BriefingFEdge

Subject: BriefingEdge Version 13 New Features
Outlook Integration

By enhancing BriefingEdge’s use of full Outlook Integration, managing your agendas has become
a very dynamic (real time) function. Speakers can be invited, and their responses will be
automatically interpreted and recorded by BriefingEdge.

The process starts after a visit request has been confirmed, and when you define the details of your
agenda, such as identifying topics, adjusting the times and rooms, and selecting your presenters.
Once you have completed building your agenda, your screen will look something like the sample
below:

Chicagoe Briefing Center Site nter Calendar Updaie |
Visit# | 740 vi 14123/2009 :00 pm

Information Mary ve's Bakery

Aecount Team Do not usa your Browser's Back or Forward keys.

Information Use the BriefingEdge buttons to navigate through the system.

Customer Information Change Visit Start/End Times | Maii Room Acsaned !Wellingtonf Main |

DR I | emstatus | schedule | Toplcs and Presenters

Agenda Details Tentative 9:00 am Topic: Welcome & Agenda Review  (Category: Management Overview)

Display on Agenda as: iWeIcome & Agenda Review |

CHcnnees | Sendinutation | -
— - Presenter and Title: Tony Paoclo -Minor Poohpah
Display on Agenda as: | i

Evaluation Forms

Reports Room: wellington

View/Email This

Briefing Package

Agenda Report

Meals Report

Help

Return to List |

Agenda Report |

10:00 am

Detsils
ar Presentar

[ tnelude on the
| Agenda Report

Tentative

| [Flinclude on the

Agenda Report |

Tentative

| =endinutation |

Reiriove |

| Display on Agenda as: ILunch

[ 1nelude in Evaluation

Topic: BriefingEdge Email Templates (Category: Products)

Display on Agenda as: [gyisfingEdge Email Templates

Presenter and Title: Tony Apollo -Minor Poopah

Display on Agenda as: |

Room: nemo Center

[ 1nclude in Evaluation

Meal/Break: Lunch Sse Detsils

Room: off site

Include in Eualuation

Topic: Future Technologies (60 min)  (Category: Solutions/Technologies)

Display on Agenda as: |F e Technoalogies (60 min)

Presenter and Title: Kevin Bacon -Program Manager

Display on Agenda as: |

Room: wellington

[ 1neluds in Evalustion

Agenda Report

- On the Agenda Report, I(ﬁs.piay the scheduled start time for each agenda item

When you have completed your changes (if any) to the agenda, and after you have assigned
speakers to each topic (topics are all independent of each other and may be individually scheduled
with speakers), you can begin inviting your speakers.

The buttons for each topic remain the same as the buttons from earlier versions of BriefingEdge.
You can remove any topic (or meal) by clicking on the “REMOVE” button. You can instantly confirm
the topic by clicking on the “CONFIRM” button. Or you can change the details of the topic by
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clicking on the “CHANGE DETAILS or PRESENTER” button, which you have probably already
used to adjust the times, or to select a speaker.

To invite your speaker, click on the “SEND INVITATION” button. This gets the integration process

started.

e, et

10:00 am

Tentative

1:00 pm

Send Invitation. |

Outlook Integration is initiated
when you click this button to invite

the speaker.....

BriefingEdge will now display the e-mail
message that will be sent to your
speaker. You have the option to modify
the text of the message, or to leave it
intact. Changing the text is entirely
optional, and can be a powerful
communication tool to your speakers, as
in adding “This customer has personally
asked that you make this presentation
because they heard that you were best
prepared to answer any questions.”

Once the message is ready to go, simply
click on the “SEND INVITATION” button.
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Topic: BriefingEdge Email Templates
to Display on Agenda as:

(Category: Products)
|BrieﬁngEdge Email Templates |

Presenter and Title: Tony Apollo -Minor Poopah
Display on Agenda as: | |

Room: pemo Center

Include in Evaluation

The following invitation will be sent to the speaker.
You can modify the message here, before sending i

To: R PR EE e PR
Subject: (740-1525-1) You are invited to speak ata Brieﬁng with Mary
& Dave's Bakery

hdegwga You have been invited to participate in a
Briefing with Maryv & Dave's Bakery on 11/23/2003
starting at 10:00 am and lasting until 1:00 pm.
The topic is PRODUCTS - BRIEFINGEDGE EMAIL
TEMPLATES .

>

Pccepting thi=z Appointment will update your i
Fersonal Calendar.

Click this link to wiew the details on this
Vi1sic:
http://www.briefingedge.net/BriefingEdge/rpt— e

Send Invitation

When you have finished modifying your e-mail
message (OR, if no changes are necessary),
click on the "SEND" button.
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On the presenter’s side, they will receive an e-mail invitation similar to the example below,

which

requires that they click on one of the four possible responses in the upper left portion of the
message. The message will also contain the text (standard or modified) that you saw displayed on

your screen prior to actually being sent.

