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Subject: BriefingEdge Version 13.1 New Features

Managing Reason for Briefing questions — Why would you use this feature

In a multi-site environment, there are many instances where the questions asked in the briefing
request form are not applicable to all sites. You may need to ask one series of questions in an
executive briefing center and ask different questions in a technical design center.
BriefingEdge now lets you define different questions for each site based on the needs and the
type of visits you host.

In previous versions of BriefingEdge, you had to initially provide BriefingEdge customer
service with the "REASON FOR BRIEFING" questions as our technical team builds or updates
your web site. With version 13.x, you have direct control over those questions including adding
new questions, rewording old ones, removing them, and changing the order in which they are
displayed. You would change

You will next be asked to specify which of your briefing centers (sites) is to be changed. This is
also a change from older BriefingEdge versions, since now each briefing center can ask its
own, unique, questions. From the drop-down list of briefing centers, click on the appropriate site
location, then click on the "Search" button.

Access/Update the Reason For Briefing Questions

Please define your search criteria:

Active Status: & Active (O Inactive O Either
[ Search ] [ Clear]
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What you will next see is a very complex screen which gives you the flexibility to modify and
organize your questions. So let's break it down into its components.

There are three primary fields on this screen:
(1) the question as it is to appear on the screen,
(2) supporting text hints for the question, and
(3) whether or not the question needs to be answered (mandatory) or not (optional).

They are actually displayed in the reverse order than | have just described as shown below.
The arrows (and descriptions) shown where the corresponding fields are shown on the visit
request "Reason for Briefing" screen.
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The left side of the screen shows the Display Order (see "Display Order" discussion above), and
has a remove button. The remove button will remove the entire line, and correspondingly, that
entire question. Please use the remove button sparingly since it may alter later results. The

display order field will determine the order in which the questions are asked, lower numbers
before higher.

Similar to other
display orders,

wvou can specify
(numerically)
how wvou want

the questions to
appear on the

screen

Display
Order

\You can remove the question
and the rest of the line by

clicking on this button.

On the right side of the screen, you will see a "Last Updated" column showing you the date and
time when you last changed this question.

You will know exactly when this Last
question was last modified

Updated R

1/19/2010
8:37:01 AM

1/19/2010
8:37:01 AM

1/19/2010
8:37:01 AM
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Also (and finally) on the right side of the screen, you will see a "Usage Count" column with an
appropriate entry for each question. This column tells you how many visits at your site have
already stored an answer to that question. This is important in that if you change the actual
guestion after 50 briefings were submitted under the “old” question, the data may no longer be

valid since BriefingEdge doesn’t remove the old questions whenever you modify the text.

Usage Count permits you to know how many
"answers" to the question are already being
stored on your web site. If you significantly
change that question, the stored answers may
no longer apply, but will still show up.

* Usage Count is the number of requested visits and upcoming tentative/confirmed visits

that currently have responses stored for that specific REASON FOR BRIEFING question.
If the count is not zero for a particular question, and you change the text on that question,
be aware that the existing responses for that question will now display under the new text.

Managing Reason for Briefing questions — What else is affected

Besides the screens that may have different questions from one site to another, the Briefing

Package report will display the questions from that site along with whatever answers were
supplied.
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