HOW TO : MAKE UPCOMING AUDIO CONFERENCES INTO
RECENTLY RECORDED AUDIO CONFERENCES.

1. Log into b21pubs.com/admin
2. Use the Top Horizontal Nav to get to the list of Upcoming Events :
Product Formats -> Audio Conference - <TOPIC> Programs - Upcoming Audio Conferences

(Shown below (and throughout) is if <TOPIC> = Human Resources)
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3. GET TO THE correct AUDIO CONFERENCE, by either (1) clicking the correct [+]
Products button on the left; OR (2) Clicking the Products TAB, and then the Display Order
link next to Bulk Products: in the MAIN BODY of the page Actually, just USE OPTION 1
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4. NOTE: *IF* YOU GO WITH THE [+] PRODUCTS OPTION, YOU’LL HAVE AN EASIER
TIME UNPUBLISHING VARIANTS, BUT YOU’LL HAVE TO KNOW THE TITLE OF THE
CONFERENCE YOU’RE LOOKING FOR...
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5. MOVING FORWARD WITH OPTION 1, CLICK ON THE GREEN TITLE OF THE AUDIO
CONFERENCE, OPEN ITS INFORMATION IN THE MAIN CONTENT AREA TO THE RIGHT. It
will look like this:
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5A. ...AND IF YOU CLICK THE [+] SIGN TO THE LEFT OF THE TITLE A DROP-DOWN OF
ITS VARIANTS WILL APPEAR...
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6. Using the list above as a reference update the variants:
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1. Select the variant

2. Select the UNPUBLISH
radio button,

3. click the UPDATE button at
bottom of the main content
window...

DO THIS TO :
(1) UNpublish “Event Value
Pack”

(2) UNpublish “Live Event
Only”

(3) Publish: “Written
Transcript Only”

Note: IT'S IMPORTANT TO DO
THE VARIANTS FIRST, THEN
THE MAIN CONTENT STUFF,
BECAUSE DOING IT THE
OTHER WAY, WILL SAY THE
MAIN CONTENT UPDATE BUT



NOT THE VARIANTS YOU CHANGED!

7. Next, update the AC’s product info in the main content page. The Highlighted buttons
are what you need to go into and update (the others can be ignored)
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*Name:| Turning Around EmplofeEJ
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*Manufacturer: | Business 21 Publishing 7]

Distributor:l- Select - "l

7.1 the MAIN tab

*Narme:| Turning .l_ln;':u_n.d _E_mplq_'r:_l:{

*Product Type:| Genearic Product -
*Manufacturer: | Business 21 Publishing [F]
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—— 1. use the Drop-down for:

skU:| 919-HR | Manufacturer Part #: |
*Published: & pyg & yas
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And change to
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- Em
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3. 3. (OPTIONAL: CLICK THE
volor UpL npt: UPDATE BUTTON. )
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7.2 the SUMMARY tab
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Simply highlight the
date (mouse-press
n’ drag) and hit
DELETE.
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(FY1: this is where the date for the AC is pulled from when displayed in the <TOPIC>’s

listing of all ACs...

Upcoming Events for HR

The following & a listing of upcoming B21 audio conference events for Human Resource professionals. These 60-90 minute
programs are a great way o get up to speed on critical issues — without leaving your office.

7.2 the DESCRIPTION tab
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Remove the 1°' line of info
(and the extra space) so that
“Course Description” is at the
top of the box.

Simply highlight the first line

(mouse-press n’ drag) and hit
DELETE. You should be able to
hit DELETE again, to kill extra
empty line.



7.3 the MAPPINGS tab

O Human Resources -+ Audio

HE Profassignals

Section Product Yiew : Audio Conferances
for HR (24) 3 Product Mansgement : Turning Around Employees Who Meed an
Attitude Adjustment: 5 Leadership Eeys (507}

Conferences == Upcoming Events for

HR Programs

Status : Editing Praduct | Show Vanants | Delete this Pradust

Audio Conferences
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Human Resources - > Audio
Conferences -> Recently Recorded
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O Human Resources - > Audio
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Evants > Hinmng

O Human Resources - > Audio
Confarences -» Recently Recorded
Evants = Fining

O Human Resources -»> Audio

b
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[ audio Conferences == HR
Programs - > Pacorded Events <=
Hiring

[T Audio Conferences -> HR
Programs - > Pacorded Events ->

Farmn

7.4 the EXTENSION DATA tab ::
Clear out the contents of the box, and click the UPDATE BUTTON.
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1. UNCHECK the “UPCOMINGs.”

2. CHECK the “Recently
Recorded”s.. usually just
underneath the “UPCOMINGS”
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8. THOU SHALL ALWAYS HIT Reset Cache in the upper left of Zadmin
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9. Go to the RECENTLY RECORDED area of the “TOPIC” and make sure there isn’t already
an oldER audio conference (with the same or similar title in there).

Recorded Events

E21 realizes that your schedule will not akways alow you to attend a live audio conference event. Fortunately
out on these critical prograrns, Every 60-90 minute event we host is available on audio CO — and each comes
the PoweerPoint presentation and handouts, These CDs are a great way to make productive use of your comi

Event Mame Event #

Ak the RIGHT Ouestions, Win Sales O0PS. DUPES!! 65855

e s I'i]'!l"} e g e

Howe to (Really ) Metwiork for More Prospects, More Referrals, and More Sale 740515
Hiowe to Break Through to C-Level Executives and Make the Big Sale 026-5L5
Howe to Break Through to C-Level Executives and Make the Big Sale 7E4-5L5

9.1 IF THERE IS = Simply go back in to b21pubs/admin, SEARCH (in the upper right
corner) for the SKU (in the above example, you’d search for 764-SLS) and UNPUBLISH it.

9.2 Remember to RESET CACHE, for good measure.



