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Welcome

Vistacom is committed to providing best-
in-class customer service. That's why we
created VistaCare™.

VistaCare represents our company- This guide will teach you the basics of
wide mission to deliver best-in-class using Vistacom's Online Command
products, tools, and velvet glove Center to manage your projects, and
treatment from the very first business help you make the most of ARS with
contact to post-meeting servicing. this easy to use, time saving tool.

How likely would you be to
recommend this event to a colleague?
(1=notat all likely, 5 = very likely)

1 Notatalikely

5 VeryUikely
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Introduction

A convenient method for managing event
details and communicating with Account
Executives and System Specialists

With the VistaCare Online Command Center (OCC), Client Project Managers can
assign the role of Project Manager, On-site Coordinator, and Speaker to users.
There are certain tasks that need to be completed during the three phases of
audience response (pre-production, the event itself, and post-production). This
guide will walk you through how to complete each of them.

pr=r—
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we put it al tog

It's not just the hardware, it's the hard work.
And all the experience.
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logging in

1. Go to www.Vistacomusa.com

2. Click on the Client Login button on the Home Page

3. Enter Username and Password

In order to access the Online Command Center, you
must have a VistaCare Username and Password. If
these have not been provided to you prior to
receiving this document, contact your Vistacom
Account Executive to have an account created for

you

@ vistaom

PRESENT
IN THE MOMENT
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Graphic: Figure 1:
Log in to the Online
Command Center at
VistacomUSA.com
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getting started

Upon logging in, you will be taken to the Main Menu.
Here you will have access to three Quick Tabs:
Upcoming Events, Personal To-Do List, and
Completed Event Reports. These are the most
commonly used features of the OCC— allowing users
to update event information, mark tasks as complete,
and access reports. Additional functions are available
on the left side navigation bar of the OCC.

Parsonal 00 et Compluted Evart Ragers )

om

Tims koo no porticipans
Main Menu

Upcaming Events Graphic: Figure 1:

Main Menu screen

1 Eventis)found
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the upcoming event list

The default view of the Main Menu is the Upcoming
Events. To view past event information, click on the
Events button located on the left side navigation bar.

¢ Favorites | @ Vistacom: Vistacom [
€ Vistazom
Turns listeners into pariicipants
Main Menu Main Menu

Graphic: Figure 3:
Events

Events,

ToDo's

Files Y ocoricg cvents B
Users Upcoming Events
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viewing event information

Click on the View icon.

Event Information is grouped into sections to allow for easy
data editing (see Figure 4 below).

Tens Istones o povicponts
View Event
Ine. - Giobal

Note: When viewing event
details, you will not be able
to make any changes to

= the information displayed.

Graphic: Figure 4:
The View Events Screen
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editing event information

Click on the Edit icon.

Note: As the Client Project Manager, you have the ability to
edit many, but not all, of the details involved in a meeting.

AUDIENCE RESPONSE TECHNOLOGY FOR NEXT GENERATION AUDIENCES

Graphic: Figure 5:
The Edit Event Screens
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saving event information

1. Select the Save Event tab (see Figure 6 below)
2. Check Send Update Email and type a brief description of your changes.
3. Click the Save Event button

Note: If you check Send Update Email, an email message will
automatically be sent to other users associated with this event
(Project Managers, Systems Specialists, and Administrators). It
will include the brief description that you typed.

e prr—— — PIE|

Vew_Favotes_Tods_teb

5 vetacom: vtacom {

Tans lieners ik poriciponts
Mens  Edit Event

over, Inc.

Graphic: Figure 6:
Saving Event Information Screens
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how to fix errors

If there is an error in any of the information fields, you will be asked to fix
the errors before the new information can be saved. When an error is
detected, the tab containing the field where the error has occurred will be
highlighted in red (see Figure 7 below).

1. Click on the relevant tabs and make corrections

2. Click on the Save Event tab again

3. Click on the Save Event button

Vew Favortes Tods Help
| @ Vatacom: vitacom | — 8
“Torns listeners info poricipanis

Edit Event
$T2011-100:Audience Response Lover, Inc. - Global Managers Meeting

Graphic: Figure 7:

Errors will remain indicated

Thero vassome fome abs, v/ after being fixed until the Save
vent Event button is clicked.

