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Welcome to the Exhibitor Guide

This guide aims to assist you in setting up and
configuring your booth in Swapcard, managing
your team, and interacting with attendees

before, during, and after the event!
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3. Online Exhibition and Booth Set-up

0 You will receive an email with a button redirecting you to your
page. Your account is automatically created by the platform

after you have registered.

You can also access the event from your phone by

downloading the Swapcard app (iI0S/Android)

Note: If you don’t see this email in your mailbox, please check your spam folder.
Most of our emails are sent from either:

americas-food-and-beverage-show-and-conference-2025@swdpcardmail.swpcd-send.com
or
noreply@swadpcard.com

Exhibitor Guide
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Americas Food & Beverage Show

Hello Jane,
Thanks again for exhibiting with us! For the Show App...

@ Lead Retrieval: This includes the in-app badge and
business card scanner makes it easy to capture and store
leads for easy export and follow up.

f | » We've created 3 Quick Start Tutorials for you and
the team to get Show Ready!

Please take some time to review the tutorials above to
make the most of the show.

I'M READY TO GET STARTED

CcC

Americas g
» J FOOD & BEVERAGE SHOW =
& CONFERENCE @4 e weccos JSMY

Americas Food & Beverage Show &
Conference 2025
Hello Jane,

Americas Food & Beverage Show & Conference 2025 is less
than 10 days away!

Success comes to those who prepare well and are proactive.
Your fellow attendees are already using the app.

Are you ready to meet them?

START CONNECTING



1. Online Exhibition and Booth Set-up

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

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

swapcard ‘ﬁmerlcas
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Home My Event Uive - Main Stage

R

Julia Doe

Exhibitor Guide CC
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Join the
Evolve Ambassador
Program today!

Educational Tracks
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3. Online Exhibition and Info Page Set-up Exhibitor Guide  CC

Swopco 4 Planning an event? ‘
F9 o

TEO ==

VELICHE / SMET / LEMAN...

Virtual booth QR code

Page Overview

Revolve: From Events to Com.

i

To ensure your team is contacted by as

Q »

many qualified participants as possible, @ Compey et
Virtual booth advertising
it's very important to fill in all the editable
information from your Exhibitor Portal =
Profile. @ Loste _
Information
33 Mestings
) neterat prog : s

\y o
@l & CONFERENCE @ oo



1. Online Exhibition and Booth Set-up Exhibitor Guide  CC

How to add Team Members to your Exhibitor Booth

Once inside the Exhibitor Center, click on the "Team members" tab in

the left-hand menu.

" X BEVERAGE . _—
044 & CONFERENCE @ te e coms g e evare
Team members

o In the section, locate the "Add a member" button on the right side of

the screen. : . - -
e e Cnnprard Lowwing
. . yo——. Cwm arvasn Conn Purber
e A pop-up will prompt you to enter the email address of the person you . . , .t e -
want to add as a team member to your booth. & e P .
M e
. e

>

Note that you can only add individuals who are already registered for the event or community where your

. Yy I ryY vy

Note: pooth is located. If the user is not registered, you will receive an error message indicating that the invite A al

cannot be sent. _4 Americ
044 & CONFERENCE @ o mos comr



3. Online Exhibition and Info Page Set-up Exhibitor Guide  CC

Add your documents

@ Home tle of the document Attached t
Attach documents to your company
. profile (product catalogues, press
8 Company profile v —> releases, etc.)
. & Team members
Documents and Links
§J Leads v
Attach documentsto your company profile 83 Meetings

Create a new document
(prod uct Cata[ogue& press re[ease& etc)_ m Referral prog 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

Paste a link(with http://) orimport a file
(pdf, doc, docx, ppt, pptx, png or jpg).

Then add a name and short description.

Create document

Americas
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3. Online Exhibition and Info Page Set-up Exhibitor Guide  CC

swapcord evolve Planning an event? c

Virtual booth QR code

ﬁ

TEO =,
VELICHE / SMET / LEMAN...

Exhibitor QR

Revolve: From Events to Com.

As an exhibitor, you can download your Virtual

Booth QR codeso visitors can check the e N )
Company details of the Exhibitor they just ey
scanned, start a chat, or ask for a Meeting.
P 1
@ 4
Information
Plus, the Company will be automatically listed s R ——
B Referral program Fash we make r promises between our Cres My bookmarks
under My Event + My bookmarked companies. T Faguo
FAGUO vy 4
LVMH
LVMH

Google
[ ] 3

\y D
(¥ i e—
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4. Platform overview & Networking Exhibitor Guide CC

113 ol T €0

Event home
D Americas Food & Beverage Show & Conference 20

Americas

v M FOOD & BEVERAGE SHOW
& CONFERENCE @ e e <o

<
How to navigate the platform I 5

0 On the event homepage, you can access the Networking list labeled

Attendees o

Center Stage

Attendees. This will help you find visitors to network with.

