Online Demo Scheduling Tool: User Guide

This document provides step by step instructions on how to successful use the Online Demo Scheduling tool for
pre booking appointments for tradeshows/congresses.
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How to Log into the Online Demo Scheduling Tool

1. Log into Salesforce.com, using Google Chrome or Firefox. Scroll to the bottom of the home page and select
the ‘More+’ button in the Tools & Training Menu of the right navigation.

2. The ‘More+ button will expand down three options. Click on the ‘Online Demo Scheduling’ button.

/ | salesforce.com - Unlimite % Y“—’ https://c.nadvisualforce. X W |
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b Ringlesd CostF... Link to the YeouTube video (English) -
| sfdcolsbabter Marketing

W Wisbingr UMIX Wintsl 2] . -
t e ‘E-'~ = WOW! Multi-Language Sales & Marketing Content Now In Salesforce.com \
¥ <om « See how best to utilize Salesforce. com's Content functionslity to scoess Sales & Marketing

RS B Caollateral all from within our Saleforce environment! .

+ A cool way to understand how to find, access and share product brochures, white papers, RFP Database

testimonials and more with your customers easily allowing you to be more productive.
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3. Bookmark this page in your web browser.
4. Click on the first link that says “App | Log in to the demo scheduling system”

C A B hitpsy/cna3.visual force.com/apex/training_menu?subject=0nline%20Dema%20Scheduling 9% ﬂ =

3 Canandaigua Natio... _ salesforce.com - Pro.. __ salesforce.com - Sa.. % T RowePrice Retire., [ Tradeshow Online D...

Carestream

» Tools & Training

Online Demo Scheduling

App Log in to the dema scheduling system

ocument Online Demo Scheduling User Guide (1.42 MB)

Video How to Book a Demo Appaintment (3m5s)

Video How to Cancel a Demo Appointment (0m28s)

Video How Tao Pull a List of Appaintments (3m30s)

Video For event managers: How to download data from the Demo Scheduling System (2m38s)

5. Log into the application (User name = Carestream email address, Password = Global ID)



http://youtu.be/yh9rgMf_jxs�
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How to Book a Demo Appointment

(Hover over the above title and hit CTRL+Click to open the video training version of this document)

1. Log into the Online Demo Scheduling Tool (See instructions: “How to Log into the Online Demo
Scheduling Tool”). User name = Carestream email address, Password = Global ID.

2. From dashboard click the 'Events’ icon to see details about the events.

Dashboard

Events [2] Program Setup

“ersion1.0

3. From the ‘Events List’ screen, click the ‘Goto’ arrow for the event you want to book an appointment for.
Note that you will only see listed the events you have permissions to schedule for.

Duration Events Location Goto Edit
RSMA 2012 . e —
; Ep
25 Moy, 2012 - 29 MNov, 2012 RSN Shoy Derna Stations Chicago US& e
RSNA CONF RM ) N . g

- C
25 Nov, 2012 - 29 Nov, 2012 S8 ot Rams Seheelng Chicago Usa, = el

4. From the ‘Events Dashboard’ click the ‘View Schedule’ icon to book a new appointment.

Event Details [ RSNA 2012 ]

Event Details

Back

Dashhoard

Logout

View Schedule Search By Customer



http://youtu.be/yh9rgMf_jxs�

This will bring you to the calendar view of that event. From here you will want to:

a. Select the date of the appointment you want to schedule at the top left of the calendar view.

b. Then use the ‘Select Station Filter’ from the left navigation to filter which station you are booking
for (ex. ‘Category’ select HCIS, and then under ‘Select Stations’ choose all Demo areas you
wish to see the schedule for).

c. Click ‘Apply Filter’. This will refresh your screen and only show the availability for what you the
date you selected, and the items you identified in the ‘Select Station Filter’ and ‘Select Station’
areas.

d. Similar to other calendaring tools you will single click on the time block you want to book. Note:
Most demo appointments are scheduled in 15 min time slots due to the large volume of requests
for these types of appointments.

a

Back Showing Stations 1 to 6 of 28 441 li'b1
Dashboard
Select Station Filter LEE
[ Type S
El-[¥] Category 9:00 = b
HCIS 9:15 am
[[] Region 9:30 3™
0:45 3am
Select Stations: f 0:00 am
0l Mame j0:15 am

j0:30 am
0:45 am d
L1:00 arm

f1:15 am
f1:30 am
f1:45 am
2:00 FM

215 pm
12:30 pm

e

Selecting the time slot in step 4.d automatically opens up the form that needs to be submitted to book the
appointment.

Customer Details Appointment Details
Mame « Search By |Last Marre - First Mame ¥ Start Date & Time v Account Owner
+ P Mew Customer? © | 1172672012 9:00 &M @ Mame'
company « Title & Duration v John LaBella -
15 min. Cell Phone
Address v
End Date & Tirme ¥ Email’s
‘ 11/26/2012 9:15 Ah (ﬁ( john labella@carestrea
Zip/Postal Code’v City #of Customers Attending & | o Chaparone
Mame of additional customers attending ¥ s
Mame v
State '« country
4
. i Cell Phone '«
cell Phane v \Work Phone kotes, including customer Insighis for .
Diemongirator (key topics, hot buttans, ete) « -
Email «
Sales Funnel Stage v Ernail W
“
Select One -
Appaintrent Scheduled By v Station

Karen Berwind Demo Station ¥

Send Appointment E-mail Notification to Sehedule Status 14 - RAD M

I account Owner @ T Scheduled by persan @ T custamer ¢ Confirmed Demo FPerson v

COther E-mail, Please specify « Karen Berwind



a. Complete three areas (Customer Details, Appointment Details and Send Appointment Notification
Email):

1. Customer Details

If you are booking an appointment for a new
customer, the ‘New Customer’ check box is
automatically selected and you will need to

fill out the information for the new customer.

If it is for an existing customer, use the
‘Search By’ functionality to identify how you
would like to search for the user (‘Last

Name — First Name’ or ‘First Name — Last
Name’).

Once you have chosen how you will sear
for the customer go back to the ‘Name’ field
and type in the customer’s name you want
to find. The search tool is synced to SFDC
and will populate the name as you type it.

Customer Details

iv. Confirm the information and ensure you designate the ‘Sales*Funnel Stage’.

