
A Guide to Navigating 

the Mobile App



Downloading and Launching the Swapcard 

– Smart Event App on your phone or 

mobile device.

Apple Users: https://apps.apple.com/br/app/swapcard-smart-event-
app/id879488719

Android Users: 
https://play.google.com/store/apps/details?id=com.swapcard.apps.android

Steps:

1.Use the appropriate link above to download and install the “Swapcard – 
Smart Event App”
2.Open the app on your mobile device 

3.Tap Log In

4.Enter the email address you registered for the NEHA AEC 2026 with

5.An email will be sent with a ‘One-time’ code.  When you receive the email, 
enter in the code.

6.The first time you log into swap card you must accept their Terms and 
Conditions and Privacy Policy.

7.If you have used Swapcard for other events, you must select the “2026 
Annual Educational Conference (AEC) & Exhibition” community and then the 
‘2026 Annual Educational Conference (AEC) & Exhibition’ event to enter the 
app.  You may also see the event under ‘Upcoming Events’
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Launching the NEHA 2026 

Mobile App

• You will then see the homepage for the event.



Setting up your 

Personal Profile

• Once you are logged in to the app, please take a 
minute to set up your personal profile. Click the 
person icon in the bottom right corner of your 
screen.

• Then click ‘Complete profile’ just below your name 
at the top to begin editing your profile.  Note: this 
will change to ‘Edit Profile’ after you complete this 
initially.

• Enter your title, company and credentials.  Then 
click the ‘X’ in the upper right corner.

• When you return to your profile, you can click the 
‘Edit’ or ‘Add’ links in each section to update more 
info on your profile.  Click the back arrow to return 
to the home page.

NOTE: Information added to your profile becomes 
visible to all attendees that you make a ‘Connection’ 
with.  See more info about connections later in this 
document.



Navigating the Platform

• All portions of the app are accessible from 
the home screen buttons or the menu 
button in the upper left.

• At the bottom of your app, you will find the 
following-

• Home Icon- Returns you to the home 
screen

• Bell Icon- Notifications regarding the 
conference will be visible here

• Message Icon- Go here to send and 
read received messages

• Person Icon- Here you can edit your 
profile



Who is here?

• The ”Attendees” and “Speakers” buttons 
will take you to listings where you can click 
on individuals to read their information or 
send a connection request.

• From a directory, click on someone’s 
profile to view their information, make a 
connection, schedule a meeting and start 
a chat.  Note: you must first connect with 
someone before you can interact with 
them.



Sponsors & Exhibitors

• Click “Exhibitors” to view the exhibitor 
listing. 

• Click “Sponsors” from the home page to 
view all sponsor virtual booths.



Visiting the Virtual 

Sponsors

• Once in a virtual booth you are able to 
scroll and review all information provided 
by the exhibitor such as information, 
documents and links, social media details 
and contact details.



Chat with the Virtual 

Booths

• While viewing a virtual booth,  there will be a “Talk 
Now” button where attendees can have open 
conversations with virtual booth representatives 

• When attendees comment in this live chat, they will 
see their own private chat with the booth. This chat 
is not shared with other attendees, as everyone will 
only see their personal conversation with each 
booth.

NOTE:  All sponsor booths will be staffed in person at the conference 
and responses may be delayed.



View our Agenda

• In-Person attendees will have a ‘Full 
Agenda’ button that will contain all 
sessions.

• Virtual Attendees will ONLY have the 
Livestream and On Demand Sessions button 
as these contain the virtual content.

• Click these buttons to view sessions 
taking place over the conference dates



View our Agenda

• All sessions are listed in chronological order 
and separated by date.

• Each session will be listed with the date/time, 
location and session “type”
• Note you can filter the agenda by location and 
type by clicking “FILTER” in the bottom right 
corner of the screen

• To open details for a specific agenda items, 
click on the title

• To add a specific session to your personalized 
agenda, click to ‘Add to Schedule’ button under 
the session

• Your personalized agenda can be found on 
your Profile page under the “My 
Schedule”button.



Session Page

• View all session information like session 
type, location, speakers, session sponsors 
and registered attendees.

• Click the chat button to chat with other 
attendees of the session, ask questions to 
the speaker(s) and/or complete available 
‘Polls’

• As mentioned above, click the Add to 
schedule button to save the session to My 
Schedule.

• Note: If you are viewing a session with 
virtual content ie Livestream, On Demand 
sessions ect, the video will be visible on 
this page.



My Schedule, My 

Contacts, My bookmarks 

• To view your personalized agenda, contacts and 
bookmarks that you have saved, click on the 
‘Profile’ button on the bottom right of the 
homepage and then click on the button for the 
section you wish to view.  

• To add a contact (needed in order to chat with 
someone on the platform), you need to make a 
connection.  When you are on a person’s profile 
page, you can ‘Book a meeting’ or click on the add 
a contact icon to begin the connection process.  
Once you have sent the request and the person 
accepts your request, they will appear under your 
‘My Contacts’ section.

• Any meetings that you have booked or accepted 
will appear under your My Schedule



For additional assistance with the NEHA 2025 AEC App, please visit us at the registration and 

information desk or email events@neha.org  

 

mailto:events@neha.org
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