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Module 1: Introduction

Welcome

Welcome to MAX (Siebel ePharma ™)!

What is MAX?

Purpose

Objectives

MAX, for the home office user, automates the review process of practitioner
profile and call address creations and sample transactions. Sales
representatives record data for each professional profile, distribute samples,
and collect signatures for sample distributions. This data is transferred
electronically to the home office for compliance verification.

This training manual provides instructions for reviewing and verifying
compliance fields of the medical professionals, profile record, call addresses,
and electronic sample receipts. This guide provides instructions for creating
pre-defined queries, assigning reject codes, creating and sending rejection
letters to sales representatives, and the error processing of sample
disbursements. This guide will also provide the user with instructions for
using the Sample Management reports that have been created to aid in the
process of maintaining compliance.

From this guide you will be able to:

= Describe the purpose of MAX
= Navigate in MAX and customize views
= Generate pre-defined queries (PDQ)

= Verify accuracy of the records that populate the Professional, Address,
and Disbursement views

= Process errors in profile, call address creation and sample
disbursements

= Understand reject codes
= Print letters
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Basic Operating Procedures (BOPS)

The following Basic Operating Procedures (BOPs) will serve as the guidelines
for the processes outlined in this manual.

= BOP.V-03500706
= BOP.V-03500707
= BOP.V-03500708

= BOP.V-03500710

Roles & Responsibilities

Sample Management is responsible for the analysis of the Professional
Review, Address Review, and Disbursement and Follows Up views and to
verify that the records contained in each view meet compliance guidelines.
Sample Management will review and assign reject codes on errors made to
sample disbursements and send rejection letters to the appropriate sales
representative for correction and closure.
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Module 2: Getting Started

Logging onto MAX
Logonto MAX  To logon to MAX, follow the procedure below:

Step Action

1 Open MAX by locating the icon on the computer
desktop.

2 Enter the username and password into the Siebel Life Sciences

login screen (See Figure 1).

w

In Connect to, click on the down arrow and select Server.

4 Click OK.

Upon successful logon, MAX opens. (See Figure 2).

Siebel Life Sciences
SIEBEL) ()()()

Ve

Connectto:

Figure 1: Log-On screen

€% Siabel Life Sciences
File Edit Wiew Screens Go Query BReports Help

ClassorT|

[EEEX|w s wppalsarme oo haD @ | oueres

J History List {7 = | (N1 |JThreads

ol (R x( B

Samples Administration Sample Management

Figure 2: Opening screen of MAX
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Hands-On Practice
Log on to MAX, using the user name and password supplied by your trainer.

Hands-On Solution
1. Double-click the MAX icon on the desktop.

2. Complete the Log On screen.
Note: Your user name and password may differ.

SIEEEL2000

Type vour name and pa rd to log in.

Uszer name: LI

P ard:

Connect tao:

Figure 3 MAX logon screen

3. Click OK.
4. View the opening screen of MAX. (See Figure 2.)

Abbott Laboratories Proprietary Material. All Rights Reserved.
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Module 3: Navigating in MAX

Your work in Sample Management involves the review and analysis of many
records, each of which represents a disbursement. Each record, in turn, is
made up of many fields, or pieces of information. To help you organize your
review of this data, MAX divides this data into different views, or collections
of fields, and then provides navigation bars that help you move from screen to
screen and from view to view. Our goal in this section is to review the MAX
navigation bars and some of the terms that will be used in the step-by-step
procedures that make up this manual.

The Screen Bar

A screen is a collection of views that are all related to a common work area.
In Sample Management, your work will be divided between two screens:

= Samples Administration: Used to review historical sample
disbursements for auditing purposes.

= Sample Management: Used to review the professional names,
professional addresses, disbursements, and signatures associated with
calls made by sales representatives.

The Screen bar allows you to navigate between work areas. Note that the
Screen bar, shown in Figure 4, contains two tabs, Sample Administration and
Sample Management, which correspond to the main Sample Management

work areas.
£" Giebel Life Sciences =8l
File Edit WYiew Screens Go Query Reports  Help EAB_B_D:IJ
|[EEEXw o nddfEEs ose |8 e D BARW | aueres -

J Histary List <= E{>|6 m |JThreads
Jofcr o8 x| s

Samples Administration Sample Management

The Screen bar

Figure 4 The Screen bar

Abbott Laboratories Proprietary Material. All Rights Reserved.
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Using the
Screen bar to
navigate To use the Screen bar to navigate to a screen, follow the procedure below.
Step Action
1 Click one of the tabs in the Screen bar.