Conferences

Don’t hesitate to contact them through the app to chat, video call, and

Beverage Stage Bookp

T

book meetings.

Floor Plan

2025 Americas Food & Beverage Show (
of Honor

Julia Doe
Time slots listed on attendees' profiles means the organizer has C SANUS MEE
- COMMER aguc
permitted scheduling meetings during the event.Don't wait too long to a 0 e} — =
essage
request meetings, as their slots may fill up quickly.
Meet Julia

Adjust your availability from the "My Event" section of the app.

Select a

Monday, July 15

09:00 AM 09:30 AM 10:00 AM

Americas o
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4. Platform overview & Networking Exhibitor Guide CC

Full text search

' Al r d i How does it work?
Refine the list (min. 2 characters) Ir

How to navigate a
the platform (i )

& ©

Krishna Barbe Titus Kitamura Darcel Ballentine Elise Sidle >
Available to meet v Equipment Sales. Enterprise Resources Account Executive Technician
MasterCard The Walt Disney Company McDonald's State Farm Insurance Cos.
Country v
Event interests Related company Similar industries Interactions with the
Attendees filters &——
Areas of interest v
@ Online
Job level v
& & & &
Department v 6
\§ J
- ~ (] (] ° ® >
Optimize your schedule and unlock new Jaime Leguizamon Marielle Winston Jamel Eusebio Leatrice Handler
opportunities by sending meeting Specialty Sales Executive Vice President Sales Manager Sales Coordinator
Book a meeting é——— requests. Johnson & Johnson Nintendo 1BM Ferrari
\ / Renae Cho

ﬁ Retail Store Manager ®
Visibility o ’ 18M

Stephan Dion
Sales Representative Add new contact &

Johnson & Johnson

Your connections

Russ Igo
Automotive Sales Representative X
9 Julia Doe = B
Direct Sales Manager > By

F
e Brigida Aho

Amel‘icaS Existing contacts €—— - ‘

\» NMg& FOOD & BEVERAGE SHOW Macas
& CONFERENCE @ M e center:

National Accounts Sales Analyst Ce

Gillette




4. Platform overview & Networking Exhibitor Guide  CC

swapcard Americas a & & av

+ 3. 700D & BEVERAGE SHOW

M an age yo u r aval lab I llty Home Feed Attendoes Exhibitors Sesslons Items. Speakers Discussions. Map My event
) My schedule > See My team's meetings o Manage your meeting availability
P [ —— o |[SEam i

ArTLICPaAnts

Go to My Event and then open My O Mywion it > °

s s Tuesday, February 13 Make unavadable ail day @ Manage availability
H . . b My networking

Meetings where you will find the 090943 Group meeting Conemes

@ My bookmarked companies > 09:30 AM

83 You and 2 people
Manage availability option. B My saved vdeos > ® BN AR

" :l.:,“;,:: i

Time preferences

- Dates are d

09:30 AM  Available for a meeting
20:00 AM Export your se33i0ons, meetings and

Once you click on Manage availability,

Make unavallable bookmarks in a single printable POF

you will see a list of all the available et | | i nissig iiviiany o

00 AM Downtoad POF
@ Victual - Green room

Meeting Slots. You simply need to de- | Weeting gonarated based on

Following keywords: i0S, Android, Developer, Design system, Relay

Event in common: REvolve: Designing Smarter In-Person Events, RE

select the slots that you want to

Connmections in comenon: Danmie Trapp, Neal Rousey, Jamey Craghea.

make yourself unavailable. S e

PowerChina

O Join now

100 AM  Group meeting Perzirg
130 AM
83 You and 2 people

© Hall 2 - Amphitheater

Americas "B e s
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4. Networking

Manage your availability

Go to someone’s profile via the list of participants or a

company profile and click on "Send connection request".

Find all the people you have been in contact with from
“My contacts” tab under your profile picture, or in the
“My Event” button in My Networkingtab.