2. Appointment Details

i. Review and confirm the information stored
in the ‘Start Date & Time’, ‘Scheduled

Status’, ‘Account Owner’, ‘Chaperone’
and ‘Station’ sections for accuracy.

If the customer is bringing additional
customers, list out their names and email
addresses in the box under the label
‘Name of additional customers ——————————p
attending.’

If the ‘Chaperone’ is not identified and the
account owner is not attending the event,
complete this section.

Search By |Last Mame - First Mame ™ I
v MNew Custormner? v I
Title
Address ¥
Fip/Postal Code '« City '«
State « Country ¥
Cell Phane Wark Phane v
Sales Funnel Stage Email '«
Select One -
Appointment Details
Start Date & Time Account Owner
[1v26202 80080 T Mame'
Dwration « John LaBella A
15 min. Cell Phone
End Date & Time '« Efnail'v

| 11/26/2012 9:15 A

Mates, including customer Insights far

Demonstrator (key topics, hot buttons, etc.)

s

¥ of Customers Attending v | o

Mame of additional customers attending

You can also additionally add notes for the
demonstrator to review at the event to help
frame their conversations with the
attendees. Be aware that these are seen
by the demonstrator and others.

Appointrment Scheduled By «
Karen Berwind
Schedule Status «

Confirmed

john.labellag@carestrea

Chaperone

Mame '«

Cell Phone «

Emnail '«

Station

Deman Station «

14, - RAD -
Cermo Person '«
Karen Berwind
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3. Send Appointment Email Notification

i. You can send an gppointment confirmation Send Appointment E-mail Motification to
email to the following people: Account ™ account owner @ T Scheduled by person @ T Customer ©
Owner, Scheduled by Person, Customer, or
any other email address typed into the field
under the label ‘Other E-mail’ or ‘Please
specily. [ Sovo ] concst | proviowitEmoi
Select the check box next to the people you
want the email to go to, or type in the email
address in the field provided.

Other E-rrail, Please specify W

ii. To preview the email, click the ‘Preview/Edit Email’ button. The Preview/Edit window will appear.

A SMARTER WAY FORWARD. -~

Confirmed Carestream Product Demo at RSNA 2013

Jane Doe
ABC Company
123 Street Rd
Rochester, NY
United States

This email will confirm your appointment for a product demonstration at our exhibit booth during RSMA 2013
Your demo station is: Area 1- RAD #A

Date of appointment: 12M1/2013

Time: 8:30 AM

Location: Chicago USA

will serve as your chaperone for the demo

'™ Add this event to my calendar

The email will auto-populate with information from the form completed in steps 5.a.1, 5.a.2 and
5.a.3.
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The email will also auto-populate the “Add this event to my calendar” feature, allowing the user to
easily add their appointment to their calendars. Below is what they will see when they click the link:

Attendance is FYl for Stacy Brien
Chair:
Location: Chicago USA

Broadcast: Appointment Confirmation : Carestream Product Demo at RSNA 2013
Sun 12/01/2013 3:30 AM - 4:25 AM

‘ noreply@carestream.com has invited you to a meeting. You have not added this entry to your calendar.

FY:

Time zones: This entry was created in a differenttime zone. The time in that time zone is: Sun 12/01/2013 3:30 AM EST - 4:25 AM EST

Description

Carestream product Demo at RSNA 2013.

Below is your appointment information for your product demonstration at our exhibit booth during RSNA 2013:

Your demo station is: Area 1- RAD #A
Date of appointment12/1/2013

Time: 8:30 AM

Location:Chicago USA

will server as your chaperone for the demo.

We look forward to hosting you, Thanks for including us in your agenda for the show.

iii. If you need to edit or change
information in the email, select

‘Design Mode’ (| / ) and edit as
needed. Click ‘Done’.

a0 B |1 s X, x Font defaut [=]

iM%

size | defaut [»] | & |3 B E Sl

Confirmed Carestream Product Demo at Test Event - Stacy Brien

E Jane Doe

= ABC Company
% 123 StreetRd
* Rochester, Y
E us

E Thiz email will confirm your appointment for a product demenstration at our exhibit booth during Test Event -
= Stacy Brien

E Your demo station is: Test Station 1
= Date of appointment: 8/28/2013

o Time: 9:45 AN

: Location: Hotel ABC

iv. After you are done reviewing and editing the email, click Save. The email will be sent and the
appointment will be booked. Note: the email is sent from a generic Carestream address.

Send Appointment E-mail Notification to

I secount owner v [ Seheduled by person ¥

Cther E-mail, Please specify v

™ customer ¢

@ Preview/Edit Email

b. To confirm appointment was booked, repeat Step 4.

m
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How to Cancel a Demo Appointment

(Hover over the above title and hit CTRL+Click to open the video training version of this document)

1. Log into the Online Demo Scheduling Tool (See instructions: “How to Log into the Online Demo
Scheduling Tool”). User name = Carestream email address, Password = Global ID.

2. From dashboard click the 'Events’ icon to see details about the events.

Dashboard

ﬁ

Events [2] Program Setup

“ersion1.0

From the ‘Events List’ screen, click the ‘Goto’ arrow for the event in which the appointment is in that you

3.
wish to cancel. Note that you will only see listed the events you have permissions to schedule for.
Duration Events Location Goto Edit
25 Nov, 2012 - 29 Nov, 2012 :gm ;?Dlﬁ Dernn Stations Chicage US& E—:’m 4—5&
23 Nov, 2012 - 29 Nov, 2012 Eg:: g?r:::rl:::e Rz Sehesling Chicago Usa, E-:W Ef

4. From the ‘Events Dashboard’ click the ‘Search By Customer’ icon to locate the appointment you want to

cancel.

Event Details [ RSNA 2012 ]

Event Details

Back

Logout

Dashhoard

View Schedule Search By Customer



http://youtu.be/wHMHWhkGVm4�
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5. The ‘Search By Customer’ screen now displays.

Carestream

Welcome: Stacy Brien Date: 03 September 2013 Time: 1:27:33 PM

Search By Customer [ RSNA 2012 ]

rSearch
Back
Search By | Al [=] searchwnat?
oo

® Copyright DEAL International Inc. All rights reserved. Version 1.0

a. Select the method in which you want to search by from the ‘Search By’ drop down, and then type in
the search criteria in the ‘Search What?’ field. Click the “Search” button to run your search.

