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How do I register ?
Visit https://www.enlit-africa.com/register/visitor-registration and complete the registration form on the 
landing page

Do I need to install or download anything in order to 
attend any session? 
No, there is no need to download or install any software or application to access our platform.
You will be able to access Enlit Africa-Connect directly through your web-browser or through the app found in 
the Apple or Android app store

Are there any special device or bandwidth requirements 
for me to attend?
You will need an Internet connection and web browser. We recommend hi-speed internet for the best viewing 
experience.
We strongly suggest that you join the conference using a supported internet browser, which includes the most 
up-to-date version of Google Chrome, Firefox, or Safari. Internet Explorer is not recommended.

Is video and/or mic necessary?
If you would like to participate in video networking, you will need to have a working webcam and mic. 

Data privacy - how is my data processed?
Upon registration, you will complete a registration form that will indicate our Privacy Policy - to read more 
about it please click here. The safety and security of our data is our utmost priority and we pay a lot of 
attention (yes, a lot) to how our registrants’ data is treated. 
Your information will only be shared with a sponsor if you register for a session. 
Your profile information will only be visible to those connections that you approve. 
If you wish to remain anonymous (I.e. not share your contact information) then you may restrict this on your 
profile settings. 

What is the official language of the sessions? 
All sessions will be played in English

Can I see the schedule before the event?
Yes, you may view our schedule for Enlit Africa-Connect here.

First steps information

https://www.enlit-africa.com/privacy-policy
https://app.swapcard.com/event/enlit-africa/plannings/RXZlbnRWaWV3XzEyNjQ0Mw%3D%3D?search=
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How do I login?
Once you have successfully registered, you may click on the following link to access our event directly: 
https://app.swapcard.com/event/enlit-africa 
Alternatively, follow this link, https://app.swapcard.com/, please proceed to find “Enlit Africa-Connect” in your 
registered events, and click on the event name / image to join us. 

What happens if my magic link which helps me activate my 
profile expires?
Go onto the desktop link (https://app.swapcard.com/event/enlit-africa) and input your email address, you 
can then click on the section ‘forgot password - send magic link’. You will then receive an email to reset your 
password.

What happens if my email address is not recognized on the 
event platform?
Please contact our team directly on customerservices@clarionevents.com and we will assist in reviewing your 
profile used to register on our platform. 

What happens if I do not receive my login and confirmation 
email?
If you have not received an email confirmation, please contact our registration team to resend it: 
customerservices@clarionevents.com

What happens if I forget my password?
If you go onto the desktop link (https://app.swapcard.com/event/enlit-africa) and input your email address, 
you can then click on the section ‘forgot password - send magic link’. You will then receive an email to reset 
your password.

How do I change my password?
If you go onto the desktop link (https://app.swapcard.com/event/enlit-africa) and input your email address, 
you can then click on the section ‘forgot password - send magic link’. You will then receive an email to reset 
your password.

Login information

https://app.swapcard.com/event/enlit-africa
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How can I add a second email address to my account?
If you want to add a second email address to your account, go to My profile, then click on the Settings tab. 
In the email address section, click on add an email address and insert it. You will receive an email on this new 
address asking you to confirm that it belongs to you.
 

How do I add my company’s name to my profile?
• To do this, go to the “My Profile” tab and then click Add in the company section. 
• Then search for your company in the search bar and if you see your company in the results, click on it then 

on Join (in the pop-up). 
• If your business does not exist when you search for it, you can click Create New Company. 
• Type the name of your company, then select “Create New Company” to add your company to your profile. 
• If you want to modify the information on the company file that you have added to your profile, you can ask 

to become Admin
 

How to add a bio to my profile?
The biography will allow you to introduce yourself in a few words.
To add a bio, go to the “My Profile” tab and then click Edit in the bio box. Describe yourself in a few words 
and then go back to save.

How do I add a photo to my profile?
Go to “My profile” tab then select the first “edit” button on the top right and then click on the “+” button.

