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PARTICIPANT GUIDE



PARTICIPANT TUTORIAL

Upon completion of this guide, do not hesitate to watch our
participant video tutorial.



https://www.youtube.com/watch?v=rg4cV3Iz-70
https://www.youtube.com/watch?v=rg4cV3Iz-70
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1. Login / Email

CINARS Web 2021 <noreply@swapcard.com>

amoi

CONFERENCE
INTERNATIONALE VIRTUELLE
DES ARTS DE LA’ SCENE

VIRTUAL INTERNATIONAL
CONFERENCE FOR
THE PERFORMING ARTS

The CINARS Web platform is now open!

Hello Aurélie,

You can now connect to the CINARS Web platform to complete your
profile.

CINARS Web's intelligent algorithm will be able to better accompany you
throughout the event if your profile is completed before May 25th.

To do so, create your CINARS Web account today.

Attention ! The link is only
valid for a 48h duration.

You'll receive an email on

— Tuesday May 18 with a button

redirecting you to the login page
of CINARS Web. Your account is
automatically pre-created by the
team of CINARS.

A window will then suggest that you
create a password for your

account.

If you didn't receive anything,

check your spam box.




1. Login /
Platform — with an account

CC

Welcome,
Please enter the email address you provided during event registration.

Email address

Enter your email address

Once your account is created, access it again at app.swapcard.com.
Enter the email you used to register for the event and the previously chosen password.

If your address is not recognized, send an email to arts@cinars.org.



mailto:arts@cinars.org

CINARS Web 2021 o
L 1] L A ‘ Aurélie v
Edit event =

m Exhibition Hall Exhibitor's projects Schedule My agenda Conferences and round tables Official Programming
Watch now: LIVE

25 = 28 MAgrlvsl

Aurélie Thibault
Communication agent
CINARS

/ """ | \ “'.‘
Edit your company information and access
advanced features in the exhibitor center.
Participants Speakers
- .. CINARS .
= 7 Organiser :

Exhibition Hall Exhibitor's projects

Congratulations! You now have access to
CINARS Web's platform.






2. Website and Mobile App/
Navigation

CINARS Web 2021 s
I ® Aurélie

m Exhibition Hall Exhibitor's projects Schedule My agenda Conferences and round tables Official Programming
Watch now: LIVE

25 = 28 MaRiepil

Aurélie Thibault
Communication agent
CINARS

Edit your company information and access
advanced features in the exhibitor center.
Participants Speakers
- CINARS .
gy 3 K4
Organiser
Exhibition Hall Exhibitor's projects

25 = 28 MNPyl

—
projects
Conferences Official
and round tabl... Programming
PRV N
Networking l\\\ e \‘\
activities e )

e I

This is the home page of CINARS Web. The main @ Home @& Messages A Notifications 2= My profil

navigation is the same on Web and Mobile.
Itis divided into 4 parts :



2. Website and Mobile App/
Navigation

CINARS Web 2021 S
fa J | '. Aurélie

EoR eent

To access the different sections of the
 Home | platform, use the buttons on the home
screen. From the Web, navigation is made
s easier by the presence of a navigation sub-
bar. This allows access to the 11 sections of
the event:

. - 2, <3 Y/
Aurélie Thibault « Home
7NN . Participants
B ERRS . Speakers
Eait your company Information and access I
advanced featurss In the sxnhibitor canter i ° EXthItIon Ha”
Participants Speakers
o : - Exhibitor’s projects

« Schedule
Exhibition Hall Exhibitor's projects
* My agenda
« Conferences and round tables
e Reomme - Official Programming
* Networking activities
Conturences and round tables Official Programming ° Watch NOW: LIVE




2. Website and Mobile App/
Profile

Edit event

m Exhibition Hall Exhibitor’s projects Schedule My agenda Conferences and round tables Official Programming
Waich now: LIVE

25 = 28 MAplepst

Aurélie Thibault

Communication agent
CINARS

Participants Speakers

Exhibition Hall Exhibitor's projects

@ CINARS Web 2021 % » '. Aurélie v

You can update the information displayed in
your profile.