Search By Customer [ RSNA 2012 ]

Search N

Search By. Al a Search What 7

Dashboard First Hame View

_ Last Name

Back

City

Country

Phene
Company Name
Account Owner
Scheduled By

Logout rCustom

b. You will now see a list of all customers that meet your search criteria. Now click the ‘View/Edit
Schedule’ ( %) button.

Search By Customer [ RSNA 2012 ]

rSearch

Back
Search By | First Name El Search What 7 Stacy

oo

Logout rCustomers

View/Edit
First Name Last Mame Station Name Start Date/Time End Date/Time City Schedules

Stacy Goergen 1D -RAD 11/25/2012 12:00:00 PM - 11/25/201212:30:00 PM - Clayton %
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c. You are now shown the calendar view for the date in which the appointment you want to cancel is
booked. The appointment you searched for will be shown in Dark Blue.

d. Locate the appointment from the list and hover over the box until you see the red x appear in the
upper right corner. Click the red X ().
e. A prompt will appear asking you to confirm that you want to delete the event. Click ‘Ok’.

Schedule [ RSNA 2012 |

Important!
* Bingle click on a time slot to schedule an appointment: A scresn will appear for you to fill in. Doing so

should be intuitive.
Dashboard * The customer's name will appear in 3 time slot once an sppointment is scheduled. Right click for 3 "gquick
wigw” of the customer's detaillhospital, address, phone numbser if available ste.)

1 ¢ today - Sunday, November 25, 2012

10- RAD [TBA TEBA]
Select Station Filter: B0+ "
[ Type
T e 0815
Bl Category P
= Region
0845 3am
Sslzct Stations: 0%:00 =™
Mams 0%:153m
28 - Cloud & | 030=m
Presentation E 0945 =T
1A-RAD 10:003™
1E - RAD
115 3m
1C - RAD, Hornback
Demo 130 =m
1E - Vue Connect 145 =m
Prezentation - || 11:005m
11-153m
Apply Filter == 11:3p3m \
1145375
12:00 =
12:15 P

f.  Once you confirm, the appointment is removed from the calendar view and deleted.
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How to Pull a List of Appointments

(Hover over the above title and hit CTRL+Click to open the video training version of this document)

1. Log into the Online Demo Scheduling Tool (See instructions: “How to Log into the Online Demo
Scheduling Tool”). User name = Carestream email address, Password = Global ID.

2. From dashboard click the 'Events’ icon to see details about the events.

Dashboard

Events [2] Program Setup

DEAL Interretional Inc:. All right

3. From the ‘Events List’ screen, click the ‘Goto’ arrow for the event in which you want to pull a list of
appointments from. Note that you will only see listed the events you have permissions to schedule for.

Duration Events Location Goto Edit
RSMA 2012 . = *—

25 Nov, 2012 - 29 Nov, 2012 REMNA Show Dermo Stations Chicago Usa, = =

RSMA COMF RM ) = 7

- = |

A, AR = 2R o AL REMA Conference Rooms Scheduling Chicago LSA Gola Eat

4. From the ‘Events Dashboard’ click the ‘Search By Customer’ icon

Event Details [ RSNA 2012 ]

Back Event Details

Dashboard

Logout

View Schedule Search By Customer



https://www.youtube.com/watch?v=PY0QBS07OX4&hd=1�
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5. Under ‘Search By’ select the method in which you want to search for appointments by. For this example
we will use ‘Scheduled by’. Enter the name into the “Search What?’ field, and click the ‘Search’ button.
A list of all appointments that were scheduled by the person identified in the ‘Search What?’ field will now

appear.
Search By Customer [ Test Event - Stacy Brien ]
Search
Back -
Search By Scheduled By E| Search What ? Stacy Brien
View/Edit

First Mame Last Name Station Name Start Date/Time End Date/Time City Schedules
Stacy Erien Test Stationl  6/28/2013 10:20:00 AM  6/28/201310:45:00 AM  Rochester %
Test Test Station1  6/28/2013 9:45:00 AM  6/28/2013 10:00:00 AM  test %
Test Test Station1  ©/28/2013 9:45:00 AM  6/28/2013 10:00:00 AM  test %
Test Test Station1  6/28/2013 9:45:00 AM  6/28/2013 10:00:00 AM  test %

6. Above the list, next to the ‘Search’ button, you will find the ‘View’ button. Click ‘View’

7. This will bring up a print friendly view of the list that you can easily send to your printer. You can also
export the list by clicking the ‘Export All’ button.

Customer Appointment Details [ Test Event - Stacy Brien ]

Back Print Export All

| Find... # [ 1af1 - 75% - SAP CRYSTAL REPORTS ®
Dashboard éwwéwvj e o]
%E Main Report

Logout

Carestream Customer Schedule Details

92013

First Hame Last Hame Station Name City Start DateiTime End Date/Time

Stacy Brizn Test Station * Roshestzr 282012 282013
10:30: 00AM 10:45:008M

Test Station 1

Test Station 1

Test Station 1
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For Administrators and Event Managers: How to Download Data from the Demo
Scheduling System

(Hover over the above title and hit CTRL+Click to open the video training version of this document)

1. Log into the Online Demo Scheduling Tool (See instructions: “How to Log into the Online Demo
Scheduling Tool”). User name = Carestream email address, Password = Global ID.

2. From dashboard click the 'Events’ icon to see details about the events.

Dashboard

Events [2] Program Setup

CEAL International Inc. All rights

3. From the ‘Events List’ screen, click the ‘Goto’ arrow for the event in which you want to download data
from. Note that you will only see listed the events you have permissions to schedule for.

Duration Events Location Goto Edit

RSMA 2012 . = *—
25 Nov, 2012 - 29 Nov, 2012 o e tions Chicago US& > <t

RSNA COMNF RM ) Ep 7
A, AR = 2R o AL RSMA Conference Roorns Scheduling Chicaga LSA Goto L

4. From the Events Details screen select the ‘Reports Gallery’ button.

Event Details [ RSNA 2012 ]

Back Event Details
Dashboard
g

View Schedule Search By Customer Reports Gallery



https://www.youtube.com/watch?v=-73crFYG204&hd=1�
https://www.youtube.com/watch?v=-73crFYG204&hd=1�

5. Inthe Reports Gallery section set the ‘Filter Appointments By’ field to ‘Customize Data'.

6. Click the ‘View’ button, and when the pop up appears click ‘Okay’. This will download and open the data
in Excel.

rReports Gallery

Back

Dashboard

Logout

Customize Data

[=]

Filter Appointments By :

Wersion 1.0

@ Copyright DEAL International Inc. All rights reserved.