How to link my social media to my profile?
It is possible to add many social media links to your profile: 
• Go to the “My Profile” tab.
• Click on the box with your name to arrive in your profile then click on Edit in the Social Media box. 
• Add the usernames of the social media you want to add to your profile. No need to save, just go back.

How to manage my email notifications?
To manage the receiving of email notifications, go to “My profile” tab then “Settings” tab, then In “Email 
notifications” section, you can activate/deactivate the following notifications: 
• Reminder of the activities unseen. 
• Reminder of the requests you have not replied yet. 
• Information from the event organiser.

Login information
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Where is the Schedule?
Simply click on “Upcoming Sessions” tab. You can then view what is coming up for each day. 

How to view past webinars ?
Click on the “Previous Episodes” tab to view all previous sessions. 

How do I watch a session?
Simply click on the “Upcoming sessions” tab and then select the session you would like to watch

What are LIVE sessions?
At Enlit Africa-Connect we are offering two types of sessions: LIVE and On Demand
LIVE Sessions
• These are just like a session at an in-person conference.
• LIVE Session Speakers will be available in the session (via chat) to interact with the audience and answer 

questions.
• Note: If you miss a LIVE session, it will be available to watch on demand. 

On Demand 
• All the live sessions will be recorded and made available on demand 48 hours after the session has taken 

place.
• However, nothing can beat live interaction, so we highly recommend that you attend the sessions live if 

you want to engage with the audience and the speakers!

Are the sessions available on-demand and can I access it if 
I did not attend the live session?
You will find on demand videos (replays) in the “Previous Sessions” tab 48 hours after the session has taken 
place. The replays will be available indefinitely.

Which sessions do I have access to?
If you have registered for Enlit Africa, you will have access to most of our sessions available on the Enlit Africa-
Connect platform. Roundtables and private sessions may be closed. 

Will I be able to access sessions after the event or session 
has taken place?
All the live sessions will be recorded and made available on demand 48 hours after the event or session for 
registered attendees.
However, nothing can beat live interaction, so we highly recommend that you attend the sessions live if you 
want to engage with the audience and the speakers!

Viewing and accessing sessions 
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I am experiencing stream/video issues. What can I do?
• Please note that Enlit Africa-Connect works best with Chrome or Firefox. If you are experiencing blank 

pages, streaming issues or app latency, please switch to one of these two browsers if you have been 
working on another browser.

• Internet Explorer does not support Enlit Africa-Connect. 
• Should the video player remain unavailable following a page refresh; it is most likely a security setting on 

your browser, device, or network blocking access to the content server. 
• We would recommend trying the following.

 o Try accessing the site from another browser (this gets around any browser settings that could be blocking 
access) If you are on a PC you should have access to Edge and if on a Mac it will be Safari

 o Open an Incognito Window and try to access the content through this (this gets around any cached or 
bad data that could be held in the browser) 

 o Try on a different device (Mobile perhaps, if you are viewing on desktop) 
 o Use a different internet connection, a mobile phone with wifi off so it uses mobile data is a good option 

(this bypasses things like corporate network restrictions or VPNs that may be presenting an issue).

How do I ask questions / interact with speakers?
For LIVE sessions: 
You can ask questions and interact with both the speaker and others attending the session by using the Live 
Discussion Panel on the right of your screen. 
• To share thoughts and chat with other participants, use the Chat Tab.
• If you have a question specifically for the speaker, use the Questions Tab. 
For on demand sessions:
• You can also find the speaker in the Speaker List and then send them a Connection Request to begin 

chatting.

If I have already registered for the event and now I want to 
attend the webinar, do I have to register again?
An account is pre-created for you when registering for Enlit Africa-Connect. You will be able to access the 
event directly through registration links received in your registration confirmation e-mail. Alternatively, visit 
https://app.swapcard.com/event/enlit-africa for direct access once you have registered. You can access the 
event in several ways:
• Complete the registration form that will be sent to you from the organiser in the form of a link.
• You will then receive an email from the organiser (from the address noreply@swapcard.com).
• You will then log into your account using the email address provided when registering for the event.
• Please ensure you use your password when activating your account.
• If the organiser has created an event code, you can use it to join the event.

