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1. Accessing the App
All exhibitors and sponsors* will receive access to the app a few weeks prior to launch. This early
access is to enable your team to set up your personalised showcase.

*Colleagues who are assisting with managing your company’s presence at the event but are not
attending will also receive access for logistical purposes. This access will be limited to the exhibitor
center only; they will not be able to view the attendee list or schedule meetings at the event.

How? A link will be sent out to you on the date of access (3 September). There are no set login
details, each link is bespoke and auto linked to your registration details. If it is the first time accessing
the app you will be prompted to create a password. Please log in using the email address you used
for event registration, then create a password. The first communication you receive will direct you
straight to the ‘exhibitor Center’.
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2. Downloading the App GLOBAL EXPO

Please ensure you download the app on your phone for onsite use. You can search
the Google Play Store or App Store for “FTE APEX IFSA.” FTE

3. Exhibitor Center — Setting up your Exhibitor Showcase

This is a chance to get noticed — we advise you don’t use generic company information. Think about
why attendees should stop by your booth, what are you showcasing? Will you have demos? Any
giveaways? A competition? Any news releases or launches?

Your profile will be autofilled taking your listing from the event website — if you wish to update the
copy use the edit button, check any specific information and select the interest areas tabs that fit
your company profile so you are more visible in searches


https://play.google.com/store/apps/details?id=com.swapcard.apps.android.futuretravelexperience&hl=en_US
https://apps.apple.com/us/app/fte-apex-ifsa/id1613987223
https://play.google.com/store/apps/details?id=com.swapcard.apps.android.futuretravelexperience&hl=en_US
https://apps.apple.com/us/app/fte-apex-ifsa/id1613987223
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**CATEGORIES makes up part of your profile - This is important to complete as the categories
you select will ensure your Al matches are relevant and attendees will also be able to filter by the
selection. **

Documents / Links — allows you to upload latest news, announcements, product information.

Customise — opens a tab where you can upload and link relevant branding resources. All
instructions/specifications are noted at each stage of the process.

Open Event company profile — Will take you out of the exhibitor Center to the live app where you
can see how your showcase views externally. To get back to the exhibitor Center press on your
profile picture and select ‘exhibitor Center’. You can also make edits in the front end of the system.
Below you can find a quick overview of all the requirements you can personalise.

a. Showcase Header — Add a header image or video to highlight your page

Image — 1200x675px (16:9 ratio) image, no larger than 1MB

Video — First upload it on YouTube, Vimeo or any other video provider, then paste the id or
src link directly into the Video ID field.

b. Company Logo — Get your branding out there.
We recommend using at least a 400x200px (2:1 ratio) image, no larger than 1MB.

c. Company Profile — Gain maximum interest.
Please supply 100 words to promote your company’s attendance at this specific event. This
is an opportunity to spark maximum interest in your products and services in the lead up
and during the event so we strongly encourage you to go beyond a generic company profile
and provide compelling content on why visitors should come to your stand and what they
could expect to see.

d. Social Media — How can attendees keep up to date with your latest news?

Provide links to your blog or social media accounts so that visitors can keep up with your
latest news on LinkedIn, Twitter, Instagram, Facebook, YouTube, etc.

e. Contact Details — Ensure you don’t miss on any networking opportunities

Share any contact details that you are comfortable with disclosing for attendees to follow up
post-event.
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4. Exhibitor Center — Team Members
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The navigation list includes — Team Members. On this tab, you simply press ‘+ Add a member’ to
link a colleague to your showcase. Please note your colleague must be registered to attend the
event. From registration to gaining access to the app can take up to 24 hours.

You can also edit your own profile in this section.

Should you need to change your name/job title, you can do so within the app, however, please also
edit the details in your registration confirmation to ensure your badge gets printed correctly onsite.

What information in my profile is accessible by other participants?
Public profile information, accessible by all participants of the event:

e First Name e Company

e Biography
e Social Networks (if completed)

e Last Name
e Function
e Secondary function

Private information, accessible by the participants with whom you are connected (connection or
meeting request sent and accepted or received and accepted & badge scanned)

e First Name e Biography
e Last Name
e Function

e Secondary function

e Social Networks (if completed)
e E-mail
e Telephone (if completed)

e Company e Address (if completed)
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5. Exhibitor Center — Leads

Lead Retrieval Overview

You can only gain access to the full attendee data of those who agree to connect with you. To
connect with an attendee, you can either send a request (via their profile on the app) or via scanning
their badge or app at the event. The app is Al powered so it will also suggest matches based on
criteria and areas of interest you entered when you registered. The information gathered will
depend on what the attendee has agreed to share and will show up in the exhibitor Center under
‘Leads’. You also have the option to tag / add notes as you connect so you have a reference when

following up later.