@] Customize_Data (1)xls T ¥ Show all downloads.., %
e 11

7. When Excel loads it will display all the data for that tradeshow.
8. Once in Excel you can organize the data in many fashions by applying the ‘Filter’ tool to the worksheet.
a. To apply this functionality navigate to the ‘Data’ tab and click on the ‘Filter’ icon.

b. Now, if for example, you want to sort the worksheet by the ‘Account Owner’ you can click the on
the arrow next to the ‘Account Owner title in row A and select ‘Sort from A to Z'. This arranges
the worksheet by account owner in alphabetical order.

Customize_Data (1).xls [Cs:lm;:ratlbllﬂ:)r Mode] - Microsoft Bxcel EI_IQ

_.\_:ﬁ/ Home Insert Page Layout Formulas Data Review View Acrobat
|3 From Access -+ &y N A |G] connections || K Clear B |5 Data validation ~ *lg ¢'dr L,"d' #Z
|- From Web i = I'@ % Properties 2l . ?‘ ¢Rea|J|JI E [Fa Consolidate L L Iﬂ =z
>F From Other Existin_g Refresh . o Al Sort Filter 7 Textto  Remove . Group Ungroup Subtotal
' |25 From Text Sources~ | Connections All= == Edit Links 7 Advanced || Columns Duplicates LL’? What-If Analysis - -
Get External Data Connections Sort&ﬂ;er Data Tools Cutline £l
Al 2 fe | Ccrmpan\ur b3
[ A
1 |Com| ~ ITitle |_| Cust|_| Addr|_| City |_| Statd_| Cour{_| Regll_| Funri_| Dem|_| Bu9|l_| Cust|_| Startl_| T|me|_| Dura|_| Dem|_| Ch a|:|_| Appd_| Accd_| Accd_| 9=
2 | DIATEC Director Miguel I Paragu: Capital Buenos AR 1-Qualif1E -Vu HCIS  OLD  11/25/2110:00:0115 minu RMNPACS and Confirm luciano. Luciano ..
3 |St. Mar Adminis Patti N2 1300 Mi Troy MY us USC 1-Qualif2C - CaHCIS OLD  11/25/2110:00:0115 minute(s) Confirm david.cl: DAVID 1.
4 MIT na na na na us na 1-Qualif1C - RAHCIS  NEW  11/29/211:00:00 60 minute(s)  Bob Ma Confirm bob.maiBob Ma (
5 |St. Ros Dr. weisner na na MV us na 1-Qualif RAD PrHCIS  NEW  11/28/213:00:00 15 minute(s) Confirm stuart.vr STUAR (
6 |RadioloiDr. Kraushz na na na CA 1-Qualif 1B - RAHCIS  NEW  11/28/213:00:00 30 minute(s) Confirm randy.rc Randy F(
7 |NM Medical Rahil Skna INDIA INDIA 1-Qualif RAD PrHCIS  NEW  11/28/213:15:00 45 minute(s) Confirm marylou Marylou !
8 |na Dr. Dr. And na na MJ us 1-Qualif 2B - RAHCIS  NEW  11/28/211:00:00 30 minu Customer stopp Confirm joseph.1 JOSEPI (
9 |Rome N Director Sharon 1500 N Rome NY us USC 1-Qualif 3C-RAHCIS OLD  11/28/2110:30:01 30 minute(s) Confirm david.cl: DAVID 1
10 |United I Preside Nasser 1762 W Los AncCA us USC 1-Qualif2D -RAHCIS OLD  11/28/2111:30:01 30 minute(s) Confirm valerie.r VALERI (
11 |Kaiser F Director John Ec 4460 Hz Pleasar CA us USC 1-Qualif RAD PrHCIS OLD  11/28/2112:30:01 30 minute(s) Confirm robert.a Robert 4 (
12 |Tufts  Dr. Ward na na na us na 1-Qualif 1C - RAHCIS  NEW  11/28/212:00:00 30 minute(s) Confirm michael Michael (
13 |Albert Grabb  Albert CNA NA USA 1-Qualif RAD PrHCIS  NEW  11/28/212:00:00 60 minute(s) Confirm marylou Marylou !
14 |Brisban Chief HcJohn McLVL 6 8 BRISBAQLD AU Asia  1-Qualif 1D - RAHCIS  NEW  11/29/2110:00:0160 minute(s)  Heather Confirm daniel.d Daniel L[
15 |na na Jack Bena na na Africa na 1-Qualif 4A - DR¥-Ray SNEW  11/28/214:30:00 30 minuRequested by Vi Confirm cathleer Cathy E (
16 |na na Jack Bena na Africa 1-Qualif 10 - DR.X-Ray SNEW  11/28/214:00:00 15 minuWayne Elliot CE Confirm cathleer Cathy E (
17 |na na Danielle na na CA na 1-Qualif 3D - RAHCIS  NEW  11/27/212:30:00 30 minute(s) Confirm randy.rc Randy F(
18 |na na Minday na na na na 1-Qualif 3C - RAHCIS  NEW  11/27/212:30:00 30 minuDr. Walk in appt Confirm cathleer Cathy E (
19 |Preferred Imagin Rollen FNA NA USA 1-Qualif 1C - RAHCIS  NEW  11/29/2112:30:0115 minute(s) Confirm marylou Marylou !
20 'Wellspan Raon BeirNA York PA USA 1-Qualif RAD PrHCIS  NEW  11/28/211:00:00 60 minute(s) Confirmed 504717 1
21 |na Dr. Lin na na na na 1-Qualif 1B - RAHCIS  NEW  11/28/2112:00:0130 minute(s) Confirm robert.a Robert # (
22 |na EJ Solisna na na na 1-Qualif 3D - RAHCIS  NEW  11/27/213:00:00 30 minute(s) Confirm john.rad JOHN R (
23 Premier Radiolo Mr. Rob 620 Cro Tupelo MS us 1-Qualif 1A -RAHCIS  NEW  11/27/2111:45:0015 minute(s) Confirm anne.mi ANNE I
24 | Tokyo University Masaak 7-3-1 HITOKYO Tokyo  Japan Japan 1-Qualif 1A - RAHCIS  NEW  11/29/2012:15:00105 minute(s)  Shinichi Confirm kenji.tar KEMJI T <
25 Epworth Executi Allan Be 89 Bride Richmo VIC AU ASIA - 1-Qualif 1D - RAHCIS  NEW  11/27/2011:00:0160 minute(s)  Heather Confirm terry za TERRY [
26 John HUIT Garvin YVCHNR LA BROADMNSW AU ASIA 1-Qualif 1D - RAHCIS  NEW  11/29/2012:00:0190 minute(s)  Heather Confirm frank.ab Frank A [
7 |Aucklar Managir Steve W PO Box Newmarket NZ 1-Qualif 58 - DRX-Ray SNEW 11!28:’2I2 00:00 30 minu Carestr: Rob Wll Conﬁrm kay stol KAY S'I [
W Sheet1 71 4 m e I
Ready | =i jjn| = 0 +
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For Administrators and Event Managers: How to Set up Event Team Members

