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2024 DISTRIBUTOR ONE-ON-ONE 

SELECTING & RANKING SUPPLIER GUIDE 

Using MeetMax Scheduling Website 



2 
 

Company designated contact should 

have received an invitation email to 

access the MeetMax scheduling site 

for HDAW ‘24.  
 

STEP 1  
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• Confirm or edit Company name. 

• Enter number of meeting teams (This is 

not the number of attendees but the 

number of distinct company schedules)  

• Confirm or edit contact details  

• Create a user-generated username. 

• New for 2024, no need to create a 

password. After account is confirmed, 

MeetMax will send a confirmation email 

with a one-click log-in button. 

• Click “Save” at the bottom 

STEP 2 

 

 
 

After clicking “Complete Profile” you will be taken to the 

MeetMax “Company Details” page.  
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Confirmation Email  

Retain to Re-access MeetMax 

New for 2024, no need to create a password. 

After account is confirmed, MeetMax will 

send a confirmation email with a one-click 

log-in button. 

• Retain this email to re-access MeetMax 

• Or this email can be shared with other 

colleagues to access your company’s 

MeetMax account. 
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STEP 3 
 

 

“Company 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 ”Select Companies” under the 

Manage Meetings 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.  

(Clicking on a company name will display profile information) 
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STEP 5 
 

 

Click on “Request” next to the vendor if you’d like to meet with 

that company. 

 

Once a company is selected, the action column will change 

language to “Cancel Request”.  

 

If you’d like to Opt-Out of meeting with a company, 

click on the drop-down next to “Request” and select 

“Opt-Out”. 
Opt-Out is an anonymous feature that instructs MeetMax to block a meeting being 

created between those two companies. Limit of 3 opt-out’s.   
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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:

 

 

 

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.  

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. 
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EDIT RANKINGS 

 

 

 

 

ONCE FINISHED, THERE IS NO “SUBMIT” BUTTON.  

SELECTIONS ARE AUTOMATICALLY SAVED.  

YOU MAY TAKE A SCREEN SHOT OF YOUR SELECTIONS. 

 

 

 

 

To remove a company from your rankings, click “Cancel Request” 

next to their name in the Action column. 
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HDAW ’24 One-on-One Process 

More details at www.hdaw.org/1-on-1-meetings. 

One-on-One Support: Ashlie.vesper@autocare.org or leah.jones@autocare.org 

HDAW ’24 Registration Support: 708-226-1300 or email info@hdaw.org. 
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