I.f":“\l k| *? & @ % |5 (740-1525-1) You are invited to speak at a Brief. M= B X
e, = -
— Meeting | Add-Ins @
E % Replhy [*3 Move to Folder ~ g =] B 2
.::% Rephy to All Calendar
Accept Tentative Decline  Propose = Delete Categonze Follow Mark as Find
Mew Time = a‘a\; Forward 2] Other Actions ~ - Up~ Unread ¥
Respond 1 Actions Options
Please respond.
Conflicts with another appointment on your Calendar.
From: =i R L Sent: Wed 11/4,/2008 12:35 PM
Required: JT——
Optional:
Subject: [740-1525-1) You are invited to speak at a Briefing with Mary & Dave's Bakery
Locatiom Demo Center
Wher: Monday, November 23, 2009 11:00 AM-2:00 PM.
Description:
You have been invited to participate in a Briefing with Mary & Dave's Bakery on 11/23/2009 starting at —
10:00 am and lasting until 1:00 pm.
The topic is PRODUCTS - BRIEFINGEDGE EMAIL TEMPLATES.
Accepting this Appointment will update your Personal Calendar.
Click this link to view the details on this visit:
http:/fwww.briefineedee.net/BriefingEdee /rpt-accountmanagerdetail.asp?i=123456787
FromEmail=T&Client=US Tech(beta v13)&KeviD=740&speakerid=78&BriefingOrEvent=B
-
After you have sent the invitation, you : p
i i to Invitation
will next notice the change to the left W s oo P
banner of the topic in your agenda. The ol '
background has changed to a darker Display on Agenda as
ellow and a different set of buttons will — " 10:00 am
y . ‘SBend Cancellation | to Presenter and Titlez
appear. The darker color will also s 1:00 pm Display on Agenda as

indicate that an invitation has been sent,
displays the date it was sent, and that
you are now waiting for a response from
the speaker.

Include on the

Agenda Report [¥] tnelude in Evalustion

Rool

BriefingEdge Version 13 - Outlook Integration Page 3



When the speaker receives your invitation, they have one of 4 choices:

1. ACCEPT the invitation:

The speaker is available and will
be able to speak, so they need
only click on the “Accept” icon
at the top of their invitation
(Circled).

*Important* - When a speaker
accepts an invitation, an entry is
automatically posted in their
Personal Calendar for that date
and time slot.

2. DECLINE the invitation:

The speaker is NOT available
and will be unable to speak, so
they need only click on the
“Decline” icon at the top of their
invitation (Circled).

I@E |9 & + % )+ (740-1525-1) You are invited to speak at a Brief. M= B X
Ll

Meeting Add-Ins @
v/ @ X % Reply x 3 Move to Folder ~ = v » oy
g . - == e
L:§ Reply to All Q Calendar
Accept jve Decline Propose Delete Categorize Follow Markas | Find
Mew Time ~ | &5 Forward (2] Other Actions ~ - Up~ Unread -
Respond Acticns Options

Please respond.

Caonflicts with another appoint on your Calendar,

From: e gt fea Sent: Wed 11/4/2009 12:35 PM
Required: e . s
Optional:

Subject: (740-1525-1} You are invited to speak at a Eri with Mary & Dave's Bakery

Location:  Demo Center \
When: Monday, November 23, 2009 11:00 AM-2:00 PM.

Description:
You have been invited to participate in a Briefing with Mary & Dave's Bakery on 11/23/2009 starting at bt
10:00 am and lasting until 1:00 pm.
The topic is PRODUCTS - BRIEFINGEDGE EMAIL TEMPLATES.
Accepting this Appointment will update your Personal Calendar.
Click this link to view the details on this visit:
http://www.briefingedge.net/BriefingEdge/rpt-accountmanagerdetail.asp?i=123456787
FromEmail=T&Client=US Tech{beta v13)&KeylD=7408&speakerid=78&BriefingOrEvent=B
-

i’i;‘?g) || & & % )5 (740-1525-1) You are invited to speak at a Brief. .M~ B X

Meeting | Add-Ins @

s ?

Accept Tentati

X

Decline

3 Reply 3 Move to Folder ~ = P! #
B x - U2
opose

L:% Reply to All Q Calendar
Delete Categorize Follow Markas | Find

ime - | b5 Forward #] Other Actions = A Up~ Unread 5
Actions Cptions

Please respond.
Conflicts with another appaintment on your Cafen
From: e i
Required: R
Optional:
Subject: (740-1525-1]} You are invited to speak at a Briefing with Mary & Dge's Bakery

Location:  Demo Center \
‘When: Monday, November 23, 2009 11:00 AM-2:00 PM.