1. Log into the Online Demo Scheduling Tool (See instructions: “How to Log into the Online Demo Scheduling
Tool”). User name = Carestream email address, Password = Global ID.

2. Click the ‘Events’ button on the dashboard to set up team members for an event.

“Team members” constitute all people that will need to use the scheduling system to book demo
appointments for a particular trade show.

- At any time, you can click on the “Back” button, to go to the previous screen, or you can click on
“Dashboard” to take you back to the Event screen.

Dashboard

Events [2] Program Setup

ight DEAL International Inc.

3. After clicking on the “Events” button, you will be taken to the screen below. Find the Event name you need to
access and click on the “Edit” button.

Back Show Inactive Events : [
Duratian Euvents Locatian Goto Edit ‘
oz oz A e e o cosots & B

4. You are now taken to the Event Setup Screen (shown below) that displays details of your event. Click on the
“Save General Information and Setup Event Team” button on the bottom right.
Event Setup [ RSNA 2012 ]

Back General Information
Mame of event * REMA 2012 Detailed Description 2012 REMNA Event
Dashhoard Active " y

Description* RSMA Show Demo Stations Loeation = v Chicago USA
Zip City a7 Start Date = End Date *
Address | 11/25/2012 | 1172872012

A Scheduling Date * Time Zone #Dermao Station

Country

[a972012 [USiCentral | [

General Information and Setup Event Team ==




You are now in the “Event Team Members” section. Here, you will add the appropriate people to your event
as team members. However, before you do so you first need to decide on what “permission levels”
you want to give the various members of the team.

Event Setup [ RSNA 2012 ]

Back Event Team Members
Select Role . | EventManager -

Dashbhoard

State Country Region Departrment
Logout = = = =
r | | | | xr

T 50471736 MED LIS&C Sales =
T clouds MED LUSEC Vendar

r Concentrixintegratior MED USEC FParner

- ngfepmmg 145600944 hiY Us WED US&C cos
[T diana.dsa MED LIS&C Sales
m] Hubspot MED USEC Marketing
r ipadtast WED USEC Sales
[T Model Matric MED LSEC ale h

4(4f1]2 24586788310 b Page [ 1 |of7a G| Pagesize| 20 | Change tern 1 to 20 07 1564

Add User to Selected Team List S

Print Selected Members << General Information Setup Demo Station >>

Follow these steps to add event team members:

a) When granting permission, first click on the ‘All Team Members’ button (blue arrow below); then click
on the down arrow (circled in red) in the ‘Select Role’ field. This will expose the names of the different
permission types (shown adjacent to “dotted” black arrow): Event Manager, Scheduler, Sales Person,
Demo Person. Select the permission you want to grant. Permission Level definitions are shown below.

Event Manager -

III’"IIIIIII*

Select Role | Event Panager Event Manager
Scheduler
All Tearn Members i cted Team Fembers Sales Person
r WG sy Eip Demo Persan
[espinosa P [ Ll [ A"
. I MoFilter
— Upside Contains
r alidar DoesMotCantain
Starts\ith
- WiasBriankdelros
Fridsuith

Permission Levels:

- Administrator — Has the rights to create new events, grant permission levels, and add new people that are
not in the ‘Universe’. The ‘Universe’ is defined as those employees and names that are preloaded into the
system from Salesforce.com. If you cannot find a name in the system, you will need to add that person
as a new user to the Universe.

- Event Manager — Can essentially do everything Administrators can, except create new events.

- Scheduler — Can schedule demo stations for themselves and other people.

- Demo Person — Can schedule demonstrations for them only.

- Sales Person — Can schedule demo stations for themselves and view information.

- Basic Login — When a user is originally added into the system they are defaulted to ‘Basic Login’. This
role provides ‘View only’ access to the user. They cannot add, delete, or edit any information within the
system.
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b) Granting Permission to One or a Few People:
a. Inthe name field, type in part of the first or last name of the person you wish to search for.

N T . .
b. Then select the Filter icon (I— ) and select “contains” to perform the search, shown in step a
above.

If the person is in the system, you will see him/her listed (see illustration below).

Click on the white check box adjacent to the person’s name to select the person. Then click on the
Green Arrow which says ‘Add user to Selected Team List’ ( add Userto Selected Team List S—5p ).

You will see that person’s name disappear from the window below. This means they have been
added to your event at the permission level you selected.

Event Team Members

SelectRole : |Event Manager M

All Tearmn Members
(| Marme City Zip State 4
[espiness || T ( '|1 ( '|I ( '|I (
Abel Espinosa 1]
||| 4 || k| M| Page: of 1 4G Page size: |T

Add Userto Selected Team List

c. Granting Permission Level to Many People:
This can be done by clicking on the white check box before each name you want to assign that role
to. The person’s name will be highlighted in gray when selected. This process needs to be done for
each page. Make sure you scroll from top to bottom on each page.

Once all the individuals are selected for that role, click on the green arrow next to the content ‘Add
User to Selected Team List’. The people marked are removed from the ‘All Team Members’ list and
added to the permission level list you selected. Repeat the steps above on each page until you are
done.

