
A Retailer’s Guide to:

NACDS Marketplace
June 5 – 8, 2010

San Diego Convention Center



Questions?  Contact Andrew Klapmust (703) 837-4628

Table of Contents

• Getting Started 3-6
– Marketplace website
– Benefits of using the Appointment Planner
– Floor plan

• My Marketplace 7-9
– Your product categories
– Meet the Market information

• Requests (to people you know, quick and easy) 10-13
• My Appointment Planner 13-17

– Build My PML (identify who you want to meet with)
– My PML (schedule your meetings)

• Approved for Automatic Scheduling
• Not Approved for Automatic Scheduling

• View Appointment Requests (track all activity) 23
• View Schedule 24-27

– Meeting types
– Exporting Your Schedule

• Group Meetings – 3rd Party 28-29

• Best Practices 30

• Questions and Contact Info 31

Topics Page



Questions?  Contact Andrew Klapmust (703) 837-4628

Before you get started…

• All Registered attendees have a Username and 
Password.  You will use these to access locked portions 
of the Marketplace website.

• Your Username is your email address and you may reset 
your password through the Login Screen.

• Notify NACDS if you would like to give anyone else 
(registered or not) access to your 
MyMarketplace/Appointment Planner account.
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• It identifies companies/people you want to meet with at Marketplace.

• All of your time is managed in once place.

• Information is dynamically updated (booth numbers, cancelled registrants, etc).

• Allows users to see their schedule in comparison to the person they would like to 
meet with when selecting a date/time for the meeting.

• Allows NACDS to know who you are meeting with to avoid duplication with your 
Meet the Market schedule (if applicable).

• Easy access by other users when trying to coordinate meetings.

• All headers are “click to sort” alpha or numeric.

• Company names are hyperlinks to their company description, product 
information, and attendees.

• Automatic Meeting Scheduling – you can write appointments directly onto the 
schedules of suppliers that have pre-approved your company.

Benefits of using the Appointment Planner
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Getting Started…

• Visit www.nacdsmarketplace.org
• Become familiar with the menu options on 

this webpage including:
� Program
� Directory

� Appointment Planner
� Retailers
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Floorplan(s)
We have two floorplans

available online

• Floorplan features:
– Booth numbers
– Company Names
– Reflects changes
– Searchable
– Personal floorplan

• PDF Floorplan listed 
under “Retailer”
section

– Static (periodically 
updated)

– Booth numbers 
only

– Printable on 11x17 
paper
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Access My Marketplace by clicking here:

My Marketplace is your destination once you 
are ready to begin requesting and scheduling 
appointments.

www.nacdsmarketplace.org

See the suppliers that match to your categories 
and Build Your Prospective Meeting List
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Log-In

Once you click on the 

My Marketplace icon, 

you will be asked to 

enter your Username 

and Password.

Enter and press the 

Login button 
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• Indicator at top right of page 
identifies your:

– Name
– Company
– Number of items in to 

review (hyperlinks to the 
appointment planner)

• Your product categories are listed 
directly below the indicator box.

• You may grant access to others 
for scheduling on your behalf 
(they will be given their own 
Username and Password) –
contact NACDS.

• For Meet the Market participants:
– The exclusion function is 

available here.
– Your schedule is posted 

here for review when 
available.

– You will be notified by email 
to take action on these 
items on select dates.
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Requesting Appointments

1. Click the Request a Meeting Icon

2. Select the Company

3. Select the person

4. Click Invite Others to invite any 
additional persons from Your 
Company, the intended recipient’s 
company, or a 3rd party. Meetings 
larger than one-on-one require a 
date and time to be set.

5. Enter a Subject

6. Set a Date and Time or select Any 
Available Time

7. Add any meeting notes

8. Select Submit to send the Request

Know who you want to meet or 
want to create a meeting 
between multiple participants?
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Is my contact 
attending?

The attendees with a 
supplier company with 
whom you may schedule 
a meeting are located in 
the drop-down menu.

All the attendees with a 
company will be listed on 
the right. - (If you would like a 
particular person in a planned 
meeting, that is not listed in the drop-
down menu, include them in a note in 
the Reason for Request Field).
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In Search of The Right Time
When scheduling, requesting and responding to meetings, 
you can view all parties’ schedules to determine a time that 
works for everyone.

– Your schedule will appear first and then the other 
party(s) will appear to the right of yours.

