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A C C e S S #A Home Q, Search X Messages & Schedule A Account

You should have received an email from the
platform, with the subject line ‘—

)

This contains a link, click it to gain immediate Online meeting scheduler

access to your online account.

0 Meetings awaiting 0 Outgoing meetings awaiting response 0 Meetings
your response confirmed

You should see this on your screen »

More More More

If instead you see this
- click the button ‘REQUEST ACCESS’ and
enter your email address to receive a new
access link

» REQUEST ACCESS!

If you can see this, you are logged owt. For instant fogin, ciick the

above buffon and enter your email address.

Molly Newman X Logout



Profile Update: Company

1. Go to the Account link in the top menu bar:

Q, SEARCH & MESSAGES & SCHEDULE

A ACCOUNT

2. Click the Edit link at 3. Enter profile
the left of the page to information, then Save

update your company

prOfIle: Edit profile Add/change logo

Account Organization name  SummitCo, Inc.

@® Preview Country v

# Edit SummitCo, Inc. Company Profle B Z iZ i= 7 2 @

2 Edit Robin Banks

Make sure you click before leaving the Edit profile area.

4. Add your company logo.

Click Add/change logo then drag/drop a
.png or .jpg image file of less than 2Mb

Edit profile | Add/change logo

Drag your logo image file from
a folder on your computer into
the box below. Or, click on the
blue area to browse and import
your image.

Crop image here to
upload




Profile Update: Personal

5. Click the Edit link at the 6. Check your personal details and update if 7. Add your portrait photo. Click
left of the page to update needed. If you prefer to use password Add/change image then drag/drop a
your personal profile: access, add an 8 character password to .png or .jpg photo file of less than 2Mb
both password fields
Accuunt Edit profile Addfchange portrait image Edit prc-'”e Add_."change pcr‘“'an image
@ Preview _
Email | ro@example.com Drag your porirait image Tfile
# Edit SummitCo, Inc. from a folder on your computer
Password into the box below. Or, click on
A Edit Robin Banks the blue area to browse and
Password again impaort your image.

To change the password, enter a new one in both the above fields

First name  Robin i
Drop image here to

upload
Last name Banks

Job title CEO

Make sure you click before leaving the Edit profile area.



Set Your Availability

1. Go to the Schedule link in the top menu bar:

Q, SEARCH i MESSAGES # SCHEDULE A ACCOUNT

Thursday
SR 4 31 0ctover 2024 P GMT (EuropefLDhggﬁ]ll E‘F.f?ia (Asia/Shanghai)
Availability My Itinerary Sessions
2. Select‘Day’
Month
0830
SESSIONS BY
TYPE
3. Toggle the green slider B sessions 1 99:00
on any time slot to make it | |
unavailable for meetings = Addlo 09:20
calendar
a Printable
" Itinerary 10:00
10:30




Find Meeting Partners and Book Meetings

1. Go to the Search in the top menu bar. You will find all organizations and attendees listed here:

Q SEARCH i MESSAGES # SCHEDULE A ACCOUNT

2. Use the filters at the left and the text search field at the top to 3. Click the arrow next to the company
look for potential business targets name to view their full profile.
|~ Acme Consulting LLP =
//// Lorem ipsum dolor sit amet, consectetur adipiscing elit. Suspendisse augue enim,
o —— pretium facilisis purus sed, dapibus fringilla nisl. Suspendisse non mollis augue.
Groups 5 1 4/5/5/},5/% 10 91resultsfound | Order alphabetically - :Lasi?;tg ag Ep;l ::zrll:tt?ii.clir; uhicer:bitasse platea dictumst. Etiam metus quam, placerat
A Dém/eConsulting LLP = —_—
Delegates

) . R ) . . o https:/ffexample.com
) ) Lorem ipsum dolor sit amet, consectetur adipiscing elit. Suspendisse augue enim, pretium facilisis purus sed,
» Presenting Companies & i e Frim il il S Ao e e e e e D s o e e Tt e T e T b T bt
Sponsors E&iE 2wl & ZEh

Service Providers & Book meeting Representative 1 & Book meeting

Representative 1
Test Marketing Director ™ Send message Marketing Director = Send message
A Bookmark ~ M Bookmark ~

Company Type

» .

Development Stage



Book Meetings

1. Click the ‘Book meeting’ button 2. Select a meeting time. Only 3. Add a message to explain
next to the person you want to meet. the green slots are available to why you want to meet, then
both you and the other person. click ‘Yes’.