Event Team Members

SelectRole | Scheduler -

L)l Tearn Mermbers

Department

Scroll
Bar

Adam Bernstein - Yoodbridge

MED Europe
South

MED Europe
Marth

Cos

Ita Europe Sepvices

Page

2345678910 |0 |K Page:[ 1 |of 77 [Go| Pagesize:[ 20 |[Change| Tern Lta 20 of 1524

Number -
Add Userto Selected Team List -
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d. Confirm Permission Levels:
If you want to confirm who has a certain level of permission, you can select the permission level and
then click on the ‘Selected Team Members’ tab.

If there is more than one page, you will need to review each page to see who is listed. All names are
listed alphabetically.

Permission Level

Event Setup [ RSNA 2012 ]

Back Event Team Members
Select Role |Evant hfanager

Dashhoard

elected Team Members

Region Departrnent
Logout = - - -
I 5 Al X
T so47Lm3s RED LIS&C Sales =
C clouds MED LIS&C Vendar
- Concentrixdntegrat MED IS 2C Partner
r E?ef FepeRiy 14560-0044 MY us MED US&C cos
[T diana.dsa MED US&C Sales
™ Hubspot MED UIS&C Matketing
T ipadtest MED LISEC Sales
T Model betric MED LS EC ale hd
[llaft]z 2 a567 8010 .0 0N Page:| 1 of79 |Go| Pagesizes| 20 ||Change Tterm 1to 20 of 1564

Add Userto Selected Team List WS

Print Selected Members << General Information Setup Dema Station »>
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For Administrators: How to Add a User to the Universe

1. Log into the Online Demo Scheduling Tool (See instructions: “How to Log into the Online Demo
Scheduling Tool”). User name = Carestream email address, Password = Global ID.

2. From dashboard click the Program Setup’ icon.

Dashboard

Events [2] Program Setup

CEAL International Inc. All righ

3. From the Carestream Setup section, select the ‘Team Setup’ icon.

Carestream Setup

Back Carestream Setup

Dashboard

A

N

R
Email Setup

s

Roles & Permission Setup

8l Copyright DEAL International Inc. All rights reserved. Version 1.0

4. The ‘Users’ section shows you all the users in the Carestream Universe. To add a user to the universe,
select the ‘Add New User’ button from the left navigation.

Users
Back All Users
MName Email Edit
Dashboard
[ I [ X
All Users 50471736 Jjosiah.mackenzie@ carestream.com Ef i
Abel Espinosa abel.espinosa@carestream.com lf
Add New User E
\h ABRAHAM CORRAL abraham.corral@carestream.com ::.'
Adam Bernstein adam.bernstein@carestream.com .Ef
. . . . rd
Adina Guguianu adina.guguianu@carestream.com o
ADINA MARIA CERCHEZ adinamaria.cerchez@ carestream.com .E::
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5. Fillin all the appropriate information on the ‘Add/Edit User’ form.

Back Add/Edit User

Firsthame* astMName* v Screen Name *

Dashboard
Address Line1 v Address Line2 E-mail Address * ¥
All Users
Zip/Postal Code W City ¥ State/Province
Add New User
Region Department

Loegout - -
Cell Phone IUserRoIe* g I
- - Admin [+]
Confirm Password * v I
IsActive [

Contract Details

o o

The following fields are required:
a. First Name
Last Name
Screen Name (First Name + Last Name, Title Case)
Email Address
Country
User Role — All Users are added in as ‘Basic Login’ unless identified otherwise
Password — we use our Global IDs as passwords
Confirm Password — we use our Global IDs as passwords

Te@ roao0cCT

6. When you are done, click ‘Add’. The user has now been added to the Universe.
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For Administrators: How to Create an Event

1. Log into the Online Demo Scheduling Tool (See instructions: “How to Log into the Online Demo Scheduling
Tool”). User name = Carestream email address, Password = Global ID.

2. Click the ‘Events’ button on the dashboard. At any time, you can click on the “Back” button, to go to the
previous screen, or you can click on “Dashboard” to take you back to the Event screen.

Dashboard

Events [2] Program Setup

ht DEAL Internstional Inc. All 1 ved ‘ersion 1.0

3. From the left navigation choose the ‘Create Event’ button.

Back Show Inactive Events : [
Duration Euvents Location Goto Edit
Dashhoard _ RSNA 2012 . o »
29 Nov, 2012 - 29 Nov, 2012 RSHA Show Demo Statians Chicago L154, o =
_ RSNA HCIS Solutions Lounge / Workshop . E» 1
Create Event 5 oy A= Ao AN 2 Warkshops for Existing Customers Chicago LS Goto Ll

Logout

it DEAL International Inc. & il Wersion 1.0

4. You are first taken to the ‘General Information’ section. Please complete all required fields and all additional
fields to the best of your ability. Refer to screen shot on next page.

a. Name of Event — Required. Enter the name of the event you are creating (i.e. Arab Health 2013 or
RSNA 2013). Keep it simple.

b. Active — Check this box if you want the event to be visible. If the event is in the future, leave this
unchecked until you want to make it visible in the system.

c. Description — Required. Enter a description of the event. This appears under the event title in the
main listing of events.

d. Detailed Description — Enter any additional details for this event here.

Location — Required. Enter the location of where the event is being held. (i.e. Chicago, IL or Palais
des Congres, Paris, France)

f. Start Date — Required. Enter the date in which the event begins.
g. End Date — Required. Enter the date in which the event ends.

h. Scheduled Start Date — Required. Enter the date in which you would like users to be able to begin
scheduling appointments. This date would occur before the event Start Date.
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i. #Demo Station — This field is for information only. It counts the total number of demo stations that
are created for the event.

