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Learn the platform. Make sure you know your way around Swapcard by reading through this exhibitor 
guide. If you have any questions, please get in touch with a member of the team or Swapcard support. 

Complete your personal profile. Attendees are more likely to speak to someone they can visualise. Add 
a profile picture and a short biography so attendees know who you are and what you do. Also ensure 
you add your skills and interests to allow AI to match you with more suitable contacts. 

Host show offers. Attract attendees to your booth and boost sales by hosting show-only offers that they 
can get in a limited time frame. 

Actively reach out to attendees. It’s important to be proactive at virtual events, so make sure you 
browse the attendee list and make connections with those you think will be interested in your products. 
Be specific and personal in your messaging. 

Interact in relevant conference sessions. If your company is hosting a session, or if there is a session 
related to your offering, ensure that a member of your team is interacting in the group discussion. 
Capitalise on engaged attendees discussing a problem you can solve and direct them to your booth after 
the session. 

Keep your availability up to date. Attendees can book meetings with you so make sure your 
availability is up to date on your profile. 

Be professional. With many people working from home, sometimes it’s easy to forget your 
surroundings. Make sure you’re sat in a suitable location for your video meetings (we recommend 
against a blank wall) and you’ve dressed the part – just like at a physical event. 

Get in touch with the organisers. If you have something to promote, let the team know and we’ll 
promote it through our marketing channels to help direct traffic to your booth.

TIPS FOR A  
SUCCESSFUL  

SHOW
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Logging in for the first time
Good news! Your account will be pre-created for you by the event 
organiser. 

You should have received an email with a button redirecting to a 
login page where you will be asked to create a password.

 
Already created your account? 

Access your account by visiting login.swapcard.com 
Enter your email address and password 
 
Forgotten your password?

If you have forgotten your password when logging in, click  
‘Send me a magic link’ and you’ll receive an email to reset your 
password.  
 
 
   

If you need any further help, please click here

ACCESSING 
YOUR  

ACCOUNT

https://www.swapcard.com/support/?entity=attendee
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Navigation bar 
buttons

 Home

This will always take you back to the 
start.

 Messages

Messages you receive throughout the 
event will be shown here.

 Notifications

This is where you will find out who is 
trying to connect and book a meeting 
with you.

Contacts

This will show everyone you have 
connected with at the event. 

My Profile

Edit your profile to include a photo and a 
short biography to let visitors know who 
you are.

NAVIGATION 
HOME PAGE
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Find out who  
to meet

1. Filter the visitors to find the best attendees 
for you

2. Click on a visitor to view their information

3. Connect with visitors by sending them a 
connection request.

AI and 
Matchmaking

1. Update your profile information

2. Enter keywords that will feed the 
matchmaking algorithm 

3. Add  the attendee profiles which 
interest you

NAVIGATION 
ATTENDEES

A personalized connection request 
(with message) is 4 times more likely to 

be accepted

The more data you enter into the 
platform, the more efficient the 

matchmaking will be.



E X H I B I T O R  G U I D E

2021The Online Event

Programme
All sessions are located in the Agenda section.

You can bookmark any sessions that interest 
you to create your personalised agenda.

Click on the sessions to see full content 
description, speaker(s) and who is sponsoring 
the content. 

Speakers
Find the list of different speakers at the event 
and get in touch with them

In addition to the information available on 
their profile, you will also find the list of the 
sessions they are participating in

 

Exhibitors
All exhibitors are included in the Exhibitors & 
Partners list. Find out who is exhibiting and 
sponsoring and connect.

NAVIGATION 
CONFERENCE 
PROGRAMME, 
SPEAKERS &  
EXHIBITORS
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In this section you can see:

All the sessions you have 
bookmarked

With whom you have 
booked meetings

Companies you have 
bookmarked

You are also able to 
export your agenda to 
your calendar!

Your Agenda

NAVIGATION 
MY EVENT
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1. Book a 
meeting slot
Attendees are able to book 
meeting slots with you. Likewise 
you can also request a meeting by 
booking a slot with an attendee.

It is very important to send a 
personalised message to the 
attendee you wish to contact to 
initiate the meeting.

Make sure you either confirm 
or cancel meeting requests. Any 
meetings that are pending will 
block that time which prevents 
another meeting from being 
booked. 

2. Send a direct message
Attendees can send your exhibitor booth a direct message. All 
messages are visible to all team members and any team member can 
respond.

We are unable to limit who has access to the messages. We advise that 
a decision is made internally on who will manage your messages. This 
person can then direct the messages to the right people in the team.

MEETINGS  
HOW TO  

CONNECT WITH 
ATTENDEES
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When your meeting request is confirmed the button 
‘meeting call’ will appear 1 hour before your meeting 
on your profile.

