HOW TO GUIDE

Questex Hospitality
Networking and Event Platform

This document outlines how you can make the most the new Networking and Event platform (provided
by Swapcard) for The International Hospitality Investment Forum (IHIF), Resort & Residential Hospitality
Forum (R&R) and The Annual Hotel Conference (The AHC).

The how to guide shows you how you can:

* Network with attendees and create both live and virtual meetings,
* View sponsors virtual stands and products and services,

 Watch the event programme.

» Utilise the 'Exhibitor Centre' (sponsors only)
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Log in to the platform
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How to |Ogin for the first time IHIF 2022 Networking and Event Platform

You will receive an email similar to this one with a button redirecting you Hello Jane,

to a login page. Your account will be automatically pre-created for you, Get ahead of the game and prepare for IHIF 2022 Networking and Event

X Platform to save yourself time and get the most out of your event.
and you will be asked to create a password.

Questex Hospitality opp makes it easy to access the event content ond connect
with the right people in cdvance.

You must use the same email address that you used when you rengtered All yvou have to do is activate your profile with the tap of the below button.
for the event. We'll keep oll of vour information and data secure.

Are you ready to join your event community?

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

To make sure you receive all emails please whitelist the email address
noreply@swapcard.com or contact cswain@questex.com

Welcome, create a password

i it e bomy by T i Bervia PRt e vl ) wrbin The vl OF oditele 0D

Dafine new pasrward o o
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Looking for an event?

Have you registered but can't find your conference or trade show?

How to login when you already +
have an account o

1. Accessyouraccountvia https://questexhospitality.app.swapcard.com/

2. Select ‘Join an event’ and enter the email address you used to register for
epre
your Questex event and the password you’ve previously created.
3. Then click enter to connect.

Note: If you have forgotten your password after entering your email, click on
'Send me a magic link'. You'll receive an email to reset your password. Ifyou

need assistance, please contact support@swapcard.com.

Welcome,

Please enter the email address you provided during event registration.

Email address

[Enter your email address ‘ o

Questex Hospitality


https://questexhospitality.app.swapcard.com/
mailto:support@swapcard.com
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Edit event
Home Attendees Programthe Speakers Sponsors Sponsors ' Products & Services My Event My progie
L] L]
t t My contacts
I I OW O e I yO u r p rO I e Settings
EDIT
A

Event Studio @ @

Exhibitor Center

Internatibnal
Hospitality Resource center
Investment Forum

Contact app suppi

There are two ways for you to access your profile :

1. Onthe upper-right corner of your screen, click on ot ik Legal
your name and 'My profile’. o i _—

Edit your company information and access
advanced features in the exhibitor center.

2. Onthe left side of your screen next to your name,
click on 'Edit'. &4 Help Desk ¢

You’ll be redirected to your profile details.

Questex



How to edit your profile

To edit the information on your profile, simply click on the 'Edit' or 'Add' parts
depending on which type of information you want to edit.

Here is the information you can edit on your profile:
* Personalinformation—name, job title,
company, photo
* Biography
* Social media accounts
* Contact details
* Company

Settings

Here you can change your personal preferences such as:

* What email notifications you want to receive (we recommend allowing all soyou
receive notifications when delegates wish to contact you)

* Your visibility to other attendees

* Forin-person attendees, we also recommend allowing mobile notifications so
you can be kept up to date with the latest information

Coralie Swain
Operations Manager
Questex

About me

Introduce yourself in a few words

Social media

ing

Contact details

EDIT

EDIT

EDIT

EDIT

Questex Hospitality



Exhibitor center
(access to sponsors only)



The Exhibitor Center is
where a sponsor can
upload and edit all items
of a virtual stand

Before the platformis launched to
delegates, you have the opportunity to add
to and edit your virtual stand.

To access the Exhibitor Center, select
‘Exhibitor center' from the drop down menu.

Coralie Swain
Operations Manager

Questex Hospitaﬁty

EDIT

Edit your company information and access
advanced features in the exhibitor center.

sq Help Desk

International
Hospitality
Investment Forum

Attendees

Sponsors ‘ Products & Services

Help Desk

Programme

Speakers

Hospitality Insights

Questex Hospitality
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Navigation

This is the menu bar that appears on the left side of your
screen. It will be useful for you to navigate between the
different sections of the Exhibitor Center.