Event Setup [ New Event ]

Back General Information
a MName of event * ¥ d Detailed Description
Libiiea b Active ] “
C Description * ¢ @ Location *
Zi Ciy - f Start Date * '« gEnd Date * v h Scheduling Start Date * '«
ip i
| 9/16/2013 | 9/16/2013 | 9/16/2013
Address - ' '
Time Zone
y (GMT-05:00) Eastern Time (S & Canada) IZ|

| #Dema Stationv

p]

Country

Save General Information and Setup Event Team >>

5. Once the general information is completed click the ‘Save General Information and Setup Event Team >>’
button.

6. You are now taken to the ‘Event Team Members’ section.

a. Find the people who will be assigned to this event by first selecting the role in which you want to
assign from the ‘Select Role’ drop down. Once the page reloads, select the names of the individuals
in the list you want to assign that role to by clicking the check box to the left of their name.

b. After you have checked the box of the individuals, click the green arrow (~ © ) that says ‘Add User
to Selected Team List'.

c. Review the individuals you have added to the role identified from the ‘Select Role’ drop down by
clicking on the ‘Selected Team Members’ tab. If you added someone by mistake select the check
box next to their name and click the green arrow that says “Move to All Team Member List”.

From here you can also print a copy of the selected members by clicking the ‘Print Selected Members’
button at the bottom.

Back Event Team Members
Use this section to define the appropriate users to your event. You will need to define what user role you will grant each person.
Begin by selecting the user role from the ‘Select Role’ drop down field in which you wantto assign users to. Next selectthe “All
Team Members' tab and search for the user(s) you wantto assign thatrole to. When you selectthe user(s) click the green arrow to
assign them the role identified in the ‘Select Role’ drop down. These users will now appear under the ‘Selected Team Members’
tab forthe identified role.Click *Setup Dremo Station’ when you are done assigning the user roles for the event.
a SelectRole | Event anager ~

Event Manager

@ scheduler @ C —tab name hidden by drop down

Sales Person _ -
] Mame Dema Person ip State Country Region Departrment
david schwitter | [ T [ "] [ X [ T
e — = = = = = =
User Sales 5
O Unlimited REBLSES Operations
Access
(] Johan Zali France
el Espinosa .
[ AbelEspi MN MEDUSRC a1
Operations
ABRAHAM L
O CorraL Jal MED LAR Sales =
L GeEe Woodbridge 6525 T United States ~ CMIUS Sales
Bernstein s
LRI ] , 2345678910 .| k| M| Page| 1l |of82|Go| Pagesizes| 20 ||Changefi1to20of1622

D Add Userto Selected Team List Ll

Print Selected Members << General Information Setup Demo Station >>
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7. When you have finished selecting all the event members, click the ‘Setup Demo Station >>‘ button at the
bottom of the ‘Event Team Members’ section.

8. In this section you will create the Demo Stations needed for your event.

a. Station Name — Required. Enter the name you want to call the demo station. Use a consistent
naming convention to organize the list (i.e. POD 1 - PACS, POD 2 - Mini-Théatre).

b. Default App. Duration — Required. Enter the length of time in which each demonstration lasts (i.e. 15
minutes, 30 minutes, etc.)

c. # Appointments — Required. Enter how many appointments can be scheduled per the length of time
you listed in “Default App Duration.”

d. Region — Enter the Region for the station, or leave blank. This is used for filtering when booking
appointments.

e. #Attendees — Required. Enter the total capacity or number of people who can physically fit in the
demo area -usually 10.

f. Demo Person Assigned — Required. Select from the drop down the person who will be doing the
demonstration for this station. The list is populated by those defined in the "'Team Members List' as
being demonstrators.

g. Type — Enter a value for the type of station this is, like RIS/PACS, MyVue, Vue Motion or Elite CR.
This is used for filtering when booking appointments.

h. Category — Enter the product category for the station like HCIS, MAMMO, X-Ray Solutions, etc. This
is used for filtering when booking appointments.

Event Setup [ RSNA 2013 ]

Back Station Details
a Station Name * @ #Attendees * v 0
|y Default App. Duration* v 0 min. f Demo Person Assigned * W | ABRAHAM CORRAL -
C #Appointments * & 0 g Type «
d Region ¥ | Category ¥

9. When you have completed the fields for the first station select the ‘Add Station’ button. You will receive a
confirmation pop up when the station is created. Click ‘Ok’ to return to the Station Details screen to add
additional stations. Each created station will appear in the table below the fields once you hit ‘Add Station’.

Event Setup [ RSNA 2013 ]

Back Station Details
Station Name * '« Area 1- RAD #A #attendees * v 10
Dashboard - ) -
Default App. Duration* v 55 min. Dema Person Assigned * v | David Altal e
#Appointments * 'V 1 Type RISIPACS
Logout - -
Region v Area Category '« HCIS
Update Station Reset Freeze Time Slot
Region Category
Areal - RAD =A RIS/PACS Areal HCIS Ef ﬁ l
Areal - RAD ZE RIS/PALCS Areal HCIS Ef ﬁ
- #C: > 3
Areal - RAD #C: RIS/PACS Areal HEIS S |

Thomason i



Unrestricted Internal Use - Carestream Health, © 2013 24

10. Repeat steps 8 and 9 until all stations have been added. If you need to edit a station, click the ‘Edit’ icon

4
(¥ ) to the right of the station name. If you need to delete a station, click the ‘Delete’ ( ﬁ) icon to the right
of the station you want to remove.

Category

Areal - RAD #A RIS/PACS

Areal - RAD =B RIS/PACS

11. Once you have added all stations needed for the event, click the ‘Freeze Time Slot’ Button.

Back Station Details

Station Name * 'V #ittendess * v 0

Dashboard o - -
Default App. Duration * v 0 min. Demo Person Assigned * |ABRAHAM CORRAL h

_ pome : e :

Logout - -
- Region Category v

12. The ‘Freeze Time Slots’ section allows you to block a single period of time (i.e 12:00 AM to 8:00 AM), where
you do not want to allow appointments to be booked. Only Administrators are allowed to book appointments
during frozen time slots. If you do not wish to freeze a time slot click ‘Finish Event Setup’.

a. Start Time — Required. Enter the time of day in which you want the freeze to begin (i.e. 12:00 AM).

b. End Time — Required. Enter the time of day in which you want the freeze to end (i.e. 8:00 AM).

c. Reason — Required. Enter a reason for why you are freezing this time slot (i.e. Show does not start
until 9:00 AM.)

d. IsActive — Required. Checking this box indicates that the time slot identified above is turned on and
only administrators can book appointments within that time slot.

