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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!

Exhibitor Guide1. Introduction

Welcome to the Exhibitor Guide



85% of leads are 
digital: Traditional 
badge scanning is no 
longer enough.

➔ With digital, leads are generating 24/7, 
before, during, and after the event.

➔ Going beyond traditional physical booth 
allows for connection with all audiences

➔ Digital = simple data collection and 
reporting

➔ Generate leads passively with interested 
buyers via products and content views 

Why Digital?

The data is clear: Event success is 
now a hybrid of physical and digital 
effort.

Key stats used in this presentation 
appear in ‘The State of Event 
Engagement Report Vol. 2’

Access report → 

60% of networking 
happens pre-event: 
The show starts weeks 
before the doors open.

2.5x more leads generated at events
combining digital sponsorships with Lead Capture 
compared to those who didn’t.

https://hubs.ly/Q03QP-Q80


➔ Generate 83% more leads combining digital 
and onsite lead generation tools.

➔ 60% of networking happens before doors open, 
creating new sponsorship opportunities.

➔ Sponsors generate 286% more leads than 
non-sponsors at top-tier events.

Benefits of Digital Lead Generation & Brand Visibility on App

The Swapcard platform transforms events into lead generating engines for 
exhibitors and sponsors, while engaging attendees.

➔ Adjust strategy with real-time insights - track 
performance metrics to improve

➔ AI networking increases connection rates by 
55% and complete listings drive 2x more 
engagement.

➔ Exhibitors see 42% higher ROI when using our 
integrated digital platform features.
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Online Exhibition
& Booth Set-up



Exhibitor Guide2. Online Exhibition and Booth Set-up 

You will receive an email with a 

button redirecting you to a login 

page. Here, you will either be 

prompted to enter your password 

(if previously set) or notified that a 

one-time code has been sent to 

your email. If unsure of your 

password, you can request a 

one-time code: 

1

2
You can also access the event from your phone by downloading 

the Swapcard app (iOS/Android)

Note: If you don’t see this email in your mailbox, please check your spam folder. 



Exhibitor Guide2. Online Exhibition and Info Page Set-up 

Clicking the button on the email sent by the 

organizer will redirect you to the App where you can 

navigate using either Step 2 or 3. 

Select the arrow next to your profile icon, and click 

on company name

Go to team.swapcard.com

1

2

3

Access your Exhibitor Center

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



Exhibitor Guide

Image or Video Header

Customized 
Background

Advertisement

Company Information

2. Online Exhibition and Info Page Set-up 

Exhibitor Booth
Front-end

Note: This layout could differ depending on what add-ons you 
have purchased 

https://help-attendees.swapcard.com/en/articles/8185487-managing-my-company-s-profile
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Page overview

To ensure your team is contacted by as many 

qualified participants as possible, it's very 

important to fill in all the editable information 

from your Exhibitor Center.

Page Overview



Exhibitor Guide2. Online Exhibition and Info Page Set-up 

As an exhibitor, you are able to upload either 
an image or a video (live or pre-recorded) onto 
your company homepage.

If you decide to upload a video this can be 
either a live or pre-recorded video hosted on 
YouTube or Vimeo, or iframe. 

As an exhibitor, you can upload a background 
image onto your company homepage and a 
Logo.If a field is greyed out, it indicates that only the organizer can edit it. 

Video or Image Header, Background and Logo

1

2

3

Note: A YouTube video ID is the string of characters 
after “/watch?v=_” in the url. I.e. In 
“https://www.youtube.com/watch?v=_mKoi9VNgx4” the 
ID of the video is “mKoi9VNgx4”.

Note: Sections available could differ depending on what add-ons you have purchased 



Exhibitor Guide2. Online Exhibition and Info Page Set-up 

Attach documents to your company profile 

(product catalogues, press releases, etc).

Paste a link (with http://) or import a file (pdf, 

doc, docx, ppt, pptx, png or jpg). 

Then add a name and short description. 

Documents and Links



Exhibitor Guide2. Online Exhibition and Info Page Set-up 

Items 

Add Items to your company profile 

(products, services, contests, etc).

Add item name and description. 

You will be prompted to include images 

(400x400px; 1:1, png, jpg, gif). 

Then add any additional product information.

You can change the order of display in your profile 

by dragging up and down on list.   