Sent: Wed 11/4/200912:35 PM

Description:
You have been invited to participate in a Briefing with Mary & Dave's Bakery on 11/23/2009 starting at bzt
10:00 am and lasting until 1:00 pm.
The topic is PRODUCTS - BRIEFINGEDGE EMAIL TEMPLATES.
Accepting this Appointment will update your Personal Calendar.
Click this link to view the details on this visit:
http://www.briefingedge.net/BriefingEdge/rpt-accountmanagerdetail.asp?i=123456787
FromEmail=T&Client=US Tech{beta v13)&KeylD=7408&speakerid=78&BriefingOrEvent=B
-
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3. Accept the invitation
TENTATIVELY:

The speaker is available and will
be able to speak, BUT there are
certain conditions they need to tell
you about, such as “I can speak if
you can push it back by one hour”.
They can click on the “Tentative”
icon at the top of their invitation
(Circled), and an additional
message screen will pop up for
them where they can enter their
comments

| U 4 % |5 (740-1525-1) You are invited to speak at a Brief.. M. B X

Meeting |  Add-lns (7]

‘ ¢ 2\ % i Reply x [} MovetoFolder~ [ ] Y 3 "
- =8 Reply to All {3 Calendar e
Accept\JTentative Decline  Propose Delete Categorize Follow Mark as Find
| Mew Time ~ | a Forward 2] Other Actions = i Up~ Unread -
1l s d Actions O_ptlons |

Please respond.

Conflicts with another appointment on alendar.

From: e s Tae i Sent: 'Wed 11/4/2009 12:35 PM
Required: (s as
Qptional:
Subject:

(740-1525-1) You are invited to speak at a Briefing witf™ary & Dave's Bakery

..

You have been invited to participate in a Briefing with Mary & Dave's Bakery on 11/23/2009 starting at
10:00 am and lasting until 1:00 pm.

Location:  Dlemo Center
‘When: Monday, Movember 23, 2009 11:00 AM-2:00 PM.
Description:

1

3

The topic is PRODUCTS - BRIEFINGEDGE EMAIL TEMPLATES.
Accepting this Appointment will update your Personal Calendar.
Click this link to view the details on this visit:

http://www.briefingedge.net/BriefingEdge/rpt-accountmanagerdetail.asp?i=123456787
FromEmail=T&Client=US Tech{beta v13)&KeylD=740&speakerid=78&BriefingOrEvent=B

<

On your BriefingEdge agenda, you will know which of the four choices the speaker made.
BriefingEdge reads and interprets the speaker’s response and changes the left banner section of

your agenda item appropriately.

1. Speaker has “ACCEPTED™:

The banner will have turned to
green, and will be labeled
“Confirmed”.

L
Tazghien o Bagreeis
5 AT e
— s Prenentar snk T
| Send Cancellation g ST Cergibiy s Supprviafii

W ey ass gy

L g

2. Speaker has “DECLINED™:

The banner background is
displayed as dark red, and will
indicate “Speaker Declined”.
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Speaker Declined

| Remove




You will notice in each of the four response types, BriefingEdge now presents you with the
ability to review the history of responses for each agenda item by simply clicking on those
words in the left banner for that agenda item. When you click on “Response history”, a pop-up
will display the history, as in the following sample:

All Responses for this Agenda ltem

Date LEEENEE Presenter Message included in response

Response

11/472009 3:04 pm Accepted Apollo Tomy

When you have finished reading, simply click on the “CLOSE" button.
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3. Speaker has “TENTATIVELY
ACCEPTED”: [ Resend Invitation

The background displays in a pale [ Send Cancllation

purple color, which indjcates that Im
the speaker has tentatively

accepted, but has also sent you [ Confirm
comments. You can view those
comments by clicking on the
words “Presenter’'s message”

The exact text the presenter entered will be displayed along with the date and time:

Presenter's Last Response to an Invitation for this Agenda Item

Presenter's ; ;
Date Re Presenter Message included in response
117772009 7:51 pm Tentative  Apollo, |would love to speak at this hriefing but onby if you could move my

Tomy talk back by an hour from 2:00 pm unti, 3:00 pm.

When you have finished reading, simply click on the “CLOSE” button.

4. Speaker has “PROPOSED a
NEW TIME™:

| Resend Invitation

Your agenda item’s banner will o e e
look identical to that of a
“Tentatively Accepted”
response (see above), with two -
exceptions: The first is that the I SR
words “Presenters message”
DO NOT appear. Secondly the
presenter’s response is in the
form of having changed the time
allocated to this agenda item, to the speaker’s proposed new time. Of course, you may now
have to rearrange other portions of your agenda to accommodate this proposed new time.

| Decdlined by Presenter |
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