How do I bookmark a session or add to my calendar?
The Upcoming Sessions tab gathers all sessions of the event. You can easily register for sessions by clicking on 
the ‘add to calendar’ logo in the top right hand corner of each session.
Note: You can define your search by using filters located on the left side of the screen.
The ‘My Event’ allows you to see your own schedule. You can find the sessions you are attending, the sponsors 
and partners you have bookmarked, as well as your confirmed meetings.
You can export your program by clicking on ‘Export to my calendar’ or Download PDF.
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How do I book a meeting?
1. Locate a participant profile (within the Meet Our Community tab) or exhibitor profile (within the Sponsors 

and Exhibitors tab)
2. Click on one of the proposed meeting slots. If you want to see other slots, click on ‘See more slots.’
3. After selecting a slot, choose a meeting place and write a message to the person you want to meet. Once 

done, click on the arrow at the top right to send your meeting request.
4. NB: A pending meeting is blocking a meeting slot. If your meeting is not confirmed or declined after a few 

days, do not hesitate to cancel it in order to open the blocked meeting slot.

How do I set up a meeting with another participant?
Go to a person’s profile by going to the list of attendees or exhibitors & sponsors.
Click on one of the proposed meeting slots. If you want to see other slots, click ‘See more slots.’
After selecting a slot and the virtual location, write a message to the person you want to meet. Once done, 
click ‘Send meeting request.’

How do I cancel or postpone a meeting?
It is not possible to reschedule a meeting, whether it is pending or confirmed. If you want to reschedule it, 
you have to cancel it and book another meeting at a different time. You can see your pending or confirmed 
meetings in the ‘My Event’ button and then by clicking on the ‘Meetings’ tab.
• To cancel a confirmed or pending meeting, click ‘Cancel Request’ (if it was pending) or ‘Cancel Meeting’ (if it 

was confirmed). You will also be able to decide on your availability in this tab.
• For example, if you wish to make yourself unavailable on certain meeting slots created by the organizer of 

your event, you simply have to click on ‘Make Unavailable.’ The unavailable slots will no longer be displayed 
on your profile and other participants will no longer be able to book meetings with you on these slots. Click 
on ‘Make Available’ to make available a slot that you have made unavailable.
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How do I add a member?
In order to assign a member to your booth you will need to request this from the organisers. Please e-mail 
chanelle.george@clarionevents.com to request this. Please note that every member needs to be registered in 
order for us to tag them to your company profile.

Can a third party join a meeting?
In your exhibitor center, you can manage your teammates’ meetings. Go to the ‘Meetings’ tab and see all 
your team meetings during the event.
To assign or change a teammate to a meeting, click on the ‘Meetings’ tab and choose the team member you 
want to assign.

How do I retrieve leads & how do I get the virtual expo 
statistics?
Your Clarion Events Africa consultant will provide you with a complete digital report on the performance of 
your virtual booth that will include visitor views, bookmarks, product views and more.

How do I edit my profile?
Click on the ‘Edit’ button, above your name and job title/company.
• We recommend that you follow this checklist on your profile:

 o Check that your personal details are correct (name, job title, organisation)
 o Add a selection of ‘Skills’ to your profile. This is another tool for exhibitors to find you so do make sure you 

are including all your skills. There is no limit to what you can add here.
• Add a biography. The speakers have one, and so should you! Enter in a paragraph or two about who you 

are, what you do, and why you are attending this event. This is optional 
• Add any relevant social media links. Now is the perfect time to boost that Twitter following. If they are 

displayed, check that your company details are correct.

Can I be listed on the platform and not be contactable to 
others?
You may choose to hide your visibility on your profile, however, private information can only be seen by the 
participants you are connected with. This includes email address, phone number and address.

How do I view attendees in my sector ?
By clicking on the ‘Meet The Community’ tab, you can select a filter on the left side of page and filter 
according to sector.

