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Using MeetMax Scheduling Website 
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Company designated contact should 
have received an invitation email to 
access the MeetMax scheduling site.  
 

STEP 1 
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Enter the following: 

• Company information 
• Number of Meeting Teams 
• Company contact details  
• Create user-generated username 

and password to access MeetMax. 
• Click “Save” at the bottom 

STEP 2 
 

After clicking “Confirm Account” you will be taken to the 
MeetMax “Account Details” page.  
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STEP 3  
“1-On-1” Availability tab allows you to de-select any time slots 
that your company will not be available for a one-on-one meeting. 
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STEP 4 
 

On the “Meeting Requests” tab there are a set of instructions 
noted at the top to help guide you through the process of 
selecting/ranking your preferred vendor companies. 

 
Review the list of vendor companies.  

  
 

Click on a company name for additional  
information. 
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STEP 5 
 
Click on “Request” next to the vendor. 

 
 

 

A new window will appear and 
ask if the action is “Meeting Request”  
or “Meeting Opt-Out”. Select your 
preference and click “Submit”. 
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STEP 6 
 
 
 
 

 

 

 

Once Requests/Opt-Outs have been added, a “Rank Requests” 
button will appear at the top of the list of vendor company 
names. Click “Rank Requests” to begin arranging your selected 
vendors in numerical order.  
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Step 7 
 
 
 
 

                                On the “Rank” tab: 

 
 
 

 

 

 

ONCE FINISHED, THERE IS NO “SUBMIT” BUTTON.  
SELECTIONS ARE AUTOMATICALLY SAVED.  

YOU MAY TAKE A SCREEN SHOT OF YOUR SELECTIONS. 

To change the rank of a company, either: 

- Click in the ranking box and type in the new number 

Or   - Simply drag and drop the company name to its preferred order. 

Note: For a company designated “Opt-Out”, that company will be in dark 
grey and cannot be dragged nor can you type in the ranking box.  
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EDIT RANKINGS 
 
 
 
 

 
 

To remove a company from your rankings, click “Cancel Request” 
next to their name in the Action column. 

  

 

To change a company from request to opt-out or vice versa, click 
“Change Request Status” from the drop down in Action: 
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