– The details of your schedule will appear including 
company name and booth number.

– The other parties’ schedules will show shaded time 
blocks when they are unavailable but will not 
provide any details.

– When you select a time, it will be outlined in red on 
all parties’ schedules.  A Request item will fill this 
space once the Request has been submitted.
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• The full list of exhibitors matching to your 
product categories can be exported into 
Excel.

• You’ll see a list of companies matching to 
at least one of your product categories.

• This list can be filtered according to your 
primary and sub-product categories.

• You can opt to just see First-Time 
Companies.

• Divided into 3 boxes:
– NEW
– PREVIOUSLY REVIEWED
– ALREADY MOVED TO MY 

PROSPECTIVE MEETING LIST

If you do not know who to contact or 
are looking for companies in your 
category select this icon.

Build My Prospective Meeting List (PML)
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My Prospective Meeting List (PML)

• When you add exhibitor 
companies to your PML, the 
companies will be displayed 
in two boxes (Approved and 
Not Approved).

• The full list can be exported 
into Excel.

• Return to the “Build Meeting 
List” page to add subsequent 
companies to your PML.

Click this icon to see the 
companies you selected 
and proceed to contact 
them
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My PML - Schedule Meetings (Approved)

What is Automatic Scheduling?:

• Exhibitor individuals have the ability to approve retail 
companies for automatic scheduling.

• Individuals with “approved” retail companies can book 
meetings directly onto the exhibitors’ schedules, 
eliminating the request process.

– Automatic Scheduling can only be done through your 
Prospective Meeting List (PML).

– Automatic meetings can only be scheduled during an open time 
on all parties’ schedules.
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My PML - Schedule Meetings (Approved) - cont’d

• APPROVED FOR AUTOMATIC SCHEDULING

– Schedule one or more companies at a time (batch process):

• Only the individuals who have approved your company will be 
viewable in the “Meet with” drop-down box when scheduling.

• You cannot invite a 3rd party using this method.

– Schedule meetings one at a time (individual):

• All individuals with the company available for appointments will
appear in the “Meet with” drop-down box.  However, automatic 
scheduling will only occur if the individual has approved you.

• You can invite a 3rd party using this method.
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My PML - Schedule Meetings (Approved) - cont’d

Automatic Meetings (batch):
1. Click in the box to the left of each 

company you want to schedule.
2. Click “Schedule Automatic Meetings”

3. Select an individual (only those who 
have approved you will appear)

4. Select a date

5. Select a start and end time

6. Enter comments for the recipient
7. Click “Submit”

8. The meeting immediately appears on 
your schedule and the recipients’
schedule.
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My PML - Schedule Meetings (Approved) - cont’d

Automatic Meetings (individual):
1. Click on “Schedule Meeting” to the right of the company.

2. The company name is pre-filled.

3. Select an individual (all individuals will be listed – even if they 
have not approved your company)

4. Enter a subject
5. Select a date, start time and end time

6. Enter notes for the recipient 

7. Click “SUBMIT”
8. The meeting appears on all parties’

schedules (if the primary recipient approved your 
company.)
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What if that Individual did not approve my company?

• Attempting to schedule a meeting through your PML with an 
individual who has not approved your company will result in the 
warning page below.  

• Select option #2 if the meeting has been agreed upon outside of the 
appointment planner. This will immediately show a confirmed 
appointment on all parties’ schedules.
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My PML - Schedule Meetings (Not Approved)

• NOT APPROVED FOR AUTOMATIC SCHEDULING

– Users can only request meetings one at a time.

– When a request is made, a user can bypass the request 
process and schedule an automatic meeting:

• This option should only be selected if the meeting has been 
agreed upon outside of the appointment planner. 

• The exhibitor recipient does not have to honor the meeting if 
they did not have prior knowledge of it.
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My PML - Schedule Meetings (Not Approved) – cont’d
Request A Meeting (from PML):
1. Click on “Request a Meeting” to the 

right of the company.
2. The company name is pre-filled.
3. Select an individual 
4. Enter a subject

5. Select a date, start time and end time
6. Enter notes for the recipient 
7. Click “SUBMIT”
8. An email notification will be sent to the 

person you have requested a meeting 
with at Marketplace and will appear in 
blue on your schedule.
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But we already agreed to meet…
• Attempting to schedule a meeting through your PML with an 

individual who has not approved your company will result in the 
warning page below.  