FUTURE
TRAVEL
FERIENCE

FTE Events & Media

FTE APEX IFSA Long
Beach, CA 2023
Sep 19,2023 - Sep 21, 2023

Open event

(@ Home

8 Company profile
Overview

Documents & Links

& Team members

W Leads

&4 Meetings

Leads

1

Confirmed meetings

Team’s connections (38)
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Firstname %l

8 Anders

ﬁ. Thomas
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Dave

Lastname

Dohn

Garrison

Hanbury

Hazelton

Heissenbuttel

Huggett

Inoue

Connections made

Job title

Co-CEO

Solutions Architect - Innovation

Customer Strategy Manager

Head Of Strategy & Development

Director of Sales and Marketing

Events Executive

Director

Company

Copenhagen Optimization

Southwest Airlines

Swapcard

Moment Factory

RMT Global Partners, LLC

Future Travel Experience Ltd

NEC Corporation

&, Export leads

Createdon il

September 15, 2023
355

September 15, 2023

3:55 PM

August 30, 2023
421PM

November 7, 2023
134 AM

September 18, 2023
.07 PM

April 29, 2022
1232 PM

September 15, 2023

This list includes all yours and your teams’ connections. You have the option to export this list into an
excel spreadsheet. At the top of the page is a summary of your teams confirmed meetings and

overall connections.

If you would like to see only your own personal connections this is done by going into your personal

profile.
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6. Exhibitor Center — Meetings

FUTURE
VEL
PERIENCE

FTE Events & Media

FTE APEX IFSA Long
Beach, CA 2023
Sep 19, 2023 - Sep 21, 2023

Open event
(R Home
@ Company profile
& Team members
Leads

Meetings
Status ¥
® Canceled
® Confirmed

@ Canceled
@ Canceled

® Canceled

Meeting date

September 19, 2023
9:30 AM to 9:40 AM

September 19, 2023

2:20 PM to 12:30 PM

September 19, 2023

440 PM to 450 PM

Septe 0.2023
300 PM to 310 PM

September 20, 2023
430 PM to 440 PM

Location

FTE Exhibition Hall
C1- FTE Events & Media
FTE One-to-One Meeting Area

able 7

FTE One-to-One Meeting Area
able £

FTE Exhibition Hall
F14 - HRS Crew & Passenger Solutions

Team members Y

a en Hanbury

+1more

5} Soph Test Andrews

+1 more

e Daniel Coleman
Q’ Ross Falconer

f\} Soph Test Andrews

External participants

Mithul Sharrma

GMR Airports Limited

& Michael Brophy
€ Hrs

Venkat Nandikolla
Tech4th Solutions

&, Export meetings

Request date

August 30, 2023

8:21AM

September 19, 2023
9:40 AM

September 20, 2023
1233PM

September 19, 2023
1243 PM

Here you can view all your teams’ meetings and their status — confirmed, pending, cancelled. You
can export a list and manage the attendance by selecting on a specific meeting and updating which
team member will attend.

Meeting Availability Management for Exhibitors

From the Exhibitor Center, Exhibitors can specify the date and time they are available to meet with
prospective clients.

Choose Meetings = Availability from the menu on the left. Slots can be checked and
unchecked, depending on meeting availability.

Swopcard

Fashion Trend Shew 2.0

— )

Manage your meeting slots availability

8 Saturday, March 30 2024

Booth availability VS Individual availability

O Swapcard

The above booth slot availability management only affects the Exhibitor Booth and not each
individual Exhibitor Team Member's availability. By unselecting a slot in the Exhibitor Center,
Team Members will be unable to send a meeting request for this slot from the Exhibitor’s
page. However, Participants will still be able to directly request a meeting with a specific
Team Member of the Exhibitor Booth if said Team Member is personally available at this slot
based on their own individual availability settings in the event.
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Meeting Requests Management for Exhibitors
Finding your Meetings

Event Participants can request meetings with Exhibitors. As an Exhibitor, when receiving a
meeting request, you have the option to accept or decline it. All requests received will
appear in the Exhibitor Center’s Meetings tab, as shown below:
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Accepting, assigning, or declining Meetings as an Exhibitor
When you click on the request, you can reply with these three options:

e Accept
e Accept by assigning the Meeting to a Team Member
e Decline

Mesiing requeat

Please note that for a Meeting to take place
with an Exhibitor Booth, a Team Member
needs to be assigned to said Meeting.