Home is the first page that you will see when accessing the
Exhibitor Center.

A red pin indicates that you have a pending notification, so
hurry up and see what's going on!

g3

s

12

Home

Company profile
Meetings o
Contacts

Your team

Questex Hospitality
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Header image or header video
Customised background image
Social media links

Products and services

Virtual stand 3sset options Downloadable assets/documents

We recommend you fill in as much information and assets on
your virtual stand in order to gain the best exposure to the

Company logo

event community. Company description
Company website
Company advert

Video links

Virtual stand manager contact details

Questex Hospitality ‘ 10




How to add information
and team members to your
virtual stand

To edit your key information, go to your exhibitor center and click
on 'Company profile' and 'Overview'.

You will then be able to add/edit your company information
including description, business functions, services and products,

video links, social media accounts and contact details.

You can also add team members to your virtual stand. Select

‘Team’, 'See' and 'Add a member'. Team members must already be

registered for the event and active on the platform to be added.
Once added as a team member they will have access to the
exhibitor centre and be able to manage and take part in meetings
scheduled with your company.

93

Home

Company profile

Overview

i Meetings

Team's contacts

Your team

Business

B What are your primary business functions?
Functions
Video Link Add a link here to a video you'd like to share
Services & -
Products we Advisory
provide

Social media

® 00

Contact details

& https./questexcom/where-we-play/hospitality/

Documents

You haven't created any document yet

Questex

EDIT

EDIT

ADD

11



How to add a header image
or video to your virtual stand

Depending on your package, you may be able to upload an image,
a live banner, or a video onto your virtual stand.

To upload a file, select 'Company profile', 'Overview' and 'Edit’
next to your company logo.

Header image spec: 1200 x675px (16:9) maximum 1mb

Header video spec:

*  Youtube: from Share action find the Video ID (11 characters).
*  Vimeo: press Share and find Video ID inside the embed code (9 digits,

not the event ID).
*  Other: You will need the “src” link of the iframe of the video player to be

embedded.

2]

Company profile

Overview

Questex

Questex
H OS p | ta [| ty Questex Hospitality

Information EDIT

Questex




®  Home Advertising

Views number

3

Company profile ~

How to add a background

Documents

to your virtual stand e b | ey

38 Team’s contacts

Depending on your package, you may be able to upload a

¥ REMOVE AD

& Your team .
Information EDIT

custom background image onto your virtual stand.

Questex Hospitality connects you with buyers and senior-level decision makers across BOCkg round image

the supply chain - from hotel investors and owners to food and beverage inventors.

Quesrox Hosptaliny apans doors and el opparuniies fo om enire world of

To upload a file, go to your exhibitor center and click on — T

‘Company profile' and 'Overview'. You will then be able to " e i M=

add your file by selecting 'Add Background' from the right Ouocto _

side of your screen. Hospitality  auerestitelt I
o Information

Background spec: 2560x1600 px (16:10 ratio) image, !

maximum 1mb

Sarcial madia EDIT W REMOVE BACKGROUND

Questex



How to add an advert to
your virtual stand

Depending on your package, you may be able to add an
advertto your virtual stand and choose your redirection
forit.

To upload a file, go to your exhibitor center and click

on 'Company profile' and 'Overview'. You will then be able
to add your file by selecting 'Add an ad' from the right side
of your screen.

Advert spec: 1080x1920px (9:16) no larger than 1mb, PNG
or JPEG. You can also add a link to an external website.

Questex experiences put you in front of

Questex

Questex
Hospitalily  Questex Hospitality

Advertising

On web desktop, the image is displayed
in a vertical banner ad on the left side of
your company profile. On mobile, your ad
appears at the bottom of it.

ADD AN AD

Background image

W REMOVE BACKGROUND

Questex




How to add downloadable
assets to your virtual stand

You are welcome to add downloadable assets to your stand such as
brochures, whitepapers, reports etc.