11



2. Website and Mobile App/

Profile

- CINARS Web 2021

Edit event

My profile My contacts m

Aurélie Thibault
Communication agent
CINARS

Présentez-vous en quelkyues mots.

Other

Canada

Discipline

Social media

My main information

1MB.

a4 w

irst name

Aurélie

Last name

Thibault

Job title

Communication agent

Company

CINARS

Import a nice picture in 240x240px minimum and no larger than

X

ABOUT ME )

You can change your name, job
title, and company name.

In the "About me" section, you
can add a short biography of
your professionnal background.

You can also add your social
media links and full contacts
details in the sections below.

12



2. Website and Mobile app/
Participants

€] i % ' ‘. Aurélie

m Participants Exhibition Hall Exhibitor’s projects Schedule Conferences and round tables Official Programming
Networking activities Watch now: LIVE

# Al Matches

Yuki Kuyama Dominique Decorn
Cultural Attache Adminis sistant it hee = .-'-.tgs:"é cultures ]

Delégation genérale du.

Déligation genérale du

Taylor Gaines Gilles Dore
Cultural Attachee re stion & nent Director Directeur Développemet @
CINARS

Cultu hee

. Taylor Gaines Catherine Jacques
Filters C_yld's Attachée Director, representation & Development D g:lc-'
Cusbec Govemment Off =z

CONTINENT
COUNTRY
DISCIPLINE

RGET AUDIENCE \ Aurélie Thibault Genevieve Therrie Valérien Perreve
Communication agent General Manager and. Communications Director

CINARS Projet MU CINARS

8 - VENUE CAPACITY

Filters

Feel free to use this feature to refine your search
and find the desired participants faster.

Thanks to its intelligent algorithm, the
CINARS Web platform offers you first
profiles of participants sharing the
same interests as you.

Thanks to this intelligent pairing, the

development of your network is quick
and easy!

The more data you enter into the platform, the

more efficient the matchmaking will be.

13



2. Website and Mobile app/

Speakers

Find the list of all CINARS Web speakers.

You can access a speaker's profile to
learn more about them.

CINARS Web 2021 5o
oc e o} fa A ‘ Aurélie v

Edit event =

m Exhibition Hall Exhibitor’s projects Schedule My agenda Conferences and round tables Official Programming

25 = 28 MAGPIpS|

Aurélie Thibault
Communication agent
CINARS

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

Participants Speakers
CINARS
Organiser

Exhibition Hall Exhibitor's projects

14



2. Website and Mobile app/

Exhibition Hall

This section lists all the exhibitors

present during CINARS Web.

Use the filters and the search tool to
easily find artistic companies based on ™

your interests.

>

. CINARS Web 2021

Edit event

»

m Exhibition Hall ’ hibitor's projects Schedule My agenda Conferences and round tables Official Programming

Networking activities Watch now: LIVE

CoaRs

CINARS

Refine the list (min. 2 characters)

Search

Filters

TYPE

DISCIPLINE

FORMAT
TARGET AUDIENCE

CONTINENT
15Feetb
COUNTRY

My bookmarks

CINARS

Organiser

Agombola Serveis
Culturals

L]

Help Desk / Centre
d'aide

Agence d'artistes
Danielle Lefebvre

Alcoléa & cie

%

LY

Agence Mickael
Spinnhirny

ALICIA SOTO-
HOJARASCA

Agence Station Bleue
[

Anémone 47




2. Website and Mobile app/
Exhibitor’s projects

CINARS Web 2021 % »© .. Aurélie v

Edit event

You will find here all the artistic Crome | (scnecuie

Multidisciplinary
arts

projects presented by all the
exhibitors during CINARS Web.