An email will be sent to the other

_ _ _ person with your message, asking
v Acme Consulting LLP = Click on a green meeting slot to request a meeting them to respond.
I__Drle.rj ipsum dolor sit gmetfonsectgtur adipiscinlg elit. Suspepdisse augue enim, pretium 28 Nov
e o o 10:20 66 meeting places available
Representative 1 | ] 10:40 I 66 meeting places available I Sen 3 mecasge 1 everyone ationding e mesting 2
Marketing Director 11:00 66 meeting places available e you sure you wish o request this meeting?
11:20 66 meeting places available
11:40 66 meeting places available
12:00 66 meeting places available
12:20 66 meseting places available
12:40 66 meeting places available
14:00 66 meeting places available




Manage Meetings - 1

1. Your incoming meeting requests are listed on the Home page

Q SEARCH i MESSAGES # SCHEDULE A ACCOUNT

2. Click ‘More’ to view the profiles of your requestors

3 Meetings awaiting 1 Outgoing meetings awaiting response 0 Meetings
your response confirmed

Dr Jo Bangels (Acme Oncology, Inc.) on & Oct at Mr Pablo Gonzalez (Gorgeous Generics) on 8 Oct at More

15:20 16:00

Dr Lorenzo Ferrari (Super Biologics) on 8 Oct at More

14:40

IMs Geeta Patel (Dynamic Drugs) on 8 Oct at 14:00



Manage Meetings - 2

3. Click ‘Respond’ beneath the name
of each requestor to confirm or
decline their request.

+ Acme Oncology, Inc.

The Acme of Oncelogy drug development companies. We are now offering our lead

Arar Far madnerchin AT 420 ic 2 emmall melacile Arie Racad A A rremieten

& Book meeting

Q Mr Wei Li
-i Chief Executive Officer

& Send message

M Bookmark ~

Dr Jo Bangels # Book meeting

Chief Scientific Officer = Send message

Dr Jo Bangels has requested a meeting with you on & Oct, at 15
+ Dynamic Drugs @
»’

The first line of each profile appears on the search page. Click More to view the full profile. ..

M Bookmark ~

Ms Geeta Patel

& Book meeting

Chief Executive Officer & Send message

M Bookmark ~

Ms Geeta Patel has requested a meeting with you on 8 Oct, at 14:00 Respond



Manage Meetings - 2

4. Select your response from the console tabs. Be sure to click the button to complete the action.

Chat Participants (1)
e Meeting with Representative 1
All meetings e o e
Pending ] ) ) Hoping to meet with you and discuss our
.;Gn-“-mjed v comm colssgnss e Ressan £ Rescieduie X Bede 'at';‘ ?”“‘a“”es } You can send a private
Cancelled Message |[Optional message message via the Chat
i Y, panel without changing the
You can add a message to . status of the meeting
your response. Thiswillbe | II / request
included in an email to /
yOU r meeti ng pa rtner. Time: MNov 20 From 10:00 until 10:30 America/New_York /
Your starttime: ®  Nov 20, 3:00 PM - 3:30 PM Europe/London //
Booked by: Representative 1 from Chemicals Construction ///
Attendee: REDTESEI’ITEUVE 1 from Able Automotive -
Meeting Place:  (Pending Type a message
Ed




Personal Itinerary

1. Go to the Schedule link in the top menu bar:

Q, SEARCH

i MESSAGES

@ SCHEDULE

L ACCOUNT

2. Select My ltinerary

3. Follow the links at the left to
download your Itinerary as a
PDF and/or integrate it into
your Outlook calendar.

)

——)

8 Oct

© 1420-14:40
Table 1

@ cConfirmed 3

© 1440-1500

Table 1
. Addto
calendar
® 1520-1540
Frintable Table 1
ltinerary

Dr Jo Bangels
Acme Oncology, Inc.

Also attending
Mr Wei Li Acme Oncology, Inc.

Mr Fred Fredrickson
e-Commerce International

Also attending
MrwWei Li Acme Oncology, he.

Ms Penny Plimsoll
NewBio Co

Also attending
MrwWei Li Acme Oncology, Inc.



Send Private Messages

You can send an email message to any other attendee. On the Search page, click their Message button then
type in your message.

The other attendee will receive your message within an email. This email will not reveal your contact details
unless you include these in the message.

~ TECh no Iogy I nstltute 3| + Start a new chat... Meeting: Representative 1 (Acme Consulting LLP)

Search for an attendee 09:00 20 Nov 2024

Chat Participants (1)

= : Representative 1 37 15 Aug 202
#m Book meeting P 01:37 15 Aug 2024

& Send message

Representative 1
Hello - before responding to your kind meeting reques. .. ) -
Representative 1 12:06 13 Aug 2024

Business Development Director Hoping to meet and discuss our new initiative

Meeting: Representative 1 (Acme
Consulting LLP) _ | 01:36 15Aug 2024
Thank you for your meeting request - | have accepted it via the platform
resentative 1 01:36 15 Aug 2024
Thank you for your meeting request - | have accepted.

AH




ENDS
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