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Before scanning, make sure you are a team member of

° ° o o C fl. N/
an exhibitor booth. If you are not, your leads will not land in the S0 e o
team’s contact list. Your colleagues who are already team members 2 Team members
can add you as a member from “Team members”
in the Exhibitor Center (team.swapcard.com). Leads v
Note: If the add a member option is not there, contact the event organizer. 84 Meetings

View profile O
| Sharing contacts with the team
My visibility O
& Be visible to other participants

My connections
Share contacts with the te

Make sure that contact sharing is on.
Go to “Team members” and hover over Sophie Ferguson
. . . . Trademark agent

the icon in the top right corner to check if BVLGAR

they (]re Sh(] nng ContGCtS W|th the te(] m. . - Invite your team members who are registered
lv the person currently logged in can — fo'z t:e o With your wantautacce'ss e ZTme

— Interrace. | your wnote team In one ace,
on y .p y gg it's easy to share contacts and data!
toggle this on/off.

@ + Add a member

Invite team members
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r A
< Event home a Close Scan S
B Swapcard User Forum

Download the Swapcard app for iOS or Android oR code Business card

Note: the organizer may have their own app you can use instead, Scan badges
usually searchable by event name. If you are unsure about which ing the eve
app to use, contact the event organizer.

o
Login and click the scan icon on the bottom of
m the screen. This opens up a QR code/barcode
News Feed Help Desk

AN
/7

Register for Swapcard ON

o
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There are generally two options, depending on what the organizer decides to do:

Help Guides & Discover Product
Useful Links Releases

Swapcard User Forum

a Scan the QR code or barcode on a printed badge

First Name Last Name a Scan the QR code or barcode from the Swapcard or Event app

Company

E = E Note: Organizers often add a button on the event homepage that
attendees can use to open their QR code or barcodes for scanning.

This is usually called “Event Ticket,” “My Badge,” “QR code,” or similar.

930ty3993
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*

Success

Contact saved a

A pop-up will tell you
Bires Yikir aunnociion if the scan was successful. You have the

Adding a score helps your follow-up by knowing the

potential of each connection made. OptiOn tO SCOre Gnd Gdd nOteS.

Scanning automatically creates a connection
between you and the person you scan. They
’ will then land in your own contact list as well
as the team’s contact list.

First Name Last Name

compry ©
You can also export, print, or delete the
© MESSAGE . ege ° .
contact and, if the Lead Qualification option
has been enabled by the organizers, you can
Contact details then add more details about this lead.
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You can easily manage your leads and at the Leads dashboard, in the Exhibitor Center (team.swapcard.com).
Note: Some features may not be available for your company. Please confirm with the organizer which ones are available according to your
category of participation.

Under Team’s Contacts, check some statistics about You can easily download your leads from your
your company’s booth and your team’s activity, and computer, go to Export to download an Excel list
view a table with the contacts made by you and your with your leads.

fellow team members.

Export $ Learn how

Simplify follow-ups by efficiently managing and automating your team’s lead exports. Export [fads manually or streamline the

process by integrating our Exhibitor Leads API.

Manual export
O Export all leads
Export your team’s leads and contacts into an

Excel file whenever needed. O Define specific dates ghd leads to export

Y, Download
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Different tabs with the leads will show up in the exported Excel file depending on the permissions/filters
available according to your participation in the event:

e Contacts: The list of people that connected with exhibitor members.

e Meeting confirmed: The list of people who had a meeting with the exhibitor or its members.
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1.After accessing the Exhibitor center’ gO @ Company profile 9 rDeesf;r;i::sdceostijrlzdbzulzl;:i(;a;t;obns:ir:atl.ds in the form before its utilization; otherwise,

to Leads and then Lead qualification. .
a 2.Press the Customize lead qualification Leads A score @
bUttOn' Dashboard Tags o
e . . Lead qualification
e 3.Press the Create a qualification field
. . o0 - Note @

button to start adding fields to your B
qualification form.

4.From the right side panel, drag & drop Create a qualification field X
the type of field you want to create to
the form.

Drag and drop qualification fields at the desired
o . position.

5.Press edit icon to rename the field and
related option values (if single and
multiple choices). You can also reorder ® Single choice
your fields and delete them by clicking
on the proper icon. Multiple choices

(Y Long text
Note: Score is a default qualifier and can’t be deleted
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Following an accepted connection or meeting request, or {Eiemeten Talk to Yoann o v .4n 230

< Lead qualification Reset
after scanning their badge, you can qualify your contact. t : @ —

y Marketing manager
From Web or Mobile app, navigate to the contact page and pra e D Apple
Swapcard o ‘ Type
follow these steps: 0 Lead
About me 3 Bk

Currently working as a Product Designer at Swapcard, | am designing new + Write a message... @

interfaces for our mobile and web services. | also create some animations and
videos to make our tools and our communication more dynamic and :
understandable to users. O Supplier

O Client existing

. (e . . ead qualification
° 1.Locate the Lead Qualification section and press — et o s st O other
Qualify —— =l
Jane Cooper’s qualification AN —
a 2.The shared qualification form you created will be . cone
Context
accessible and fillable by all team members for each Existing client ey ek EC
contact they meet at the event i
Europe United states * * ' ' Q

e 3.You can view and add details to a contact already
qualified by another team member
a 4.All team members' qualification responses will be

included in the global export of your team's contacts

Score

L B 8 & B¢

Notes

John is interested to create a partnership
with our company.

Cameron Williamson’s qualification v

Guy Hawkins’s qualification \%

Julia is interested to create a partnership
with our company.

396/1000 characters

Save
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Thank you for taking the
time to read this presentation.

't needed, you can use our Live Chat
and our support team will get in touch:
help-attendees.swapcard.com

swaeccard

All-in-One Event & Community Platform \¢y . \ H |
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