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Before lead scanning

() Home

Before scanning, make sure you are a team member of o
an exhibitor booth. If you are not, your leads will not land in the

team’s contact list. Your colleagues who are already W & Team members
can add you as a member from “Team members”

in the Exhibitor Center (team.swapcard.com). Cests

Company profile

. . Meeti
Note: If the add a member option is not there, contact the event organizer. oo Meetings

View profile ©

Sharing contacts with the team

My visibility [ ]

& 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
the icon in the top right corner to check if

they are sharing contacts with the team. View profile ) (@ for the event so you can all access the same
Only the person currently logged in can i leiiruii i

toggle this on/off. % ®

Sophie Ferguson
Trademark agent
BVLGA

Invite team members

Invite your team members who are registered



One seamless experience: Event App and Exhibitor Center

o The Exhibitor Center now opens in the same browser tab
as the web Event App, with the same look and top bar.

o Use the Event [ Exhibitor Center toggle at the top to
switch between the two. The browser back button works.

e Represent several companies? Use “Switch exhibitor” in
the sidebar to move between booths. Logging out signs
you out of both.

Note: nothing to set up. This applies to exhibitor team members only.
Wherever this guide says go to the Exhibitor Center, you can use the
toggle instead.

Event name

Home
Team members
Leads

Meetings

Switch exhibitor

one browser tab

Event

Leads dashboard

Exhibitor Center



No phone? Rent a lead capture device

Exhibitors can rent dedicated lead capture devices through the Marketplace in the Exhibitor Center. Order
in three steps:

o Log in to the Exhibitor Center

PRICE
€250

o Open the Marketplace and select the per device

lead capture device and quantity

ORDER BY

© confirm your order May 3lst, 2027
cut-off date for Marketplace orders
PICK-UP

Handy if team members prefer not to use their own phone, Registrqtion desk

or if their phone has trouble reading QR codes. Collect yourdevices oncelonsite



How to lead scan? CC

r b
< Event home ° Close Scan oty
5) Swapcard User Forum

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

Scan badges Got it!

User Forum Note: the organizer may have their own app you can use
instead, usually searchable by event name. If you are unsure

about which app to use, contact the event organizer.

During the event, scan QR or bar codes to save contact
information instantly.

Swapcard E?

. Live Webinars Studio Training Videos

Help Guides &

*  Useful Links e

. Interactive Map

. Attendees

Discover Product
Releases

Login and click the scan icon on the bottom of
the screen. This opens up a QR code/barcode
scanner. —>

News Feed

Help Desk

Vendors

Register for Swapcard ON



https://apps.apple.com/us/app/swapcard-smart-event-app/id879488719
https://play.google.com/store/apps/details?id=com.swapcard.apps.android&hl=en_GB&gl=US

Quick Scan for busy booths

The scanner offers two scan modes. Pick the one that fits the traffic at your booth.

Standard mode Quick Scan For peak traffic

e Scan the badge, then score the lead and add e Scan badge after badge with no interruption
notes

e Answer qualification questions if the organizer e Each scan is saved instantly, with a confirmation
enabled them notification

e Best for quality conversations and detailed e Best for queues and rush hours at the booth
follow-up

Tip: use Quick Scan during peak hours, then come back to your contact list later to score leads and add notes.



Lead capture works offline

o If your connection drops for more than about 2
seconds, the app switches to offline mode and stores
your scans on the device.

a Once you are back online, scans sync automatically
to your contacts and your team'’s leads.

e Sync not started? Go to My Profile > My Contacts and
tap the crossed-wifi icon to force it.

Before the event

Every team member must log in once while
online to enable offline scanning.

Watch out

Do not delete the app while scans are still
waiting to sync. Unsynced scans are
permanently lost.

A few Android models (for example Galaxy A23,
Xicomi Redmi Note) cannot read QR codes. Test
your device beforehand or rent a dedicated
one from the Marketplace.



What to lead scan?

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

Live Webinars Studio Training Videos

Discover Product
Releases

Help Guides &
Useful Links

a Scan the QR code or barcode on a printed badge

Swapcard User Forum

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

Company

= 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.

[m] 55 [=]

930ty3993



Options after scanning

*

Success
Contact saved

Score your connection

Adding a score helps your follow-up by knowing the
potential of each connection made.

First Name Last Name
Job Title

Company

O MESSAGE

Contact details

A pop-up will tell you
if the scan was successful. You have
the option to score and add 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.

You can also export, print, or delete the
contact and, if the Lead Qualification option
has been enabled by the organizers, you can

then add more details about this lead.


https://help-attendees.swapcard.com/en/articles/8185509-how-to-qualify-a-contact

Go beyond scanning with Lead Qualification

Custom questions your team answers right after each scan, so you know how strong a lead is before the
conversation fades.

o The organizer activates Lead Qualification for the event.
Why use it

o You build your own qualification form in the Exhibitor ® Prioritize follow-up
Center: products of interest, budget, timeline, next step... ieHICE eI el Chal i els7
® Save time after the event
no sorting through an unqualified list
e Each scan opens your form. Your team answers in

® Personalize your outreach
seconds and adds a score and notes. Yy

every lead comes with context

. ® Improve your ROI
o Answers are attached to each lead and appear in your mp M
timely, relevant follow-up converts better

leads dashboard and export.

Paid add-on: Lead Qualification is available at extra cost. Contact the organizer to check availability and pricing for your
category of participation.



Leads dashboard and how to export the leads

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 #nd leads to export

Y, Download



Leads excel export

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.

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.



Thank you for taking the
time to read this presentation.

If needed, you can use our Live Chat
and our support team will get in touch:
help-attendees.swapcard.com

swaecard

Turn Event Engagement into Revenue


http://help-attendees.swapcard.com

