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» Whatis Swapcard?
> Benefits

Setting up your profile

» Setting up your Company Profile
» Setting up your Personal Profile
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> Review your Company Profile
» Manage your meetings

» Add ateammate to a meeting
» Shared contacts & export

> Event analytics

Plafform Features

» Register for sessions

» View and export your schedule
» Register for session

» Interact during a live session

How to network

Make a connection

Request a meeting

Start your virtual meeting

Receiving a message as an exhibitor
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What is Swapcard?

Swapcard is the leading event and community
platform for online, hybrid and in-person exhibitions
& conferences.

The platform can help you engage with your

audience online, before, during and after the live
event.
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As an Exhibitor,
what are the benefits?

I e & o n 8 =
A suite of easy-to use tools that create deeper connections and curated I =
content, personalised to your needs and accessible at your pace: "3
[ s Rl 4
* Represent your company through your online profile = e T S

* Create your own timetable configured around your product speciality

£ L, T

» Connect with potential buyers who support your specialist interests i
 Set meetings with carefully qualified professionally aligned contacts = S ® ot e
with online or in-person the event at your booth ,o! i -
* Engage with valuable contacts by connecting, messaging or setting > 0
up meetings ; :
» Search and select through content that's relevant to you - : 0 -
A
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Setting up your profile
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Setting up your
Company profile

This year your event profile will replace the printed catalogue
at the event. It will enable attendees to find you via:

« Exhibitor list = N

* Floorplan @.._...m

* Mobile App .

* Ingredients Network throughout the year —— - —
You will need to set up your company profile and add your T R et

products in Ingredients Network, and this will then be used
across the show.
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Setting up your
Company profile

After signing the contract for your stand, you
will receive a welcome email from Ingredients
Network, with your login details.

Please find here the User Guide on How to set
up your profile in Ingredients Network.

Once you have set up your profile here, the
information will be transfered directly to your
company profile in the online event platform.
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Setting up your profile

Registration swapcard.com

The main stand holder for your company will m
look after the registration of all Company team

members, whether you are attending the event Welcome, create a password

online or in-person. i . g st B s it ol e il

Please check in with them directly to make sure they tafing v Basrwnnd o O
have registered you via the Exhibitor Manual.

Once registered, you will receive a login email from [ SAEso L
Notifications@fieurope.com, and you will then be
able to login to the online event platform

www.fi-europe.eu
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Setting up your profile

Personal profile

- i el Pl T r L ] Name

©

There are two ways to edit your personal profile:

@) Ciick “Edit” at the top-right of the
profile picture box.

Your Name
Your Company Name

R TEEAAR. TP T

or

Q Click “My Profile” from the drop-down
menu to the right of the page.

www.fi-europe.eu
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Setting up your profile

Personal profile

oo A CA @ & & o
Once in your profile, proceed to click on the “Edit” buttons to ponss : N
make relevant changes or updates.
Your personal information will be taken from your event
registration and cannot be edited within the online event oo vae
platform. Ao e °
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Exhibitor Center
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Exhibitor Center
Manage your team and leads through
the Exhibitor Centre = prowsnoe

The Exhibitor Centre is where you can manage
your team and company within the online event
platform

of buyers have said that they are
more likely to contact a company
that has detailed product and
company information!

www.fi-europe.eu



https://informaplc.sharepoint.com/:b:/t/IM-Creative/Eflo2U7jrjVPlAc9H-zVk3oBmnoQ5QrHNnh8niiIMhPLkA?e=Y6PrtR

ﬁ’ An Introduction Setting Up Your Profile Exhibitor Center Platform Features Networking Contact Download PDF { }

Edit company profile

Exhibitor Center

Review your company profile

o HETHRALE FYE T [ ] L i Name

. — Fskcoms i e Exhibinor Cenier
Most of the information for your company profile
will come via the information that you have s _ _ R
completed in Ingredients Network. s : ' =h )

When you login to the Exhibitor Centre, please
make sure that all the information in your
Company Profile is correct

www.fi-europe.eu
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Exhibitor Center

Add a header or video to your
company profile* w  prowanon R

Here, you can upload a header image:

1200x675px (16:9 ratio)
No larger than TMB

You can also upload a Youtube or Vimeo video. Just
copy and paste the link to the video. e

*Videos are Pro and Premium features only.

www.fi-europe.eu
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Exhibitor Center

Add an ad banner to your company profile*
You can also add an advertising banner to your profile. Just
click “ADD AN AD” from the right of the page.

You can also add a background image o your profile. Just
click “ADD BACKGROUND".