[ Shieping tnstructions

Eauipmant Reauied

Note: When returning to the Save Event tab it will still indicate the previously
identified errors until you click on the Save Event button. At that time, the data
will be re-evaluated and any new or unresolved errors will be indicated. If all of
the errors have been corrected then you will be returned to the Event List.
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printing event information

At any time, you can generate a PDF document summarizing your event.

1. Click on the PDF icon

Graphic: Figure 8:
The PDF Generator

2. Select the options you want

T Crote g
‘::’M'““ o B incute CoverPage

oo e - A

e Graphic: Figure 9:

R B Create A Sample POF Report
= + B Locaton Informaion

= « & include Notes.

=

« Bl nduce vistacom Omy s
B Caupmentasauies

ICE.

nglrlncp gBI%P?e%rgr%tlg S eé’m?r']tbb‘ft&m Figure 10.

@ saon
e Graphic: Figure 10:

A Sample PDF Report
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to-do maintenance

Your personal, uncompleted To-Do list is available as the second tab in
your Main Menu (see Figure 11 below). From here you can easily mark
To-Do's as completed and create new To-Do's.

€ Vistaom

Torns listeners into participants

Main Meny Main Menu

Events

ToDo's

Files personal To-Do List

Users Personal To-Do List

Logout Graphic: Figure 11:

Personal To-Do Listing

ToDo Event Details
Other ST2011-100: Global | Dear ke, Piease subm a template side for
Managers Meeting | graphical background and font conventions.
Thanks. Best regards, Scott
Submt | ST2011-100: Giobal | Dear Mike, Piease subm the audience response
Questions [ Managers Meeting [ questions at your questions. Many thanks. Best

2To-Do(s) found.

To-Do's are tasks that can be created by any of the parties assigned to an event
including Client Project Managers, Vistacom Executives, and/or System
Specialists. You can create a standardized task from a list of prepopulated To-
Do’s or you can create a custom To-Do.
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creating new to-do's

1. Click on the To-Do’s button on the left side navigation bar

@ visizom
Monrs | Tosomsmtennce L 10DO'S

" Graphic: Figure 12:
Creating New To-Do's

2. Click on the New To-Do button

3. Select the user to whom you want to assign the To-Do

4. Select the type of To-Do

5. Select the due-date

6. Provide any details (this is essentially the body of your email).

7. Click the Save button

NOTE: Subseq email reminders will be automatically sent at certain
intervals prior to and after the Due Date until the To-Do is marked as
complete by clicking on the Completed check box.
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file maintenance

Viewing Files

1. Click on the Files button on the left side navigation bar

Torns lsteners into porticipants
MainMenu  File Maintenance
Events
ToDo's
Files
Users

File Information

Logout

‘Select an event below to show the fles stored for that event.

Event: (572011100 Auaance Fasanss Lover ine - iceaivaragenvewing.  F11€ Maintenance

o Ctogon;

2. Choose an event from the drop-down list
File Filtering

You have the ability to filter the list of files by using the File Type and File
Category drop-down fields.

AUDIENCE RESPONSE TECHNOLOGY FOR NEXT GENERATION AUDIENCES

Graphic: Figure 13:
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file maintenance cont'd

Uploading a File

1. Click the Files button on the left

2. Click Upload File button

3. Click the Drop-Down arrow and choose an event
4. Click on the Browse button and select your file
5. Select the File Type

6. Select File Category

7. Enter Description pertaining to the file

8. Click the Alert Users check box if you want to send an email notification that a file was
uploaded

9. Click on the Upload button

n Graphic: Figure 14:
0VlSTﬂ:0m The File Upload Screen
s bésnr ko poricipont . o
MoinMens  File Malntenance
b
Files 'ST2011-100: Audience Response Lover. Inc. - Giobal Managars estng -
s .
o r—m/
Upteas e normtion . 3
s L Note: The selections you make for File Type

ek iz o o osdo s 20 egatyes.

and File Category become the list filtering
criteria. For example, in a large event with an
accumulated total of 40 files you can filter
report files in the OCC by selecting File Type
"Excel" and File Category "Report".
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file maintenance cont'd

Downloading a File

1. Click on the Files button on the left side navigation

Torns listeners into porticipants
Home File Maintenance

Graphic: Figure 15:

The Files Button
lect an event below to show the files stored for that event.