This is where you will find all the
shows that exhibitors have added to Refine the st (min. 2 characters)
thelr booths. Q  search

Filters

Learn more about the shows that
IntereSt you by CO”SUltlng thelr CINARS Web 2021 CINARS Web 2021
description sheets. FORMAT CINARS & | cnars

TARGET AUDIENCES

CONTINENT

Click on the different disciplines buttons to filter the

exhibitors' projects and find easily the ones that
interest you more. 16




2. Website and Mobile app/
Schedule

- CINARS Web 2021

Edit event

m Participants Exhibition Hall Exhibitor's projects Scheduie My agenda Conferences and round tables Official Programming

Find in this section, the complete

Use the filters to find more quickly
the activities that may interest you.

Refine the list (min. 2 characters)

L Search

Filters

. CINARS Web 2021

Edit event

Tuesday

schedule of CINARS Web. 55

Networking activities Watch now: LIVE

Wednesday Thursday

26 a

Pitch session

Showcases Presentation #2
The pitchs sessions allows companies and/or artists selected by a jury to share their work on a
project already created, with the artists, agents and presenters attending CINARS Web. ltis an...

@ 9:30 AM to 10:30 AM
fa I |

Aurélie
(8

Participants

Click on the "REGISTER" button to reserve

your place at the activities you wish to attend.

| Y N SESR () —

Speakers

Exhibition Hall Exhibitor's projects Schedule My agenda Conferences and round tables Official Programming

Networking activities Watch now: LIVE

Towards a new circulation of the
living arts in Europe?

@ Wednesday, May 28, 2021 12:00 PM to 1:00 PM

88 Conferences and round tables




2. Website and Mobile app/
My agenda

Your agenda is divided into 4 sections:

e £ Q@ auee v

- My schedule which includes all the  Home J-onferences and round tables |

activities you have registered for.
- My meetings which includes all your My SRR Disitay mpty dotg Export

H H 54 i Add your upcoming sessions and )

meetl ng S SC h ed u |€d d uri ng CI NA RS Web. My meetings Tuesday, May 25, 2021 Make unavaiiable all day meetings to your calendar application

This is also where you can update your i matolii N EXPORT TO MY CALENDAR

availability as a participant for B2B T20PM yore ovasave , ,

. . My bookmarked companies Export your sessions, meetings and
netwo rk| ng sessions. ) ) bookmarks in a single printable PDF file
R i oA :"f"@"ﬁ 1:"' ameeting DOWNLOAD PDF
- My networking which includes all the PR— _ .
. ; 40 PM  Available for a meeting
contacts made during CINARS Web. ke unavaiabi
Dates are displayed in y« i .
H . W zone (America/Toronto) VI Meeting with CINARS

- My bookmarked compagnies which Swkch o sventtine zone & Video Calls

gathers all the organizations you have Woowss

bookmarked on the platform. ‘ Covioir

® ChA

- My wishlist which includes all the shows
you favorited.
. . . You can export your appointments and your personalized
- My saved videos which includes all the " 2l yRLlr
videos you liked or want to watch later.

schedule directly in your calendar by clicking on "EXPORT
TO MY CALENDAR" 18




2. Website and Mobile app/

My agenda

Please note that by default the platform ___
displays the schedule of activities according
to your time zone.

You can validate the time zone applied to
your account in the Time zone section.

CINARS Web 2021 -
. fa p ’. Aurélie v

Edit event

m Exhibition Hall Exhibitor’s projects m My agenda @ Conferences and round tables Official Programming

My schedule > Display empty slots Export

Add your upcoming sessions and

Tuesday, May 25, 2021 Make unavailable all day meetings to your calendar application
EXPORT TO MY CALENDAR

My meetings

My networking 1:00 PM  Unavailable for a meeting
1:20 PM

s lal Make available - .