™ G0N 5 1064 AN
A EAOEUIINE - WS AM I BISAM
0 Mansiing B « Tl #°3

9 Lwine Goninied &
[
@ [y ———

Meetings assigned to you directly can also be accessed through the Event App (a different space than
the Exhibitor Center) through the ‘My Event’ tab under ‘My Meetings’.
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7. Frontend — Understanding the Event Homepage

The event homepage is very user friendly!

e If you are looking at the event app pre-event via a web browser, you can review the
homepage using the navigation bar at the top of the page and/or the coloured directional
buttons.

e If you are looking at the homepage on the mobile app, you can use the coloured directional
buttons to navigate your way around.

Due to GDPR, we are unable to provide a full list of registered attendees. With that said, for people
who have opted into our marketing preferences, you will be able see who will be attending via the
‘Attendees’ button. You can view the show floor plan, explore the Exhibitor and Sponsor profiles, and
preview the full conference agenda and a list of participating Speakers. You will also find your ‘QR
code’ for data collection and easy access to your bookmarked items via ‘My Event’.

The event app is constantly being updated pre-event, therefore, please do keep this in mind. Post-
event photos, presentations and videos from the event will be added to the platform.
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8. Frontend — Arranging Meetings

How to book a meeting with an Attendee?

Option 1

1. Go to a person's profile, by going to the
list of participants.

9 it Colemman
5‘? S ke
3

6 Darvy habey
” Bona, F s pnar

3. After selecting a slot, choose a meeting E e
place and write a message to the person @ Byan Ghee
you want to meet. Once done, click on - g

"send meeting request." "\&) o e

@ Lorsty Huggett

A pending meeting is blocking a meeting slot. If your
meeting is not confirmed or refused after a few days,
do not hesitate to cancel it to free up this meeting

2. Click on one of the proposed meeting
slots. If you want to see other slots, click
on see more slots.

Invites you te connect

Meet Alyssa

slot. If you want to make a change to the time or
location of the meeting, you will need to cancel the

BHAM  900AM | GI0AM  10DAM  30AM | THODAM existing meeting and send a new request

HA0AM  12:00PM oF

3:00 AM 3:30 AM 4:00 AM 430 AM 500 AM 5:30 AM

6:00 AM 6:30 AM 7.00 AM T:30 AM B:00 AM 8:30 AM

500 AM 9:30 A 00 AM [o} ul 1100 AM gl

PM M
Option 2

1. Navigate to any People view.

2. Clickonthe "Book a Meeting" button.

3. Fillin the meeting details, including time and
location.

Date & time

Jun 2024 > T

Su Mo Tu We Th Fr Sa L

Dates are displayed in the event
@ time zone (GB)
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How to book a meeting with an Exhibitor?

e You can book a meeting with one of the members of an
exhibiting company or you can book a meeting with
the exhibiting company directly.

T

EEa FTER

1. To do this, go to the page of an exhibiting company by

going to the list of exhibitors: -
- Future Travel Experience - Los Angeles

Future Travel Experience - Dublin

2. Click on one of the proposed meeting slots. If you want e
to see other slots, click on see more slots.

3. After selecting meeting a slot, choose a meeting place
and write a message if you wish. Once done, click on
"send meeting request."

P BOOKMARKED
Products
Book @ meeting

A pending meeting is blocking a meeting slot. If your meeting is

not confirmed or refused after a few days, do not hesitate to motio | oo | bascssesd |l | Sinsitoal | s
cancel it to free up this meeting slot. If you want to make a e S
change to the time or location of the meeting, you will need to

cancel the existing meeting and send a new request.

9. Frontend- Lead Retrieval

(Rt

~

Scan a QR Code

1. Click the ‘Scan’ icon on the lower right corner of the event home m “
2. Inthe first tab, you will have the option to scan QR codes.

3. Assoon as you scan the QR Code on an attendee's badge or app,
their contact details will be shared with you and the person will be
added to your contacts.

Scan a Business Card =

1. Click the ‘Scan’ icon on the lower right corner of the event home
page.
2. Inthe second tab, ‘Card’, you will have the option to scan business
cards. Schedule at a glance

contact, and you will be prompted to a prefilled contact form. You
will have the opportunity to check the contact information collected
and add relevant information, such as the lead score or notes to
remember details of that first interaction with the attendee.