To add a document please go to your exhibitor centre and select
'‘Company profile' and 'Documents’.

Provide a link (with http://) orimport a file (pdf, doc, docx, ppt, pptx,
png or jpg), then add a name and a short description

Social media

® 00

Contact details

@& https.//questex.com/where-we-play/hospitality/

Documents

You havent created any document yet

EDIT

EDIT

ADD ﬁ

Add your documents

Attach documents to your company profile
(product catalogues, press releases. etc)

ADD DOCUMENTS

Questex Hospitality
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How to add products and services
to showcase your company

As an exhibitor you can create a marketplace of products and/or
services to showcase what your company has to offer and to increase
your visibility and number of leads. To add this feature, go to your
exhibitor centre, then select 'Company profile' and 'Products &
Services' then select 'Add' from the right side of your screen.

This feature can include name, description, link and photo(s) (photos
must be square- 1:1 ratio).

Add products & services

Products & Services (o)

@ Add a new item

Name

Add a name
Description
|Add a description

Questex

CREATE

16



Live chat

Oncethe platformis live all team members will have access toan
exhibitor inbox. Messages in the inbox are generated when an
attendee visits your virtual stand and types a message into the
“Talk with...” window.

For the attendee, the message appears within the booth asa 1:1
chat. For the exhibitor team, the message generates a notification
in the platform, and appears as a message in the exhibitor inbox
(see next slide).

An exhibitor team member will not see the discussionin the “Talk
to” window; only the attendee will see it there.

Talk to Questex Hospitality

Questex
Hos P italli ty Questex Hospitality

5 BOOKMARKED

Information EDIT

Questex Hospitality connects you with buyers and senior-level decision makers across the
supply chain — from hotel investors and owners fo food and beverage inventors.

Questex Hospitality opens doors and expands opportunities for an entire world of
qualified hospitality owners, operators, suppliers and industry professionals eager to do

See more
February 4, 2021

Video Link Add a link here to a video you'd like to share m

Social media EDLY + Write a message... =

<

-_—

Questex Hospitality
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Live chat

To view your exhibitor inbox, click on the chat bubble icon along
the top menu. Once there, toggle between your personal inbox
and the exhibitor inbox by clicking on the dropdown box nested
under your name on the left-hand side.

All exhibitors will see a red notification circle over the chat bubble
icon when new messages are received. However, please note that
once any exhibitor team member reads the message, the red
circle will disappear for the entire team.

@ Coralie Swain

| Q. Search a contact

‘ '-
Juestex

Rowan Scahill Thursday

Hi Rowan,
It was great to talk fo you e...

Questex Hospitality ~ Thursday

helle

a Rowan Scahill

9 months ago

Video call ended

9 months ago

August 27, 2020

Rowan Scahill
u Received!

February 4, 2021

Hi Rowan,
It was great to talk to you earlier over video call.
1 look forward to meeting you in person at IHIF in September.

In the meantime, please take a lock at the Questex stand — we have videos that

.~ Video call ended

9 months ago

show our products and also a number of downloadable assets.

Speak soon.

+ write a message...

Questex




Download the mobile app

The Networking and Event Platform is also available as an mobile app.

To download the mobile app, please search 'Questex Hospitality' into the App
store or Google play.

The mobile app has all the same function and features as the desktop version.

For live event attendees, you can use the app to take partin live discussions,
Q&A and polling whilst you are onsite at the event.

Questex Hospitality
Business GET

Make the most Prepare your schedule Dis?over sponsors
of your event in advance you'll want to meet

< Agenca <

wen o
1 2 3

2:00 PM

It's Great to be Back! Welcome to IHIF 2021 3
°
°

Dawn of a New Era - Where Do We Go R’
From Here? °

o
Amaris Hospitality
AH "

Tech Hub Sponsor

Questex Hospitality
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My event



Make the most of ‘my event'

Throughout the platform you can bookmark your favourite items including
programme sessions, sponsors, products and services everytime you see this logo.