2560x1600px (16:10 ratio)
No larger than 1TMB

* These are Pro and Premium features only.

www.fi-europe.eu
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Exhibitor Center

Manage your meetings

o HETHRALE FYE T [ ] L i Name

Expeert wemaiinge

Push your contacts through the sales funnel and arrange

meetings with them, this can be done either online or at it Mo By e

the show, or even off-platform if the timing and format suits frjrincseraclis ﬂ =
tter. e e e

you better n

In the Exhibitor Center, you can control the meetings your ; P

team have set up through the platform. i:‘;h'.ili'..i:,...._ as

This allows you to: = a

* View all of your meetings

Sort meetings by status: Pending, Cancelled or Declined

* Assign a meeting to a member of your team

Accept or decline meeting requests

www.fi-europe.eu

Export your list of meetings to an Excel file
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Change to another
team member

Exhibitor Center

Assign a teammate to a meeting

o HPTHIALE, FYR AT Mealing ®
. . . r fme—— o SR - i
Click the “Meetings” tab. e e
o - fridin Be @ Primory Holl = Dnhitdor room
Clicking on a meeting will allow you to change o i
the host to one of your team members. *—— e BHIER
Seapiard |
:ﬂ. L ‘ - ‘
i N cascy i
R B
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Export your contacts

Exhibitor Center

Shared contacts & export

o HETHIALE PR R B ' i

The Contacts section allows you to see all of the
contacts you and your team have collected before, o
during and after your event. B e

You can export this list by simply clicking “Export All”.

In the export, you will get all the contacts you have
made through connections, chats and meetings.
Not all contacts are the same, so ensure your team is
following up to convert your leads.

www.fi-europe.eu
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Exhibitor Center

Event Analytics

In the Leads board, you can view the top level
analytics of your Company.

Pro and Premium exhibitors can also see here online

company profile visits in real-time, to easily follow up.

www.fi-europe.eu
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Platform Features
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Click here to return to
event home page

Platform Features

Register for sessions

[ = TR, EYENT S ITCH TS THE EWEsT Name

Click, "SWITCH TO EVENT" at the top of the page if you o - e
are still in the Exhibitor’'s Center. ———

Dererm—r-cled Lo yoss

T a1 S b - e e S ey !

Under the agenda tab, you can find an overview of all & i
of the sessions at any given day during an event. You

will be able to clearly see if the session is on-demand or
live. .

[ »

Wl B e b T i Wi ek

To register your attendance, simply click the F&, icon to i N
the right of the session name to add it to your schedule.

s g sk

Click this icon to
register for sessions

www.fi-europe.eu
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Platform Features

View and export your schedule

In the “My Event” tab you can view your sessions
schedule, meetings, networking connections
and bookmarked companies.

You can export your sessions and meetings to a
calendar or a printable PDF file.

We would advice you to export them to your
personal calendar to make sure you don’t miss
anything.

www.fi-europe.eu

Click the “My Event” tab

o TS PR

[

i Pl B i S

Tewndfary, Maryp 11, 3009

T e ] r

Lrmery Sa et S bkt S d I

Name


https://informaplc.sharepoint.com/:b:/t/IM-Creative/Eflo2U7jrjVPlAc9H-zVk3oBmnoQ5QrHNnh8niiIMhPLkA?e=Y6PrtR

ﬁ’ An Introduction Setting Up Your Profile Exhibitor Center Platform Features Networking Contact Download PDF { }

Networking
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Networking

How to network

L a & & Name
This is where you can start building your pipeline
of future valuable contacts, conversations and -
customers. Make sure to brief your teams on how = Setnste Bty B Your consectisns
to search through attendees with these easy-to- e g
use filters and tools. A A YRR
ST ——

Start by clicking the ‘Attendees’ button on your G o e s u § ==
event homepage to see all your attendees. You a frdeion "
can then easily use the filters to find the most e —
relevant attendees for your business needs. e & e o o = o — "

A, Sasen Dusis
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Networking

Make a connection

You can make a connection request to an
attendee, speaker or sponsor by clicking on their
profile.

Start with an infroductory message about yourself
and your company and how you think you can
help potential prospects. You can do this by
adding your message in the box on the right side of
the page.

www.fi-europe.eu
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Networking

Request a meeting

You've made initial contact with a buyer, they have
shown interest in your profile and product, and now
you would like to discuss your solutions with them.

Diwim &t

You can easily set up a meeting with an attendee.
Click on the buyer's profile and select an available
timeslot. You can choose to meet online or at the
show.

o Ok wm WA e

www.fi-europe.eu
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Networking

Start your virtual meeting

o HETHRALE FYE T [ ] L i Name

Once you have confirmed a date and fime with _ <
your prospect, start the meeting by going to their e
profile and clicking “MEETING CALL" to start the vitual ——

meeting. e v

www.fi-europe.eu
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Contact

Contact the team today to discuss a range
of options and bespoke solutions to help you achieve your objectives.

In-Person Event Sponsorship
Alex Heuff

Digital & Events Sales Manager
alex.heuff@informa.com

www.fi-europe.eu
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