REvolve: Designing Smarter in-Person =
swapcard  evolve » " o & P B
Moo Feed  Aedoes  Gibitors  Sevlons Rems  Sposkars  Dlocussons

O My schedule Brigida Aho
35 My meetings > s (] e h
-] T
O Mywish list > E
& My networking >
or
B My bookmarked companies >
@
© My saved videos PN >
Dow
G Log

arketing Manag
Alphabet
n Zenobia Mcclay

Exhibitor Guide CC
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A connection request with a message is

three times more likely to be accepted.

swapcord  fAmericas s & P |

& COWERENCE @6 22—

Home Feed Attendees Exhibitors Sessions Items Speakers Discussions Map My event

Connect with Julia

Julia Doe
Direct Sales Manager

Faguo

Meet Julia

Select a time slot to set up a meeting with {{name)}, only meeting slots available

for both parties are displayed
Monday, July 15

09:00 AM 09:00 AM 09:00 AM 02:00 PM 02:00 PM 02:00 PM



4. Platform overview & Networking

How to navigate the platform

0 Go to a person's profile -by going to the list of
participants.

Click on one of the suggested meeting slots.
If you want to see other slots, click “See more

slots.” Select a slot and the Meeting location.

Now you are ready to write a message to the
person you want to meet. Once done, click

“Send meeting request”.

Americas

\s FOOD & BEVERAGE SHOW
& CONFERENCE MB4P TRACE cENTER"

Meet Julia

are displaye

Monday, July 15

09:00 AM

o

00:30 AM

B ©°

Julia Doe
Direct Sales Manager

Faguo

d

10:00 AM 10:30 AM 100 AM 130 AM

Location x

© The, July 26 - 11:00 to 11:30 AM (Europe/Paris)

Level 1

Level 2

W Online meeting

Booth 01

Booth 02

Booth 03

& wilia

July

Exhibitor Guide CC

Date & time e

> » Saturday, July 26

J . 09:30 AM
4 s L]

" 10:00 AM 10:30 AM

25 n P 1:00 AM 1:30 AM

12:00 PM 12:30 PM

Add a message e

© Thu, July 26 - 11:00 to 11:30 AM (Curope/Paris)

© Level 1+ 800th 01

Send meeting request



4. Platform overview & Networking

Process to book a meeting

Country
Areas of interest

Job lovel

Optimize your schedule and unlock new

opportunities by sending meeting
requests.

$1 Book a meeting

Visibility

Your connections

Julia Doe
Faguo

‘ Roselle Chrman

8>

.\

T66600

@ =
@
L
e Masie Plaschar
More nice opportunities
° Zerctsa WcClay
=

Exhibitor Guide CLC

Americas
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A\l =D
[( Date & Time
& Jayne Handey, Kelley Aranda, Zeno Add
€ < Juty > »
“ ~e -~ "
0 “ L] 6
7 L 2 ©° n 5]

“ AL » w L L 0

n 2 2 24 % n ”

28 » 30 1 1 2 3

Dates are diaplayed in your time zone
(Europe/Paris)

Saiich 1o event time zone
Saturday, July 26
0900 AWM 0930 AM 10200 AM
23 misz 30 ming
10:30 AM 11:00 AM M0 AV

73 mans 20 mns 0 wies

S
> @
.

[( Location

AN

8 Jayne Hawley, Kelley Azanda, Zeno Add

o Thu, July 26 - 11:00 to TE30 AM

(Ewrope/Paris) B

W Online mesting

Level 1

Level 2
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5. Exhibitor Center Networking Management Exhibitor Guide  CC

g Meeting details ® coofimes
Manage your meeting slots availability X

© Monday July 15 from 9:00 AM to 9:30 AM
1+ Cate

Manage your meetings N | iaiamn

@ Monday, July 16

130 AM 130 PM Faguo
Manage your availability wmm ko o

2:00 PM 2:30 PM 3:00 PM 3:30 PM 4:00 PM

m 5:00 PM 5:30 PM Meeting details «

Assign a meeting: Reply to the meeting St - o

© Level 1+ Cafeteria

(Deselect the time slots you are not available)

O Wednesday, July 17 v

request and select a team member to assign. € Accos meeting room

Thursday, July 18

o Hershel Kitcrin §
Accept or decline meeting requestsor P =T e
nn © Accepted v
cancel an existing meeting. @ "' i diB W Lol e

Holdings
X Cancel meeting

Carolynn Kreitzer
028 Corporate Sales & Switch member Accepted v

Filter meetings by status:Pending, ) d i ooy oo ks

FAGUO

Confirmed, Canceled or Declined. s el O”u“ R le

Meetings

Revolve: From Cvents to Com. ..
Mar 3, 09:00 &

Q
& e —— eV bV M F——

D A S v t Maren Mcledan
8 oo menbers == 9:00 AM to 9:30 AM ~ ° .