The great hospitality triumvirate: real pstat wlorane=sk holdemin-ci

v
£

@ May 4, 2022 920 AMto 920 AM
Q@ Potsdam Ballroom

83 General Session

—RescliinaThe

The “My Event” tab allows you to see your own schedule including your
bookmarked sessions, favourite items and sponsors, as well as your confirmed
connections and meetings.

You can manage the times you are available for meetings via the
"My meetings" section.

You can also set the time zone to your time zone or to the event time zone
(Europe/Berlin). We recommend that you change to the event time zone ahead of
attending the live event to ensure you don’t miss any programme sessions or
meetings.

You can export your sessions and meetings to your calendar by clicking on 'Export
to my calendar’.

You can export your sessions, meetings and bookmarks as a document by clicking
on 'Download PDF'.

— | EXPORT TO MY CALENDAR

Economic Overview: The macro trends affecting hospitality investment R
@ May 4. 2022 .40 AM to 940 AM
Q@ Potsdam Ballroom

83 General Session

Resetting The Landscape

All about the Data: market overview and performance outlook 1)
@ May 4, 2022 10:05 AM to 10:05 AM

83 General Session

Resetting The Landscape

meetings to your calendar application.

Export your sessions, meetings and
bookmarks in a single printable PDF file.

Questex Hospitality
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How to view sponsors

You cansee a list of companies who are
sponsoring the event by clicking on the Sponsors
button on the homepage.

The list of sponsors will then be displayed as seen
below.

Click on a sponsor logo to be directed to the
company's virtual stand

Patrons

"

COR
Accor

Accor Lounge
)

@ cHrisTIE&CO

Christie & Co
Stand 59 R

] ENTERPRISE GREECE
INVEST & TRADE

Enterprise Greece
Stand 8o 13

h 2.3 ISRAEL
e MINISTRY
« I\ OF TOURISM

Israel Ministry of Tourism
Stand 79 %

International
Hospitality
Investment Forum

e

=
APPLE LEISURE GROUP

Apple Leisure Group

5

Stand 72
)

ClubMed ¥

Club Med
Stand 63 R

Hilton
Hilton Lounge [

IT 1A
HOSPITALITY

Italia Hospitality
Stand go B

Programme

BWH ' Hotel Group

BWH Hotel Group
Stand 23

3
ll
CORINTHIA
HOTELS
Corinthia Hotels
Corinthia Lounge |

IHG fESsise

IHG Hotels & Resorts
Stand 49 fo

@)L | .

JLL
JLL Lounge 3

(" CHOICE

HOTELS™

Choice Hotels
International
Stand 58 fo

DEUTSCHE
HOSPITALITY
Deutsche Hospitality

Stand 54 |

»
v
INTERCONTINENTAL.

InterContinental Berlin
o

Louvre Hotels
GRour

Louvre Hotels Group
Stand 2 n

Questex Hospitality
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Virtual sponsor stands

Onceyou have clicked on your chosen sponsor company you will
be directed to their virtual stand where you can view:

*  Company information

* Stand location

* Links to their products and services

* Downableassets

*  Team members of the company who will be attending the
event

How to request a meeting with a sponsor
There are two ways to meet with a sponsoring company...

1. Via the sponsor virtual stand

— YA — ' . \_- ~
xR 8()] Club Med
SCLub Med '/ e
> - Q Stand 63

P BOOKMARK

y Book a meeting

Select a time slot to set up a meeting with Club Med

Wednesday, September 1, 2021

9:00 AM 9:30 AM 10:00 AM 10:30 AM 11:00 AM 11:00 AM

* Select a time and meeting location
* Thevirtual stand manager will assign you to the
appropriate team member

2. Select a team member from the list, open up their profile and
follow the steps on page 21

Odile Claudel
Development Manage! %

Club Med

Questex Hospitality
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Live chat

Some sponsors may have live chat available, before, during and
after the event. Here you can havelive 1:1 chats with the sponsor
to ask your questions and request further information.

Questex
Hos P itali ty Questex Hospitality

5 BOOKMARKED

Information EDIT

Questex Hospitality connects you with buyers and senior-level decision makers across the
supply chain - from hotel investors and owners to food and beverage inventors.