Sponsors and exhibitors 
profiles



www.enlit-africa.com 14 In partnership with

Can I upload my own profile on the “Meet the Sponsors & 
Exhibitors’ tab ?
1. Select the dropdown under your profile at the top right of your screen, click ‘Exhibitor Center’. On the 

landing page, select your booth by clicking on ‘Select exhibitor’ on top left of your screen – be sure to 
click on the ‘Enlit Africa-Connect <your exhibitor booth name>’.

2. On this landing page, you’ll see a white block on the left-side of your page with ‘Home’, ‘Company profile’, 
‘Meetings’, ‘Team’s contacts’, ‘Your team’.

3. Select ‘Company profile’ and then click on ‘Documents’ to upload your documents.

How do I register my team?
All sponsors can register themselves and colleagues within their organisation via the sponsor form which will 
be sent to you from our registration team or you can register on our website: https://www.enlit-africa.com/
register/visitor-registration

Is there a mobile app for this event?
Yes, you may download the Swapcard application from the Android or Apple app store directly on your 
mobile. Once logged in, you may enter your login information and access our event. 

How do I add members to my sponsor page?
All individuals need to register via the registration form found on the Enlit Africa website. Once registered, 
our internal team will add and tag to the company or organisation. Alternatively the admin person of the 
company or organisation can tag the members themselves. NB: Only registered attendees will be visible on 
the platform. 

My contact details are incorrect – how do I change them?
You can edit contact details by going into your profile and clicking ‘Edit’. If you continue to experience 
difficulties please contact the organisers on customerservices@clarionevents.com

How do I register for a session?
You can register for a session by clicking on the specific one you would like to attend and clicking the 
‘Register’ button.

How do I set up a meeting?
You can set up meetings by going onto a prospect’s profile and selecting an available time slot that would 
like to have a meeting with them. Wait until the prospect has confirmed the meeting 

Sponsors and exhibitors 
profiles
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Will I receive notifications/reminders for meetings and 
sessions?
You will not receive email reminders, however, you will receive notifications within the platform. It is advised 
to export all your meetings into your personal work calendar.

Why am I unable to send a message/connect with a 
specific person?
The person’s profile setting has been disabled and wishes not to be contacted.

Why am I unable to set up a meeting with a specific 
person?
They person’s profile setting has been disabled and wishes not to be contacted. You have limited rights to set 
up meetings with specific groups of people e.g. high-level public sector

What happens when I connect with an attendee?
Once you connect with an attendee you will be allowing your contact details, including email address, to be 
publically available to that specific person

Sponsors and exhibitors 
profiles
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Do I need to have my own Zoom/GoToMeeting/etc. 
account for video conferencing?
Nope! Everything will be done right within the platform – there is no need to have any additional account. 
Note: You may need to ‘allow’ your browser to access your video and mic in order to successfully start the 
video call.

What are the various ways I can interact with other 
attendees at Enlit Africa-Connect?
There are a variety of ways you can interact with other attendees: making connections, messaging, video 
conferencing, Exhibitor Booths, booking meetings with other attendees, Q&A chats in live sessions, online 
roundtables! Be sure to check our “Meet The Community” tab and use the filters to connect with attendees!

How do I book a meeting with a person?
Go to a person’s profile or on an exhibitor profile
Click on one of the proposed meeting slots. If you want to see other slots, click on see more slots
After selecting a slot, choose a meeting place and write a message to the person you want to meet

How do I manage my meetings and my availability?
You can see your pending or confirmed meetings by going in the “My Schedule” tab  then clicking on the “My 
Meetings” tab.

Where do I go to send a connection request?
You need to navigate to the profile of the user to whom you wish to send a connection and use the “Send a 
Connection Request” box on the right hand side of the page.

Where can I see all of my messages?
You can see all of your messages under the “messages” icon on the top of the web app page.

I am trying to start a meeting but I get a blank/black 
screen with no audio or video. How do I fix this?
This problem usually occurs if there is a firewall that is blocking the streaming connection. Run the Pre-call 
test in order to determine if the system network is ready for a call.