Event Setup [ RSNA 2013 ]

Back Freeze Time Slot

Dashboard Freezing atime slot allows you to block a single period oftime (i.e 12:00 AM to 8:00 AM), where you do notwant to allow
appointments to be booked. Only Administrators are allowed to book appointments during frozen time slots. If you do not wish

_ ta freeze atime slot click ‘Finish Event Set Up'.

Logout

a StartTime* & (12:00 AM [c}

[p EndTime* ¥ (10:00 AM o

Do notwant to allow appointments to be booked prior to 10am.
C Reason* %
P

Save Freeze Time Slot Finish Event Setup

13. Once the fields are complete click the ‘Save Freeze Time Slot’ button. Click ‘Ok’ when you receive the
confirmation pop up window. You are now redirected to the beginning at the ‘General Information’ section.

At this point your event has been created.

d IsActive * ¥
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14. If you need to go back into your event to edit any details you can step through this process again, or you can
click on the ‘Dashboard’ button to the right and see if your event shows up in the listing.
Note: if your event is not set as ‘Active’ (from step 4) you will need to check the ‘Show Inactive Events’ box
at the top of the table.

Show Inactive Events : [

Back

Dashboard

Create Event

Logout

Duration Events Location Goto  Edit
28 Jan, 2013 -31  Arab Health 2013 . . - B 4
Jam, 2013 Arab Health Trade Center - SZR - Dubai -UAE oo EH
03 Mar, 2013 - 07 HIMSS 2013 Booth #2727, Ernest M, Morial :_e,, e
Mar, 2013 Largest Health IT Show in U.S> Convention Center, Mew Orleans. Golo Edit
08 Mar, 2013 - 10 ASMMIRT 2013 . . Y ¥4
.
Mar, 2013 Radiegraphy Cenference Tazmania, Australia Goto &
N M=r 2012 - 11 FR Tradachow 70712 =i g
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Frequently Asked Questions

Question: What to do when people can't log onto the System?

Answer:

Please contact one of the system administrators. Troubleshooting this question can only be performed by users
with Administrator level permissions. Carestream trade show managers should have this permission level.
Contact Stacy Brien (stacy.brien@carestream.com) if you need any further assistance.

If you do have the above permissions, here are instructions for troubleshooting the most common log in issues:

A. If someone cannot log onto the Online Demo-Scheduling System

First, look up the person’s external email address and Global ID and try logging on as him or her. If you are
unable to do so, use this procedure:

1. Log on to the System with your own email address and Global ID.

2. Select Program Setup

Dashboard

Events [4] Program Setup

right DEAL International Inc. All right

3. Select Team Setup

Carestream Setup

Back Carestream Setup

B
oL
L e

Team Setup Roles & Permission Setup

Email Setup
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4. Put the last name of the person you want to check (i.e., the person who can’t log into the system) in the
name field shown below.
Then click on the filter icon and select the word “contains” to search for that person.

If the person cannot be found, you know you need to add them to the database of hames in the system
(called the “Universe”). To add a person to the Universe, see Page 19, of this User Guide, “For
Administrators: How to Add a User to the Universe”.

Otherwise, proceed to Step 5 below.

Filter icon
Back All Users
Mame Email
Dashhoard
_ [hatton F
| MNoFilter
“ 504?1?36 Contains
DioesMotContain
Abel Espinosa .
m StanSWIth
ABRAHAM CORRAL Endswith
EqualTo
Logout i
q Adam Bernstein NotEqualTa
Adina Guguianu GreaterThan
LessThan
ADIMNA MARIA CERCHEZ GreaterThanOrEqualTo
Adnaan Abrahams LessThanOrEqualTo
Between
ADOLFO ROSADD NotBetween
P IsEmpty
.|4..4.23455?391n LIrIM]| NotisEmpty
IsMull

MNotlshull

5. Once the system finds the person, click on the “Edit” button to open that person’s profile.

Back All Users
Mame Ernail Edit
Dashboard - R = =
\_hatton |1| | '1'
DAVID HATTOM david hatton@carestrearm.com 7

Logout

| 4|4 ,, [ SIRN Page: |T of 1 _Go_ Page size: |T _Change Ierm 1ta lafl




6. The User’s profile screen now appears.

Ensure the following information is accurate: the User email address is correct, the User Role states
“Basic Login,” the User is listed as “Active,” and his/her Password is correct.

Remember, a person’s Global ID serves as his/her Password. Since you cannot see the Password, re-
enter the person’s Global ID in the “Password” field, and in the “Confirm Password” field.

Then click on the “Update” button to make sure the person’s User profile is updated.

Note: When an individual's User Role is “Basic Login” they merely have access to view the system.

Users

Back Add/Edit User
FirstMarme = LastMarme = v Screen Name = W
Dashhoard DAID HATTOM DI HATTOR
Address Linel W Address Line2 E-rnail Address * W

david.hatton@carestream.com

ZipiPostal Code v City W StateiProvince
2151449 FR
Region Department
MED Emerging Markets Product Line Manager
Logout
Country ™ Cell Phane UserRaole* ¥
AE - - [Basic Login hd|
Password* Confirm Password =
IsActive ¥

Contract Details

Cancel

ht DEAL International Inc. 2

7. To verify everything is working properly, log off, and then try logging back on as that User. If log on is
successful, everything is okay.
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B.

If someone can log onto the System, but cannot see the Tradeshow Event

If a person can log onto the Online Demo Scheduling System, but cannot see the Tradeshow event, this
means that the person has ‘Basic Login’ to the System and has NOT been granted any level of permissions.

This means you need to grant a permission level such as ‘Scheduler’, ‘Sales Person’ or ‘Demo Person'.

This is easy to do:

In the User’s profile screen, click on the down arrow in the User Role field and select the appropriate
permission level, then click on the ‘Update’ button to update the person’s User Role.

stk AldEdin s
FisiName ™ ¢ LastHima® Sermn Name ™ <
D0 HATTON CRAD HATTON
Addiiis Lined & Adgrpia Link] s Addita”
OpFeilsl Code « (= SlalaFrovnge «
FRagiti Do bttt
m MED Ermiing Wirkaty Panijel Line Wasages
Courty” & il Mt UsarRoie® ¥
" P Sains Farson hd
Pt * § Gorfim Paigwed* padmin
Haiic Login
LR LLTTRTTE hr.lnnv;fl
ot Ditads dehedilee
Do Prrien
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