Questex Hospitality opens doors and expands opportunities for an entire world of
qualified hospitality owners, operators, suppliers and industry professionals eager to do

See more
Video Link Add a link here to a video you'd like to share
Social media EDIT

Talk to Questex Hospitality

February 4, 2021

+ writea message... v

Questex Hospitality
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Sponsors’ products
and services

Upon selecting ‘ Products and Services’ from the homepage, you
will be taken directly to a full list of products and services that are
being offered by the event's sponsors.

You can search for what's on offer, select items of interest to
discover more, and even bookmark an item to refer back to at a

later date. Any bookmarked items will be save to 'My Event'

It’s a great way to see what is on offer at the event.

International
Hospitality
Investment Forum

Sponsors

l Sponsors ' Products & Services

Products &
Services

Click 4 to fill in your wish
list

Bookrr

L CNN Tonight with Don First Move with Julia Fareed Zakaria GPS Amanpour
Lemon Chatterley CNN International CNN Intemnational
CNN International L3 CNN International L3 € é

Hospitality Insights
Help Desk .

Questex Hospitality
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The programme



How to see the event programme

The ‘Programme’ tab will display all sessions of the event. You can

| retitptriumrviratemrent ——

@ May 4, 2022 920 AM to 920 AM
@ Potsdam Ballroom

B3 General Session

Resetting The Landscape

easily bookmark your favourite sessions by clicking on this logo.

Note: You can define your search by using filters located on the
left side of the screen.

The “My Event” tab allows you to see your own schedule
including your bookmarked sessions and sponsors, as well as your
confirmed meetings.

You can export your sessions and meetings to your calendar by

Economic Overview: The macro trends affecting hospitality investment
@ May 4, 2022 940 AM to 9:40 AM
@ Potsdam Ballroom

B8 General Session

Resetting The Landscape

All about the Data: market overview and performance outlook
@ May 4, 2022 10105 AM to 10:05 AM

23 General Session

Resetting The Landscape

v
@

I'TIZL I'-:jJ LR }I"«_-'Lﬂll O AT CLI\erJLIh_-'EILIUI I.

clicking on 'Export to my calendar'

You can export your sessions, meetings and bookmarks as a
document by clicking on 'Download PDF".

v

EXPORT TO MY CALENDAR

Export your sessions, meetings and

bookmarks in a single printable PDF file.

Questex Hospitality
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Networking



How to network

The 'Attendees’ list will allow you to identify people of interest. At the top of
the page, you will see Al recommended people to network with, based on
your profile and information you submitted during registration.

You can use the ‘refine the list’ feature which allows you to search and sort
the attendees from a variety of options.

A green spot next a profile picture means that personis online now.

You will see time slots appearing on people's profiles, allowing you to
scheduling meetings all year round as well as during the event.

You can use the platform to network and schedule video meetings all year
round, as well as schedule physical meetings during the event dates.

You can manage the times you are available for meetings via the "My Event"
section of the application.

International
Hospitality
Investment Forum

" Isconnected

Donna Preston
Video & Content Editor
Event staff
Questex Hospitality Group

Speakers

Meet Donna

Select a time slot to set up a meeting with Donna.
Tuesday, March 1, 2022

9.00 AM 9:30 AM 10:00 AM 10:30 AM 11:00 AM

See more slots

11:30 AM

Contact details

Questex Hospitality
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How to make a
connection request

To send a connection requestto a person, go to their profile (via
the list of attendees or a company profile) and select 'Connect'.

Tip: We encourage you to write a message before sending your
connection request to introduce yourself and explain the reason
for your request.

You will be able to find all the people you have connected
with, within the “My Networking” section on the 'My Event' tab.

Dave Price

Business Development Director
Questex Hospitality

Meet Dave

Select a time slot to set up a meeting with Dave.
Tuesday, March 1, 2022

9:00 AM 9:30 AM 10:00 AM 10:30 AM 1:00 AM 11:30 AM

See more slots

About me

Bringing the Hospitality sector together through unrivalled events and media.

Connect with Dave

SEND CONNECTION REQUEST

Questex Hospitality
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How to request a meeting

Step 1: Go to a person's profile via the attendee list or sponsor’s
profile.