Export your sessions, meetings and

bookmarks in a single printable PDF file

Available for a meeting DOWNLOAD PDF
Make unavailable

My bookmarked companies
My wish list

Myisaied videos Available for a meeting

Make unavailable

Dates are displayed in » . .
Wy zone (America/Toronto VI Meeting with CINARS
Switch to event time zone £ Video Calls

& CINARS

Elodie Lé
Coordinator
) CINARS

You can export your appointments and your personalized
schedule directly in your calendar by clicking on "EXPORT

TO MY CALENDAR" 19




2. Website and Mobile app/
Conferences and round tables

CINARS Web 2021 i
. Edit event fa P '. Aurélie v

ome | [scneaue |
In this section, you will find the detailed
schedule of ;I)Il the conferences and

round tables presented during CINARS Tuesday Wednesday Thursday
WEb. 25 27

Refine the list (min. 2 characters) Conferences and round tables

Q search
G
>
Dates are displayed in your time zone ;
8 (America/Toronto)
Switch to eventtime zone } \
b

Towards a new circulation of the
living arts in Europe?
Your schedule @ 12:00 PM to 1:00 PM

=@
B

Yohann Floch - EDN-European..

Welcome'spaach = Stéphane Segreto-Aguilar ..

Tue, May 25, 2021 11:00 AM

20



2. Website and Mobile app/
Official Programming

CINARS Web 2021 5
. fa 2 ’. Aurélie

EdR et

Like the "Conferences and round tables"
section, this section provides you with a
detailed schedule of pitch sessions of
work in progress or shows ready to
tour, that were initially selected in the
official program of the 19th edition of the N
CINARS Biennale and that will take Fe—iea & wnr | EEREER 2021
place during CINARS Web. N )

m Participants Exhibition Hall Exhibitor’s projects Schedule Conferences and round tables Official Programming
Networking activities Watch now: LIVE

Aurélie Thibault

Communication agent
CINARS

East your compeny Information and sccass
advanced features in the exhibitor canter.

CINARS

Lrganiser

Conferences and round tables Official Programming .




2. Website and Mobile app/
Networking activities

. &igsweb 2z f. ‘ ’. Aurélie
In this section, you will find a detailed
schedule of the different networking
activities during CINARS Web, such as Mot
the opening brunch, the closing cockail — et | 2500
and the speed networking sessions. o = NN S

Aurélie Thibault
Communication agent
CINARS

Edit your company Information and accsss
sdvancad featurss In the sxhibitor cantsr
Participants Speakers

CINARS

Organiser

Exhibition Hall Exhibitor's projects
Schedule My agenda

Conferences and round tables Official Programming

‘ Networking activities




2. Website and Mobile app/

Networking activities

9 Access

First click on “Register”, and
then to join the event, click on
“Join the...”.

After, click on “Sign in to join
the event” and on “Login with
swapcard.com”.

A Log in with swapcard.com

CINARS Web 2021 Za
. fa 4 ’. Aurélie v

Edit event

Networking activities Watch now: LIVE

Opening Brunch

@ Tuesday, May 25, 2021 12:00 PM to 1:00 PW

BRU NC H 88 Coffee/ Cocktail
D’OUVERTURE

OPENING
BRUNCH

Information Attendees

Elodie Lé
Coordinator

® CINARS
Valerien Perreve
Directeur des communications
CINARS

B2 cinars web

This opening brunch is not to be missed to start this
CINARS Web 2021.

Via the platform, you will be able to move from one
virtual table to another with no time limit in order to
exchange, to renew virtually with recurring
participants and to discover the new faces.

Q Join the Opening Brunch

Use the email address and password you used to log

in to CINARS Web platform.

23



2. Website and Mobile app/
Networking activities

aJom the event

Allow the camera and microphone of
your computer;

« If it does not work, click on the padlock in
the left upper corner of your web browser,

« Autorise the access to your camera and
microphone to activate them;

« Then, click on “Join event”. You will be
redirected on a virtual floor.

Ask help in the “Need Help” chat box
service.

Camera

Micro

¢

phone

https://live.remo.co/mic-cam-check?event=brunch-openir

narke ‘ Autoriser live.remo.co 3 utiliser votre caméra et votre Gu

microphone ?

