HOW TO REQUEST A NEW MEETING OR &%
ACCEPT A MEETING REQUEST Hnnwm

Heavy Duty Aftermarket Week '23
*New Optional Time Slots Now Available
Thursday 1:45pm — 4:20pm

Navigate to “1-on-1 Availability” in MeetMax to Activate
(This is optional)

Requesting a New Meeting:

Review “Your Schedule” in MeeMax to AFEVINE, IA

identify any remaining available time slots. _

Navigate to “Manage Meetings” sub-tab under “Manage
Meetings” tab.

Above the list of companies,
locate the filter and choose ! e =]

“Open Timeslot” from the drop
down.

Registered
Bookmarked
Supplier Open Timeslot




12:00 PM-12:40 PM email noti

01:00 PM-01:40 PM

In the “equals to” field, select your . .....coowmmpue ™™= B i

available timeslot from the drop il
d own ] . N:::‘D?) AM-11:40 AM l
View the companies below that are available SR

during this time slot and click “Request” from the
“Action” column of your preferred company.

e A pop-up window will appear. Adding a S
message is optional. Next, click “Submit” J-

New Meeting Request (Your action required) o nbex x

e An email notification will be sentto e

me

th e ta rg et co m pa n y ’ s p ri m a ry ::E:::::n invited ti::ieé:z ;; 2020 AWDA Virtual Conference - please respond immediately.
contact of this meeting request. - 8 e

o If request is approved, MeetMax will allow them to choose
a mutually available time slot, if one exists, and then they
can confirm the meeting.



¢ If no mutual timeslot exists, company can still send
message to the company that requested the meeting.

Meeting Confirmed

e Companies will receive notification . Y

@] To © Leah Jones; ® Leah Jones

- -
of co n fl rm e d m eet I n (@ If there are problems with how this message is displayed, click here to view it in a web browser.
g - eeting-GezZics
1

Meeting with: TEST
‘When: Wed, Nov 18

Time: 3:00-03:40 PM
Venue: Virtual (EDT)
Message: Hey looking forward

To access the Meeting Planner please click here

Guide to Understanding the “Action” Column

Click “Request” if you would like to request
a new meeting with this company.

1 Requestw

Jan 17 11:20 AM » H-Hﬂ_ﬂ_x This indicates you have an existing meeting

- with this company, and this is the
date/time of that meeting.

w This likely means you have a pending
inbound request for a meeting from this
i Requestw .

company. Go to “Received Requests” to
i} Requestw accept this meeting if interested.
% Cancel Requestw This company was in your original list of

selected & ranked companies, but a
meeting was not scheduled. The system
still presents an outbound request to that
company. If you no longer wish to schedule
a meeting with this company, click “Cancel
Request”



y Manage Meetings ~ Youl

Manage Meetings

Received Requests

Navigate to “Received Requests”

Any Pending Requests will be noted a the top of the page.

Pending

Requested: 9 days ago v

_ R

Requested: 8 days ago

Click “Accept” if you would like to schedule a meeting with

this company.