Americas B B = e

v Y& FOOD & BEVERAGE SHOW S 2 —
& CONFERENCE @ e ™o ceer R seters sromam N ~ L e

Export the full listof meetings.




5. Exhibitor Center Networking Management

Chat with the Exhibitor

Once you're added to an Exhibitor booth as a
team member, you gain access to a shared inbox

with all your organization's team members.

Messages in this inbox are generated when an
attendee visits your booth and types a message

into the “Talk to...” window.

For the attendee, the message appears as a 1:1
chatwithin the booth. For the exhibitor, the
message triggers a notificationwithin the
platform and appears as a message in the

exhibitor inbox.

You may also like

Meet Faguo

Monday, July 15

Information

Exhibitor Guide CC

[, ] P P }.

e i\
Talk to Faguo O

July 14

As a pioneer in this endeavor since it was founded in 2009, FAGUO promotes Fair

.

’ Taldlad1
! r‘liv-' 1l

\’, . R £ S
0‘4 & CONFERENCE @ 25 ™= coes



5. Exhibitor Center Networking Management Exhibitor Guide  CC

Chat with Exhibitor (Inbox) swopeord ol@]e @

& Julia Doe ° Wed, July 17
To view your exhibitor inbox, click the chat @ ruome e i o o osP Vs & e 5 proses ‘
bubbleicon located on the top menu. ExhbitAa - The.. @ Avery Castille
’ ‘ Aviwy-canﬂlo
Switch between your personal inbox and the @ cenisman & &

exhibitor inboxby clicking on the dropdown box. ‘.’0 e ek

@gn ™ad eddings...
29

. o ro . Faguo
Each new message triggers a red notification B M |
. . . . Tyra Dillon That would be perfect. See you tomorrow Julla!
circleover the chat bubble iconfor all exhibitors. @ - ;
’3 Titus Kitamura | 5 Dow the fissr was yestarda ﬂ
. Nice thot &

‘ Jackson Lima
Note: Once any exhibitor team member reads the message, the red
notification circle will disappear for the entire team. e R
[ ]

YN © ;‘J“ VEI W
“‘ & CONFERENCE @ tesip meos cenree
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Make the most of data
A quick review




L eads board

You can easily manage your leads in the Leads board, in the Exhibitor Center.

Exhibitor Guide %

Note: Not all of these features may be available for your company. Please confirm with the organizer
which ones are available according to your category of participation.

cC

Swapcard

Qren event company profile

Evolve!
Jul 1, 2022 - Jul 1, 2026

QOren event
(R Home
@ Company profile
& Team members
&) Leads board
23

Meetings

Leads board

8
Company views

Team's connections (4)

Q

First name il

Mariana

Check some statistics about your company’s

Last name |

Correa

Caicedo

booth and your team’s activity

l

Confirmed meetings

&, Export leads \

4

Connections made

Company Createdon il

April 5, 2022
417 PM

Swapcard

September 10, 2023
513 PM

Download an Excel
with the list of
people your team
interacted with.

Table with the
contacts made by
your fellow team
members.

Americas

FOOD & BEVERAGE SHOW
& CONFERENCE @ fisip o cevres



How to export the leads Exhibitor Guide /0

You can easily download your leads from your computeraccessing the Leads board, in the Exhibitor Center.

Click on the Export leadsbutton on Select whether you want to export all leads or to filter

the top right corner. them by date and/or lead tyEe.
Note: Not all of these filters may be available for your company.

Y, Export leads

4

Connections made

Company Createdon 1l

April 5, 2022

d
Swapean 417 PM

Americas
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Leads Excel export -API Exhibitor Guide /0

Send your Leads to HubSpot, Salesforce and other CRMs with Zapier

For exhibitors using Swapcard, integrating your lead generation data with HubSpot via Zapier can significantly
enhance your lead management process. This guide outlines the necessary steps to establish this connection.
Reach out this page for technical information:_https://developer.swapcard.com/leads-api/about-the-graphgl-api

Some Notes
This options is restricted by the event organizer, if you receivedExhibitor not allowed to use the API. Contact
your event organizer for help.

Monitor both Swapcard and Zapier regularly for updates and errors to ensure seamless data flow and functionality.
Adjust your setups as needed to accommodate any changes in event structure or data requirements.

Need More Help?
For detailed scenarios or additional support, consult Swapcard's customer service or the Zapier Learning Center for
advanced techniques.

Americas
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Thank you




