:00 AM o K10 AM
As Detinations Reopan: An 9 Main Stoge
Opportunity fo Find A Mare... B i
Tuse, fun 30, 2000 THC0 AM -
Rebuilding the inferconnected o VIEW FULL AGENDA HERE
Glsbal Trevel Ecosyster B
Tum, Jan 30, 2070 T35 A

Infermation

+  Write o messoge. .

Walcome 1o cur 2020 Skift Europe Forum
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