Exhibitor Guide2. Online Exhibition and Info Page Set-up 

As an exhibitor, you can download your Virtual Booth 

QR code to print on onsite signage. When a visitor 

scans this, it brings them directly to your Exhibitor 

Profile, where they can start a chat, or ask for a 

Meeting.

Plus, the Company will be automatically listed under 

My Event → My bookmarked companies.

Page overview

Exhibitor QR



Exhibitor Activation & Engagement

If you want to “brand” QRs, you can do it by 

changing their color, background, size, and 

margin using third-party tools. If that’s of interest, 

the .svg format is recommended. 

Make sure to keep enough contrast between the 

background and the actual code to guarantee 

readability. 

Pro Tip!



Exhibitor Activation & Engagement

Documents

● Paste a link or import a file (pdf, doc, 
docx, ppt, pptx, png, jpg) and no larger 
than 30 MB

● Title: max 80 characters

● Description: max 160 characters

Items

● Name: max 255 characters 

● Description: max 2000 characters

● Images: 400x400px (1:1 ratio) no larger 
than 1 MB

Graphic guidelines

2. Online Exhibition and Info Page Set-up 

Exhibitor logo

● Rectangular image (2:1 ratio), size of 400 
x200px and no larger than 1MB

Header

● Image: 1200x675px (16:9 ratio)

● Video: hosted on Vimeo or Youtube. Ask us 
if you host the video on another tool

● Note: the video will be muted by default

Booth background

● Rectangular image (16:10 ratio), size of 
2560x1600px and no larger than 1MB

Advertising

● Rectangular image (9:16 ratio), size of 
1080x1920px and no larger than 1MB
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Exhibitor Guide

Manage your meetings 

Manage your availability

(Deselect the time slots your team is not available)

Assign a meeting: Reply to the meeting request 

and select a team member to assign.

Accept or decline meeting requests or cancel an 

existing meeting.

Filter meetings by status: Pending, Confirmed, 

Canceled or Declined.

Export the full list of meetings.

3. Exhibitor Center Networking Management

1

2

3

4

5

1

2

3

4
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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 chat 

within the booth. For the exhibitor, the message 

triggers a notification within the platform and 

appears as a message in the exhibitor inbox.

Exhibitor Guide3. Exhibitor Center Networking Management



Chat with Exhibitor (Inbox)

To view your exhibitor inbox, click the chat bubble icon 

located on the top menu. 

Switch between your personal inbox and the

exhibitor inbox by clicking on the dropdown box. 

Each new message triggers a red notification circle 

over the chat bubble icon for all exhibitors.

Exhibitor Guide3. Exhibitor Center Networking Management

Note: Once any exhibitor team member reads the 
message, the red notification circle will disappear for 
the entire team.



Exhibitor guide

As an exhibitor, you can start a video call with an 

attendee by checking their conversations and 

using our handy integrated feature, located in 

the right corner of the chat interface.

Pro Tip!

3. Exhibitor Center Networking Management
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Make the Most out of Data - 
Quick Overview



Leads dashboard - Connections

You can easily manage your leads and at the Team’s connections dashboard, in the Exhibitor Center.

Table with the contacts 
made by your fellow 
team members.

Check some statistics about your company’s 
connections and your team’s activity

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.



Leads dashboard - Recommendations

You can easily manage your leads and analyze the Recommended leads based on attendees’ interactions in the Exhibitor Center 
(team.swapcard.com).

Check some statistics about your company’s booth and attendee’s 
interactions with the booth

Table with the 
recommended leads, 
potential leads that you 
can connect with. 



1 2

How to export the leads

You can easily download your leads from your computer accessing the Leads > Export tab, in the Exhibitor Center.

Click on the Download button in the top right 
corner:

Select whether you want to export all leads or to filter them by 
date and/or lead type

3 Alternatively Click on Create key to 
synchronize the data with your existing 
systems:

Note: Some of 
these filters may 
not be available 
for your company. 
Please confirm 
with the 
organizer which 
ones are 
available 
according to your 
category of 
participation.



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:

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

● Contacts (incl. duplicates): The previous list, but including multiple rows per user in case they have interacted with multiple 
team members.

● Meeting confirmed: The list of people who had a meeting with the exhibitor or its members.

● Chat: The list of people who had a chat with the exhibitor in the exhibitor booth.

● Booth: The list of people who visited or bookmarked the exhibitor booth.

● Product: The list of people who visited or bookmarked the exhibitor items.

● Document: The list of people who visited or bookmarked the exhibitor documents.