• Select option #2 if the meeting has been agreed upon outside of the 
appointment planner. This will immediately show a confirmed 
appointment on all parties’ schedules.
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View Appointment Requests
• The indicator located at the top 

right of each page (and seen here 
to the right) informs you if there are 
actionable items in your View 
Appointments Requests page.

• All activity conducted through the 
appointment planner (automatically 
scheduled meetings, requests sent 
and requests received, etc) is 
managed here.

• To open and item whether 
actionable or not, click on the date 
and time stamp in the “Date Sent”
Column.

• When blue dot appears the item 
can be deleted from this list.

– You may withdraw a Request Sent 
by deleting the item from this table 
or by deleting the temporary item 
from your View Schedule page

– Once an item is deleted it can not 
be retrieved, it’s best to preserve 
correspondence for requests 
approved and denied.
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View Schedule – Types of Meetings
• Requested Meeting
• Confirmed Meeting
• Automatically Scheduled Meeting
• Verbally Scheduled Meeting – NACDS 

discourages the use this function, as it only places the 
meeting on your schedule and not other meeting 
participants.  Please use the Request a Meeting or 
Automatic Scheduling where possible. 

• Personal Item
• Marketplace Event
• NACDS Scheduled Meeting
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View Schedule – Reading

Items with the 
letter code:

C, A, and N are 
Confirmed 
Meetings

Items with the letter 
code:

“R” is not confirmed.

The status of your meeting 
is represented by a letter 
code.
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View Schedule

• User can click “Edit” to delete 
an item (except those that are 
grey w/ black stripes). 

• Meetings that are grey w/ 
black stripes are scheduled by 
NACDS.  Once they have an 
exhibitor name in them (vs. 
“Reserved”) they can be 
moved to an open time on all 
parties’ schedules by clicking 
“Edit” but they cannot be 
deleted.

• Personal items and Verbally 
scheduled meetings can only 
be added from the “View 
Schedule” screen.
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View Schedule – Printing
1. Daily View
2. Weekly View
3. Export to Excel

If you are using Internet Explorer, to 
ensure that you can print in color (on a 
color printer), verify the following option 
is selected under Tools, Internet 
Options:

1. 2. 3.
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Inviting a 3rd party:
1. Click on invite others when 

scheduling a meeting (not 
available when using 
“Approved – batch process”).

2. Select an individual from the 
pop-up search box (see 
image on bottom right).

3. View all attendees’
schedules against yours and 
select a date and time.

4. Enter a subject and 
comments.

5. Click “SUBMIT”

Group Meetings – 3rd Party - cont’d
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Group Meetings – 3rd Party - cont’d

• The 3rd party attendee receives an email notification that they have been 
invited to a meeting.

• The meeting does not appear on their schedule until it is finalized 
between the requestor and primary recipient.

• The 3rd party can decline the meeting by deleting it from their schedule.

• A Guest indicator will appear under the meeting code on the View 
Schedule page.  The indicator is a link to a pop-up screen providing 
meeting details.
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Best Practices
Make scheduling your appointments for the Conference easier

1) When possible set up meetings that may involve more than 2 attendees/companies first.

2) Have your regular suppliers “pre-approve” your company for appointments

3) Have your suppliers send requests for “Any Available Time”. You get to set the date and time.

4) Check your “View Appointment Requests” page frequently as your supplier(s) may have already contacted 
you for a meeting.

5) Clicking the highlighted column headers on any data table within the planner will sort the table alphabetical 
or numerically (by booth # or date/time stamp).

6) Start your planning early while supplier schedules are wide open.

7) Obtain and print an 11x17 copy of the Floorplan (PDF version)

Knowing who to contact
1) If you have more than one product category – use the filters on the Build PML page to determine the 

suppliers for your respective categories.

2) The supplier contact “you know” may not be a choice for meeting solicitation; however if registered 
will be displayed in the sidebar of a meeting Request Form – please note them in your request if their 
presence at a meeting is needed.

3) Revisit the Build Prospective Meeting list frequently to determine if “New” companies have recently 

registered for the Marketplace Conference.
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Questions?  

• Contact Andrew Klapmust:
– Appointment Planner questions
– Granting access to your schedule
– NACDS scheduled appointments

• Contact NACDS Registration 
registration@nacds.org or (703) 837-4300:
– Changes to your product categories
– General Conference assistance
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