3. The app will take a picture of the business card that will be saved as a m
M

Should an attendee want to scan your QR code, this can be found either on your physical attendee
badge (sent pre-event) or via the ‘My QR code’ button shown in the above image.
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10. Managing the ‘My Event’ button
The ‘My Event’ button can be used to manage your meetings, easily find bookmarked sessions and
exhibitors as well as all the contacts you have made for this event.

a. My schedule

The first tab of ‘My Event’ allows you to see the ‘Sessions’ you have bookmarked or registered to
from the ‘Agenda’ button (the actual name can vary on each event). You have two options for the
schedule:

e Export to my calendar
e Download PDF

Hime ® Live - Watch New Aetendees Spectery Agenda  Seswers My Agends  Enhibiers Loy Tolk

Sunday, Seplember 12, 2021

9AM  Welcome to Swapcard & A o e ey amenera ok

e 10 s ¢ alandar ap et on

Smnpcord m the medeg vrtes, hybrd and repersan evese srd
community piattorm. Powered by Al Swagcord's lechnclogy 9oes beyen SXPCET TO MY CALINOAS

9 Zom A
faport your ssssors, messngs ond
Bant=arts = o erge presable 117 Sa

OOWSLOAD POF

Detes ore dugloyed » your lime seng
[Amgr £ a7/ Mgl val )

Smas % seser e soe

b. My meetings

This tab allows you to visualise and manage all your ‘Meetings’ (both confirmed and
pending). Similarly, to the ‘My Schedule’ tab, you have two options for your ‘Meetings’:

e Export to my calendar
e Download PDF

Cuagéay amgey oty

Sunday, September 12, 2021
150AM Availoble for o mesting
DI0AM e ety

AOAM o Hell - B reem
B Moy Pures
it s

400AM  Awailoble for o mesting
ADAM ke nmeiatia

c¢. My networking

Here you will be able to find a complete list of all connections you have made with fellow
attendees of the event. In this list, you will find all those with the status “Is connected”
(they/you have accepted the connection request) and “pending” (awaiting for their response
on your connection request).
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d. Bookmarking ‘Sessions’ — ‘My Event’

Before, during, and after an event, you can bookmark ‘Sessions’. With this, you can quickly
access them under the ‘My Event’ button.

How to bookmark ‘Sessions’:

To bookmark a ‘Session’, you simply need to click on the dedicated icon located on the
Session's page. Once bookmarked, the grey icon will change colour to highlight such actions.

Welcome Drinks/Networking

@ May 14, 2024 6:30 PM to May 14, 2024 8:30 PM

How to find bookmarked ‘Sessions’?

In the app, a button is displayed on both the ‘Event Home’ and the top navigation bar, as
shown below. Clicking on the ‘My Event’ button displays all the ‘Sessions’ previously
bookmarked by you as an attendee. Your booked ‘Meetings’ will also be listed there, in
chronological order.
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e. Exporting my meetings, schedule, and bookmarks

It is possible to export your confirmed meetings as well as the sessions you have
bookmarked and add them to your own agenda on your device, or to print them out.

f. Exporting your Swapcard calendar

B Myschedule Friday, December 8, 2022

In the event, select ‘My Event’ (the actual button
name may change depending on the event, i.e.
My Schedule). Once there, go to ‘My schedule’
or ‘My meetings’.

4COPM  Artificial Intelligence Boost the Matchmaking

On the web app: You can export your meetings,
schedule, networking, and bookmarks as a PDF
by clicking on Download PDF.

Otherwise, click on ‘Export to my calendar’ to
download an ICS file with your event data.

On the mobile app: Select the Download icon at
the top-right corner of your screen. Choose between ‘Export to my calendar’ to download an ICS file,
or ‘Download PDF’, to receive your data in a printable PDF format.

1:29 ol T .
Export -
ssions and meetings to your calendar 4 My visit ;)
]

Fri, Dec 13, 2019

EXpOF’[ tO my Calendar Quverture B
@ 4:00 AM to 6:00 AM
Download PDF % Opening
& Allyson Jean-Charles » Swapcard

Workshop HR Marketing High Tech Growth

Cancel ﬂ i

The download button is available in all sections of your ‘My event’ tab (My schedule, My meetings,
My networking, My bookmarks, My videos, and My Wishlist).

g. Importing the ICS file to your own calendar

Once you have exported your event data using the steps above, you will need to decide which
calendar you want to import your Swapcard calendar into. Here you can find instructions for
three of the most used calendars:

Google Calendar

On Google Calendar > Open your Settings > select Add calendar > Import & export > select the
previously downloaded ICS file > click on Import
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On Mac

Download the ICS file to your desktop. Double-click on it to open your Calendar application, then
select the personal Calendar you want to sync your events with.

Outlook calendar

Open Outlook > select File > Open & export > Import/export > in the Import/Export Wizard box,
choose Import an iCalendar > select file > click OK and Import
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