Event: (Select One.
Find

2. Choose event from the drop-down list

3. Click on the Download icon and follow your computer’s prompts

Graphic: Figure 16:
Download a File

sanm

o o e
2 B [=la=ae ]
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file maintenance cont'd

Deleting a File

1. Click the Files button on the left side navigation
2. Choose an Event from the drop-down list

3. Click the Delete icon

4. Click the Delete button to confirm action

om

Turs listenrs ino poricipanis
Main Meny  File Maintenance

Graphic: Figure 17:
You must confirm the

deletion of a File

Are you sure you want o delete Title bmp?
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Once the event is over, we can provide you with reports of the
responses and findings from the meeting on-site. Within two
business days of the event, we will upload the report files as
either PDF, PowerPoint, or Excel files. We archive all the
meeting content for your convenience at no expense to you.

To retrieve the report files see the Downloading a File section
on Page 17.

Type  Category Description

Powerpaint siexs| a0 3 Graphic: Figure 18:
Fresertaton sutence response s26235u pownload o R
queations. ownload a Report

[Title bmp image (gif,peg) | Logo [Tite Side’ u8 | 1naz011 [}
52548 Pl
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user maintenance

Creating a New User

1. Click on the Edit icon for the event in the Main Menu

2. Click the New Client User button located on the General Information tab
3. Complete the New User information

4. Click the Add button

“Country: ( Choose a County =
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Main Menu
Events
o Genera information | Event Locaton | Eculpment Requred
o [(Snoping instrcions | Vistacom Contacs | Travel ) (save Evers |
iles

Glient
Clients v clien

Use thistab ilent. Clickhe add

Users
Locations “Cllnt N
Reports *Adro
Logout Addre

StatoProvince: | roow asue 78 T X

e o, Graphic: Figure 19:

Creating a New User

VISTACOM



user maintenance cont'd

Assigning a New User

1. Click on the Edit icon for the event in the Main Menu
2. Click the Select a Client User dropdown and select a user

3. Click the dropdown and select the user type (i.e., Project Manager, Onsite
Coordinator, Speaker, Other)

4. Click the Assign Client User button

Edit Event
$T2011-100:Audience Response Lover, Inc. - Global Managers Meeting

General Information
~ /\ Equipment Required | Shippi

(Selecta Client User D]

(Vistacom Contacts ) Travel ) ETSTTN (Save Event

A
General Information
Use the fields below to change the details of the Event. Ciick on the *Save Evepf- tab above to save
changes. Graphic: Figure 20:
P T T — Select a Client User
“Client: (‘Audience Response Lover, inc. @) (NewCiieni
E New Clleni
*Assigned Users: [Tm Rolo PhonelCall Email
[Rchards, Mike Onsite 484879 2280 michardsQarcof
(michards) Coordinator /| 1234567890
(Carve, Bob (ocarke) | Project Mar
/- |12assares0
Casey, Emele (scasey) w?-' 4648792280/ ecasev@ari com
1234867860
[ Coetect Clent user o ) CProject Wanager _2) (Assign Grent ser
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logout

To log out of the Online Command Center, simply
click on the Logout button on the left side navigation
bar of the screen. You will be directed to the Home
Page of the Vistacom website.
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technical assistance

If you have any questions concerning the OCC, please
feel free to contact our Account Executive team at
484.879.2280. We will be happy to assist you in
making certain that your experience using the OCC is
both useful and pleasant.
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USA Headquarters
Vistacom Information Systems, Inc. 256 Eagleview Blvd., PMB #339 Exton, PA 19341
P 484.879.2280 F 484.879.2203 E info@vistacomusa.com

European Headquarters
Vistacom Information Systems, Inc. Muhlhauser Feld 3, 85664 Hohenlinden, Germany

P +49 (0) 89 90539366 F +49 (0) 89 90539365 E info@vistacomeu.com

Website
www.vistacomusa.com
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