● Advertisement: The list of people who viewed and clicked on the ad on the exhibitor page.

● Session bookmarks: The list of people who registered or physically attended the sponsored sessions.

● Session viewer: The list of people who watched the sponsored sessions online.

Leads Excel export Exhibitor Guide



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-graphql-api

Please Note: 
This option is restricted by the event organizer, if you received Exhibitor 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.

Leads Excel export - API Exhibitor Guide

https://help-attendees.swapcard.com/en/articles/9310833-send-your-leads-to-hubspot-salesforce-and-other-crms-with-zapier
https://developer.swapcard.com/leads-api/about-the-graphql-api
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Use the hashtags: #eventhashtag

Make free, relevant content available and refer to it when 

appropriate. 

Exhibitor Guide5. Platform overview & Networking

There will be live discussions during sessions. Participating 

in these discussions will show attendees that you are active 

and accessible during the event. 

Engage in discussions

Be active on social media

Before, during, and after the event



How to start an engaging conversation 
with a new connection

Find common ground to 

make authentic, personal 

connections (similar 

experiences, challenges, 

expertise)

Exhibitor Guide5. Platform overview & Networking

Interact with new contacts by asking about their concerns or questions related to your 

field (such as production, marketing, or engagement).

Surveying the audience helps build relationships through understanding their needs and 

sets the stage for offering solutions and demonstrating value.

Formulate a unique and 

meaningful message, 

dont copy and paste 

same message each time

1 2 Discuss the best way to 

follow up or continue the 

conversation post-event

3



Exhibitor Guide5. Platform overview & Networking

How to navigate the platform 

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

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

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

book meetings. 1

1

2 Time slots listed on attendees' profiles means the organizer has 

permitted scheduling meetings during the event. Don't wait too long to 

request meetings, as their slots may fill up quickly.

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

1

2

1
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Navigating the 
Attendees Page  

Add new contact

Full text search

Attendees filters

Book a meeting

Existing contacts

5. Platform overview & Networking
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Manage your availability

Click on your Profile Icon on the top right 

(or button right on Mobile app) and select 

My Schedule. 

Once you click on Manage my Meeting 

Availabilities, you will see a list of all the 

available meeting slots.  You simply need 

to de-select the slots that you want to 

make yourself unavailable.
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Making Connections 

Go to someone’s profile via the list of participants or a company 
profile and click on "Send connection request".

Find all your connections by clicking on your profile icon on the 
top right (or button right on the mobile app) and select My 
contacts.  

5. Platform overview & Networking

A connection request with a message is 
three times more likely to be accepted.



Exhibitor Activation & Engagement

Pro Tip!

Including emojis in your messages increases the likelihood of 
them being accepted.

Use of emojis

14,15%
Average Increase

��
����
����

Between 1 & 30 
character message

57%
Acceptance Rate

��
No Message

34,8%
Acceptance Rate

☹
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How to book a meeting  

Go to an attendee, speaker or exhibitors profile. 

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.

Finally you can add a meeting description for 

additional details or goals of the meeting with 

participants. Once done, click “Send meeting 

request”.

1

2

3

1

2

1 2

3
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Book a Meeting from Attendees page

1

3 42
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How to do a Virtual meeting

5. Platform overview & Networking

Go to “My Schedule” and select 

“Meetings Only” or head directly to 

the profile of the participant you’re 

meeting with. 

Click on the 3 dots located to the 

right of the meeting details to join 

the call. You can also join from 

your reminder notification/email.

1 2 Click the “Join” button to start the 

call. Use the icons to toggle your 

camera or audio on/off. Click the 

three dots to share your screen.

3

Note: Make sure that your browser settings 
allow access to your camera and microphone 
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How to create a Group Chat

The Group Chat feature lets users participate in discussions 

with up to 10 people. They can exchange and react to 

messages, share files, and even conduct group video calls.

By default, the person creating the Group Chat is the 

Admin. This will give them the rights to: 

● Add and remove members

● Rename the conversation

● Assign or demote other Admins

● End the conversation

5. Platform overview & Networking

To create a group chat, click on the message 

icon to the right of "search a contact."

1

2 Use your contact list to add the people you 

want to include in your group. 



6.

Mobile App 
Quick Overview
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Home PageProfile Menu

Your event banner

Access the Exhibitor 
Center



Exhibitor Guide6. Mobile app

Exhibitor Center Menu Meetings Center

Swapcard Exhibitors 
Support

Your Company



Thank you