How do I connect via chat or video with a connection?
• Once another attendee accepts your Connection Request, you can easily chat with them via text chat or 

video.
• Click the Chat Message icon in the top right area of the menu/navigation and begin typing in the chat 

box.
• To start video chatting, click the Video Icon and a video call will be placed. You will then be able to have a 

video conference right within the platform!

Networking
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How to export my contacts?
To export your contacts, go to the “Contacts” tab of the application, then click on the “Download” button.
You will obtain an Excel file gathering all your contacts made. Please keep in mind: 
• You can only export confirmed connections.
• Chats cannot be exported out as they are encrypted.
• If you just have a meeting or a chat conversation with someone that is not a confirmed connection.

Networking
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Where can I see My Schedule, My meetings, My networking, 
Product Wishlist, bookmarked companies?
You can see them under the “My Schedule” tab.

How to export my schedule?
Go to “My Schedule” and click on export to my calendar button on the right

How do I visit exhibitor booths?
Click on “Meet the Sponsors and Exhibitors” tab, then select the booth you want to visit.

Where can I see all the notifications and is a sound played when there is a new chat or notification?
All notifications are shown under the “Notifications” icon. At the top if you are logged in with your laptop, and 
at the bottom if you are on your mobile.

Who to contact in case of need?
Contact us via the Help Desk via the “help desk” tab 
Contact us via email: customerservices@clarionevents.com 

How long is my account available?
As long as you don’t delete your account it will always be available!

How do I provide feedback on my experience at Enlit 
Africa-Connect?
We have two types of surveys:
• Session surveys that can be completed once the session ends.
• Event overall survey that can be completed post the event - we will share this with you on email once our 

event has concluded. 

There is sound delay in the video/webinar - how can I fix 
this?
Please refresh your page or shut down the page and open it again.

The live stream is not showing for a session on my platform
Please refresh your page or shut down the page and open it again. Please ensure you have opened the page 
with Google Chrome or Firefox. 

Other
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I can’t hear properly, is there something I can do to fix my 
audio?
It is probably due to your internet connection/browser/firewall. Please refresh your page or shut down the 
page and open it again.

The screen is too small to read the slides
You may change your settings to view the presentation in full-screen mode.

Is there an external link to watch the session?
No, you can only access the session through Enlit Africa-Connect

Can I watch a webinar in a different pop up link – so that I 
can do other work as well?
Yes, open the video in another tab on your desktop to allow you to continue listening to the webinar while 
completing other work or click somewhere else in the event, the video will remain open in a small video box.

It is showing me the wrong time zones for the webinar
By default, the system follows your device’s time zone. 
You have an option to switch to your event’s time zone on the left side once you click on the “Upcoming 
Sessions” tab.

There seems to be a technical fault with the stream
Please refresh your page or shut down the page and open it again.

The broadcast is running late, what do I do?
The organisers will send out communication to the viewers to notify them of the delay. In the meantime, start 
engaging with your fellow attendees and sharing your thoughts on the session topic via the chat.

The webinar video has not started for me although it has 
started for other people
Please try to refresh the page or shut down the page and open it again.

I am not able to answer the poll
Please try to refresh the page or shut down the page and open it again.

I am not able to view poll results
Please try to refresh the page or shut down the page and open it again.

Other
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Is there an option to only listen to audio as the video 
streaming may be slowing down my internet connection?
No, you may only watch and listen to the session with a video and audio stream.

I am unable to join the video meeting that has been 
organised
Your company firewall may be blocking access to the video meeting. It is also possible that the video feed is 
not available in your country.
Please contact the organisers on customerservices@clarionevents.com or go to the “Help Desk” tab for live 
assistance.

I am unable to connect audio to my video meeting
Please try to refresh the page or shut down the page and open it again.

We hope that you have found the relevant information to ensure a valuable experience on  
Enlit Africa-Connect

Don’t hesitate to engage with our team

Other