Step 2: Click on one of the suggested meeting slots. If you want to
see other slots, click on 'see more slots'.

Step 3: After selecting a slot and either 'video call' or a live
location (available for event dates only), write a message to the
person you want to meet. Once done, click on 'send meeting
request’.

Note: If you plan to do a virtual meeting, select 'video call' when
choosing the location.

v

Donna Preston

Video & Content Editor
Event staff

Questex Hospitality Group

Meet Donna

Select a time slot to set up a meeting with Donna.
Tuesday, March 1, 2022

9:00 AM 9:30 AM 1000 AM 10:30 AM 11:00 AM 11.30 AM

See more slots

< Add a message X

2 Donna Preston
ig Thursday, May 5, 2022 12:00 PM to 12:30 PM (Europe/Berlin) Edit
Q@ Marlene Bar - Marlene Bar Edit

Message (optional)

o/1000 Characters maximum

SEND MEETING REQUEST

v

Questex Hospitality
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How to do a virtual meeting

(video call)

To do a virtual meeting, you must select 'video call' when
requesting a meeting (see previous slide).

A few minutes before the meeting, go to 'My Event'and 'My
Meetings' select the relevant meeting, click on the ellipsis (three
dots) and select 'Starta video call’.

This will launch the video call (only available if the meeting
is confirmed).

i

Y

L

My schedule

My meetings

My networking

My bookmarked companies

Dates are displayed in the event
time zone (Europe/Berlin)
Switch to my time zone

Home Attendees Speakers Sponsors Agenda My Event

See my team's meetings >

Display empty slots .

Wednesday, September 1, 2021

1230 PM  Meeting with Questex Hospitality [EONEIRMED)
100 PM
B8 Exhibtion - Nook 2

@1 Questex Hospitalit
o ' i f& Send message

Coralie Swain -
Operations Manager m« Start avideo call
Questex

¥ Cancel meeting

Questex Hospitality
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Manage your meetings

Inthe My Event section you can:

* See your meetings

* Accept or decline meeting requests
* Manage which days and times you are available
* Accept or decline meeting requests

* Export the full list of meetings

Please note: you can only accept or decline, not rearrange meetings. You
must decline then send them a new invite or a message if you wish
to arrange a new time.

Time zones when using the platform!
Please be aware:

* Forin-person attendees over the event dates, users may wish to
change their time zoneto the current country time zone of the event
in order not to miss any onsite meetings and reminders.

* Forpreevent, virtual meetings, users will see them in their own time
zone.

* Forvirtual meetings over the event dates, users will see them in their
own time zone.

B Myschedule

i My meetings

I My networking

& My bookmarked companies

€ My wish list

Dates are displayed in the event
W time zone (Europe/Berlin)
Switch to my time zone

Thursday, March 17, 2022

100 PM

130 PM

Meeting with Help Desk
M video Call - video Call

o

-

& Help Desk

Rowan Scahill

Event Operalions Director
Cuestex Hospitality

Questex Hospitality
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@ Coralie Swain ~ u Rowan Scahill &

" 9meonths ago
| Q. Search a contact |

Instant messaging @ =

Hi Rowan, -
It was great to talk fo you e... 9 months ago

Oncea connection request has been accepted you have the
opportunity to exchange messages with any of your connections. o Video call ended

9 months ago

Questex Hospitality ~ Thursday

You can also ‘score’ and make notes on each connection to refer Rtz oz

Rowan Scahill

back to at a later date. @G Focies
February 4, 2021
For any new incoming messages you receive, these are indicated
by a red notification circle over the chat bubble icon in the top
R In the meantime, please take a lock at the Questex stand — we have videos that
rlght corner Of the platform. show our products and also a number of downloadable assets.

Speak soon.

Hi Rowan,
It was great to talk to you earlier over video call.
1 look forward to meeting you in person at IHIF in September.

+ write a message...

Questex



Support

For any questions, queries or support please contact
cswain@questex.com

You can also contact the Swapcard support team on
support@swapcard.com

AN EXPERIENCE FROM

Questex