Caméra:
HP HD Camera

Microphone:

Microphone interne (Conexant ISST Audio)

Se souvenir de cette décision

© Test Audio

Camera an

d Microphone not working?

Speaker selection not working?

Bloquer
Please allow Rel

& System Check Passed!

See more

Are ioi iiE i iii event?

24



2. Website and Mobile app/
Networking activities

9 Nawguate
Slide your cursor to change the

overview of the floor;

« Zoom in and out with CTRL+ and
CTRL- (PC) or Apple+ and Apple-
(MAC);

* Double-click on a table to move

around; / /!!.3 HE"B \L'

« Each table works as a private video IS “_ Eﬁg{g&gﬁ;ﬁfﬂﬁ;
conversation amongst people sitted 7 T
at the same table. Click on “Tile
view” to modify the overview of the
conversation.

« To change floor, click on an available
number on the left menu, then on
“Yes, go to another floor.”

LT W o TR W !-

& Elodie Lé

Hn

i 8. 4 4

25



2. Website and Mobile app/
Networking activities

0 Interact

* In the bottom of the screen, there are 7
buttons to allow you to interact with
others, such as « tile view », « camera »,
« microphone », « chat », « share
screen », « whiteboard » and « quit

event ».

Note that the buttons for networking

activities are displayed only in English.

0 e Y

Tile View

] L] S

Chat Share Whiteboard

Quit Event

26



2. Website and Mobile app/
Networking activities

a Interact (follow-up)

« When you click a participant’s profile
picture, a window with basic information
appears, such as their name, surname,
organization, the flag of their location
and their timezone.

’ Elodie Lé

CINARS

+] 11:16am EDT

Click on « Message » to
chat with the participant.



2.

Messages

Website and Mobile app/

Networking activities

e Chat

(G General Chat

You can send instant messages to other < ue 1ePieChat Jablet
participants, either by public or private
chat;

The private chat is meant for only one ‘ Elodie L&
other person selected in the drop-down

menu: @ Valérien Perreve
The public chat is meant for either the g purélie Thibault

members of your current table or either
with every participant of the actitivity.
Select “general chat” to talk to all
participants of the activity or “table chat”
followed by the number of your table to You can insert URL, upload documents

talk to the members of your current table. or images by clicking on the paper clip
icon on every chat.

28



2. Website and Mobile app/
Networking activities

——

Remaining time this round: 00:29

GSpeed networking 27 (B resconage Bores specd Neworking o
« During the speed networking, a ¥ Al -
you will be randomly SPe EDN GPR BN EDS S @
connected to another person to -0 _ O R ARA B
discuss with them during a : - OO0 B _BE@
limited time period of 7 minutes; X 1@ @@;@ B -8

« A banner that indicates the
remaining time is located on
the top of the screen.

« A message indicating the

. . . g‘ - ‘ Shclare Whiteboard Quit E\Tem
remaini ng 30 Seconds Wi ” \ Table and seat shuffling are about to begin
appear on your screen.

-—
aa-g @000
=
k20 Tk 21 T2 Tabia 2
- [ l
A R BL N KU N LN
abia 25 Tabla2s Tabie 27 Tabla2s

Please wrap up your conversations before you move
to a new table and make new connections

16

29



2. Website and Mobile app/

Watch Now: LIVE

Thanks to this button, view in a single click
the activity that is currently taking place live
without having to go through the detailed
schedule or your agenda.

