
SWAPCARD

USERGUIDE

FOR PARTNERS



Login on Swapcard



When you received your e-mail registration

confirmation, you have kindly been asked to whitelist

the following e-mail noreply@swapcard.com.

Once this has been done, you will then receive an e-

mail with a button redirecting to the event login page.

If you did not receive any email, please check your

spam box.

1. LOGIN / E-mail

mailto:noreply@swapcard.com


1. LOGIN / E-mail

If you did not receive any email, please click on the following link:

https://media-workshop2021.app.swapcard.com/event/media-workshop-international-communication-on-

climate-change

Once you have landed on the event page, click on .

https://media-workshop2021.app.swapcard.com/event/media-workshop-international-communication-on-climate-change


Your account is automatically pre-created when you registered on the

website. You will be asked to enter the email address provided during the

event registration. Once you enter your email address, there are 2

options.

1. LOGIN / E-mail
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1. LOGIN / E-mail - Option 1: You login into Swapcard for the first time, then 

you will receive an email
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If you do not have an account on Swapcard

corresponding to the email address provided, a pop-

up will then suggest that you create a password to

secure your account.

Please read carefully the Swapcard Terms and

Conditions, as well as their Privacy Policy before

creating your account.

If you encounter any issues to register, please do not

hesitate to contact the Swapcard support:

https://www.swapcard.com/support/?entity=attendee

1. LOGIN / E-mail - Option 1: You login into Swapcard for the first time

https://www.swapcard.com/support/?entity=attendee


1. LOGIN / E-mail – Option 2: You already have a Swapcard account, please 

insert your password



Welcome to the MEDIA WORKSHOP

International Communication on Climate Change



Edit your profile
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You have the possibility to switch from English to French by clicking on « Changer la langue ».

Your profile is automatically related to the Partner page concerned.

2. Edit your profile
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To edit the information on your profile, simply

click on the Edit.

Here are the information you can edit on your

profile :

 Personal information,

 Skills,

 Biography,

 Social Media,

 Contact details,

 Company.

It is not mandatory to complete every field of

your profile, but we strongly recommend to

put as much information as possible to help

with the matchmaking.

2. Edit your profile



Programme
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You can find the full programme of the event in the Programme section. You can also choose the language.

You can click on to add one/several session(s) directly in My Agenda (personal agenda).

3. Programme
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When selecting a session, you can click on on the bottom right of the page to open a

chat box to interact with other participants or ask questions about the session.

3. Programme



My Agenda
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You will find your personal agenda under My Agenda – My schedule.
You also have the possibility to export it to your calendar or download it as a pdf.

4. My Agenda 



Live
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The LIVE tabs will be available only during the days of the event.

It will allow you to follow the sessions in real time. 
You will have the possibility to watch the sessions in English or in French.

5. Live



Partner Area
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6. Partner Area / Navigation

As a partner, you are able to upload an

image, a live banner, or a video onto your

company homepage.

To upload a file, go to your exhibitor center

and click on « Company Profile ». In the first

part, click on « Edit ».

You will then be able to add your file or a

YouTube video ID as a banner.

How to add a video in my company profile ?
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6. Partner Area / Navigation

How to add a background in my company profile ?

As a partner, you can upload a background image onto your company homepage.

To upload a file, go to your exhibitor center and click on « Company Profile ». You will then be able to

add your file.
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6. Partner Area / Navigation

How to add an ad in my company profile ?

As a partner, you can also add an ad to your company homepage and choose your redirection for it. To

upload a file, go to your exhibitor center and click on « Company Profile ». You will then be able to add

your file.



Partners
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You will find the event partners under Partners.

By clicking on a partner, you will land on their page where you will find information, documentation and

contact details.

7. Partners
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Attendees and other partners will have the possibility to book a meeting with you, according to your

availability.

7. Partners



Attendees & Networking
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You will find the participant list under Attendees.

A matchmaking algorithm identifies the best matches and suggests who to meet.

The more complete your profile is, the more efficient the matchmaking will be.

8. Attendees and Networking
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If you want to chat with an attendee, send

her/him a connection request. They will have

to accept it in order for you to be able to

send them a message on the chat.

You can also set up private video call

meetings with an attendee, depending on

her/his availability.

You can manage your availability for

appointments under the tab My Agenda, by

clicking on My meetings.

You can make yourself unavailable for a

certain slot, or for the whole day.

If another participant wants to setup a

meeting with you, you will receive a request,

that you can accept or not.

8. Attendees and Networking



Coffee Lounge
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You can have an open

discussion with all participants by

clicking on the tab Coffee Lounge

during the breaks or during the

event.

9. Coffee Lounge



VIDEO TUTORIAL
-

https://youtu.be/RUocs0wOX88