Hands-On Practice
Use the Screen bar to navigate to the Sample Management screen.

When you are through, check your work on the next page.

Abbott Laboratories Proprietary Material. All Rights Reserved.
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Hands-On Solution
1. Click the Sample Management tab in the Screen bar.
2. The Sample Management screen will be displayed.

A . = "
= Siebel Life Sciences - Disbursement Follow-up =18 =]
File Edt View Screens Go Query Reports Help EABBDTU
JEB“@?X|N< »N‘,0,0glii“(,@,nm|§%’|ﬁxag|§k‘? |JQueries,Ou-None =

J History List <= = | 6 H |J Threads |Sample Event:
|0 P Dax|[B S
samples Administration

Ezt‘:fﬁ;e““ & Sample Signature Letter Sent | Release Lock | Close
- | Print | Gount | Reject Gades - Syst| Gurrent First Hi| Current Last Name | current Middle N| Disk., First Ne| Disb. Last ar| Disk, Middle | Deg~|
Signatures with
Details
Address Review
 ferees mewew |
Professional 4 »
Review —I—I
Signature Receipt Recreated =
B
-]
Rejections Hew | clear | g
| system Assigned| System Code Descriptior| Tech, Assigned | Tech. Gode Description Instructions Tech. Comments =
-
| »
gottawannarmax 1afi
| Mo Items Found

Figure 5 Opening view of the Sample Management screen

The View Bar

When you use the Screen bar to navigate to a screen, MAX opens a pre-
selected or default view. In Sample Management, that view is the
Disbursements and Follow-Up view. This view is used to display the
disbursement record and to monitor and follow up on rejection letters. If you
need to work with another view, use the View bar.

The View bar displays all of the views that make up a screen and allows you
to navigate to a different view.

Abbott Laboratories Proprietary Material. All Rights Reserved.
Smp Mgt Training Manual.doc Page 13 of 107



Abbott Laboratories Operating Procedure Number: BPM-
Pharmaceutical Products Division Effective Date:

Using the View  To use the View bar to navigate to a different view, follow the procedure
bar to navigate ~ below.
Step Action

1 Click one of the tabs on the View bar.

Pre-Defined Query Bar

Queries are used to quickly retrieve information that is routinely sought.
Queries filter and sort records, which makes viewing the data contained in the
records much easier.

For each view, MAX provides a number of pre-defined queries that
correspond to the most common searches used with each view. In addition,
MAX allows you to create and save queries. All of these pre-defined or saved
queries can be selected from the Pre-Defined Query bar. (See Figure 6.)