CINARS Web 2021

e [ P ’. Aurélie

Aurélie Thibault
Communication agent
CINARS

30



2. Website and Mobile app/

How to request a meeting

. CINARS Web 2021
Edit event

a Select a slot

By clicking on a participant
profile, you can view the
appointment slots for which he
or she is available. Select the
timing that interests you. Click
on "See more slots" if needed.

m Participants Exhibition Hall Exhibitor's projects m My agenda Conferences and round tables Official Programming

Networking activities Watch now: LIVE

38 Is connected

Talk to Elodie

April 9, 2021

Elodie Lé
. Test

April 26, 2021

Elodie Lé
Coordinator
CINARS

Elodie Lé

' Hi Aurélie

Select a time slot to set up a meeting with Elodie + Wiite a message

Tuesday, May 25, 2021

3:00 PM 3:20 PM 3:40 PM 4:00 PM 4:20 PM 4:40 PM

Adding a scoring helps your follow-up by
knowing the potential of each connection

See more slots

31



2. Website and Mobile app/
How to request a meeting

CINARS Web 2021 sz
. Edit event r. A '. Aurélie N

e Opt for a video call
ome | [scneae |
Select the "Video Call" option

i Tuesday. 25th May - 3:40 PM to 4:00 PM

Select a place to meet at the event

Video Calls

32



2. Website and Mobile app/
How to request a meeting

) CINARS Web 2021 % Vo '. Aurélie v

Edit event

e Send a message
It is important to send a [ Home | [ scnedute |
personalized message to the
participant you wish to contact
in order to increase your
chances that the request will
be accepted. MRS

&5 Tuesday, 25th May - 4:20 PM to 4:40 PM

© Video Calls

Introduce yourself and the purpose of the meeting

Then click on the button
"SEND MEETING REQUEST".

33



2. Website and Mobile app/
How to request a meeting

) CINARS Web 2021 [y » ’. Aurélie v

Edit event

a Manage your meetings [

In "My Agenda", you can view

yo ur a p po | n t men ts, cance I e My schedule > Display empty slots Export

them and manage your sy [ o e St
ava | I d b | I | t y | n t h S "My i e Tl_J"eSday’ Wi 23,2021 ' S EXPORT TO MY CALENDAR
Meetings" sub-section. e 130 Fw  unavaiasie forameeting

llake available . .
Export your sessions, meetings and

bookmarks in a single printable PDF file

Be careful! A meeting slot is My wish s jappn: ool rxmestng BB
blocked when a request is

made or received, even if it is
not validated.

My bookmarked companies

My saved ideos Available for a meeting

lake unavailable

Dates are displayed in your time . .
) zone (America/Toronto) ' Meeting with CINARS

Switch to event time zone £ Video Calls

@ CINARS

Elodie Lé
Coordinator
) CINARS

To update your availabilities, click on "Make unavailable"

or "Make available" for each open time slot.

34




2. Website and Mobile app/
How to request a meeting

e Video Meeting
When your meeting request is
confirmed, the button
"Meeting call" will appear 1
hour before your meeting on
your profile (only if the
meeting is confirmed).

Aurélie Thibault
Communication agent
CINARS

fa MESSAGE ¢

Meeting [CONFIRMED ]

3 Mon, May 25 - 8:00 AM to 8:30 AM

E¥ Online meeting

B¢« MEETING CALL

35
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4. Best practices

Complete your profile and booth with
as much information as possible.

Connect with qualified attendees.
Send your first meeting requests.
Answer to your first meeting requests.

1. Hold your online meetings.
2. Chat with participants directly on
the application.

Continue to chat with your new
contacts.

Export your contact list.

Materialize your business
opportunities thanks to the new
contacts developed during CINARS
Web.

37



4. Support

. © Sm—

Tutorials and guides

Watch our video tutorials and consult
our different guides on cinars.org.

Help Center

Visit the Swapcard Help Center.

Email

Email us at support@swapcard.com.

38
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4. Support

. ClNARs Web 2021 % ‘ N
Edit event ’. Aurélie A

From your CINARS Web account, you  Home [ schedule S T T —
can contact support directly. My contacts

Settings

Exhibitor Center

Resource center
25 = 28 M/ gPIepAT

® — ; S Contact app support

Aurélie Thibault Legal

Communication agent \
CINARS N 2 Log out

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

Participants Speakers
CINARS

Organiser
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