Your meeting will also appear in ‘My Event’ which 
should be used as your own schedule for the event.

From within a private chat discussion, you can 
directly call someone and share your screen. 
Meetings are only available in a one-on-one format.

You do not have to download any software for video 
meetings, these are all held within the Swapcard 
platform.

Video Meetings

VIDEO 
MEETINGS
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Allocating to Team Members
You will see all your meetings in the meetings tab on the home page of the 
Exhibitor Centre.

Here you are able to confirm, cancel or assign to team members

All team members will have access to the meetings

You are able to export all your meetings 
to an Excel spreadsheet

EXHIBITOR 
CENTER

MANAGE YOUR 
MEETINGS
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This is where you 
edit and add to your 
company profile
 
To attract visitors to your virtual exhibitor booth it 
is advised you complete the following:

Logo

Description

Categories

Social Networks

Website

Address

Products

Add your products and services with a good quality 
picture and all the information a buyer could 
need.

Once your profile is complete scroll down to 
following the links to add your social media 
and contact details.

EXHIBITOR 
CENTER
COMPANY  
PROFILE
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To add team members,  
please email

charlotte.moore@
markallengroup.com

Add your company 
logo

Add products and documents

These can be a link or a file.  
If you would like to upload a video 
please make sure it is Youtube or Vimeo

Header 

You can have either an image 
or a Youtube/Vimeo video in 
this section

Add an advert 
which displays 
on the left hand 
side of the 
screen

EXHIBITOR 
CENTER
COMPANY  
PROFILE

Add a 
background 
image so your 
booth stands 
out – this is a 
key branding 
opportunity

mailto:Charlotte.moore%40markallengroup.com?subject=
mailto:Charlotte.moore%40markallengroup.com?subject=
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By going to the “Team Contacts” tab, you can 
view and export all the contacts collected by you 
and your team before, during, and after the event.

Only the contacts of your team members who 
have enabled the contact sharing option will be 
displayed, in addition to yours.

Check that all your team members have  
activated it.

You can export your contacts 
as an Excel file, compliant with 
GDPR regulations.

Go to your contacts and 
click ‘Export’

EXHIBITOR 
CENTER

TEAM  
CONTACTS

Let’s talk GDPR...
All users of the platform have agreed to share 
their data with the event organiser. When 
you connect with a user, they agree to share 
information with you. You therefore retrieve 
this information in compliance with the GDPR 
regulations.
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During the show
On the home page of your Exhibitor Centre you will find analytics 
of your company.

You can see:

How many contacts your team have made (and export the data)

How many attendees have bookmarked your booth

How many views your exhibitor booth has had

After the show
When the show closes, the organisers can provide you with 
advanced analytics and lead data. These will include:

The list of people who clicked on your booth

The list of people who bookmarked your booth

The list of people who bookmarked a product

The list of people who downloaded a document from your booth

EXHIBITOR 
CENTER

ANALYTICS
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Team members:
To add a team member please email charlotte.moore@markallengroup.com

All team members do have access to edit and add to your company profile - we are unable to restrict this.

All team members have access to all meeting requests and messages that your company receives. We are 
unable to restrict this and advise that your internally delegate a few to manage your meetings and assign to 
team members.

Time Zones
The event is automatically displayed in your local time zone

Meetings
Meeting time slots will be created for the duration of the event. After the event, you can still connect with the 
contacts that you made during the event.

If you have to decline a meeting and would like to send a message stating why, you will need to go to the 
attendee’s profile and send them a direct message.

You do not have to download any software to hold meetings

Sessions
You do not have to register for sessions, we advise that you bookmark sessions you would like to attend so 
they show up in your agenda

FAQs

mailto:charlotte.moore%40markallengroup.com?subject=
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EXHIBITION & SPONSORSHIP
Frankie Butler
frankie.butler@markallengroup.com
+44 (0) 203 915 9450

EXHIBITION & SPONSORSHIP
Natalie Song
natalie.song@markallengroup.com
+ 44 (0) 203 915 9456

CONFERENCE CONTENT
Lisa Freeman
lisa.freeman@markallengroup.com
+44 (0) 207 501 6768

NEWS & EDITORIAL
Philip Mason
philip.mason@markallengroup.com
+44 (0) 203 874 9216

MARKETING
Rhianna Price 
rhianna.price@markallengroup.com 
+44 (0) 203 874 9229

MARKETING
Josh Lowth 
josh.lowth@markallengroup.com
+ 44 (0) 203 874 9210

GENERAL ENQUIRIES
Charlotte Moore
charlotte.moore@markallengroup.com
+44 (0) 207 501 6765

MANAGEMENT
Tim Willoughby
tim.willoughby@markallengroup.com
+44 (0) 782 185 4255