€7 siebel Life Sciences - Professional Review =& x|
File Edit wview Screens Go Query Reports Help EAB.E!III
|EE x|« » n|O0PO 8 E| & @@ o PreDefined Query bar | Queries | 0 0- changed -
J History List <9 = | [« J-T] “ Threads | Professional: =
£ 1 -Invalid
*,
IR EE TR O 2-vald
Samples Administration Lz-a I
] §D changed for 00111
Debrement &
o " | Last Marne | First Marne | Middle Marme | Type Territory Changed | Inual|d| Updated By | Updated Date o
Signatures with
Details 3 Bear Teddy Physician Assistant Siebel Adrin v SEBLADM 3/13/2003 10:42:13 AM
- Canales Marie Physician 00001 v SEBLADM 352003 1:35:40 PM
Address Review
— Clantan Sandy Physician Assistant Siebel Adrmin v SEBLADM 3132003 10:37:12 AM
::"::5”5“’““' Eckes Kathy Physician £4106 v SEBLADM 3/5/2002 1:37:55 PM
_— Farrel Colin Physician 00111 v SEBLADM 3572003 1:35:12 PM
Gibsan Beau Fhysician 00111 v SEBLADM 352003 1:138:46 PM
Goodrman Jahn Physician Assistant 00111 v SERLADM 352003 1:38:57 PM
Grant Chatlie Physician 01429 v SEBLADM 3F5F2003 11:22:47 AM
Grant Hugh Fhysician 00111 v SEBLADM 352003 11:22:49 AM
Jackson Jazze Physician 64211 v FERRAJR S/20/2002 11:26:23 AM
Jagger Mick Murse Practitioner 00111 v SEBLADM 352003 11:22:54 AM
Leguizamo John Physician 00111 v ROGERKE 12/12/2002 9:45:47 AM
Lopez Jennifer Physician 00111 v SEBLADM 3/5/20032 1:48:51 PM
Mayer John Physician Assistant 00111 v ROGERKE 13172003 10:52:04 AM
Meade Anita Murse Practitioner 00111 s SIGMADH 31172003 4:04:12 PM
O'Meill Michael P Physician ooonz2 v CLEVEIR 12/17/2002 4:08:24 PM
2neTime Sample Physician 64304 v WEMDEIC 107172002 10:02:45 AM
Prunty Jarnes Physician 64304 v WENDEJS 10/1/2002 1:14:05 PM
Ryder Wynona Physician Assistant 00111 v SEBLADM 375 2003 11:23:02 AM
Singh Mann ® Physician oooo01 v SEBLADM 3f5/2003 11:27:11 AM
Snow Crystal Murse Practitioner 00111 v ROGERKE 1/31/2003 11:59:41 AM
Starski Bart Physician 21203 v SEBLADM 3¢5/2003 1:52:07 PM
Torm Lurnpkin Fhysician 64304 . [15:31 PM
Yark Michazl Fhgsidin 00001 Status bar displays the 105 PM
Yaung Elizabeth Physzician 00001 number of records found 108 PM
Zabrowski Linda Fhysician o000l b th L7:57 PM -
< | y the query. .
ale]c|o] ] e|a|u] x| a|k|c|m|n]o|r|e|r|s|r|ulv]w|x|¥|z| <]

|
J»JMH

| [tem: 1of 29 e e

Figure 6 The Pre-Defined Query bar for the Professional Review view

Abbott Laboratories Proprietary Material. All Rights Reserved.
Smp Mgt Training Manual.doc Page 14 of 107



Abbott Laboratories Operating Procedure Number: BPM-
Pharmaceutical Products Division Effective Date:

Figure 6 shows the drop-down list that makes up the Pre-Defined Query bar
for Professional Review view. In the Professional Review view, “0-Changed”
is the default or pre-selected query that will be executed automatically when
the view opens.

In addition, the status bar will show the number of records found by the query.
(See Figure 6.) This number can be helpful in organizing your work.

Hands-On Practice

Use the Pre-Defined Query bar to find the records in the Professional Review
view that have been marked “Invalid.”

See the solution on the next page.

Abbott Laboratories Proprietary Material. All Rights Reserved.
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Hands-On Solution

1. Go to the Professional Review view, click the down arrow in the Pre-
Defined Query bar, and select “1-Invalid.”

2. The view will display all Professional records that have been marked
as invalid and the status bar will indicate that there are 24 records.
(See Figure 7.)

7 ciebel Life Sciences - Professional Review -8l

File Edit Wew Screens Go  Query Reporks Help EABBDTI’
JE‘@@X|N 1« » >I|,0,0%l El|%|ﬁﬂﬁ|§%"ﬂ%l}@|§k‘? |JQueries £ 1 -Tnvalid -
J History List <9 = | ° H |J Threads |Professional:
|0« r|LRox B
Samples Administration
D
. - First Name | Middle Name | Type Territory Changad | Inualid| Updated By | Updated Date j
Signatures with
Details Allen Physician 0000z v SEBLADM 3472003 3:37:119 PM
Address Review Abbott Clara Physician Azsistant 00111 v SEBLADM 342003 3:37:25 PM
Adler Paul Physician 00111 v SEBLADM 372003 12:49:14 PM
::E::"i““a' Affleck Ban Physician 00111 v SEBLADM 342003 3137129 PM
Albright Jdezgica Physician 0ooo1 v SIGMADHN 2/20/2003 4:10:28 PM
Bullack Sandra Physician 00111 v SIGMADN 362003 1:45:19 PM
Erekson Erik Physician 00111 v SEBLADM 372003 12:48:34 PM
Faber Liza Physician 00111 v SEBLADM 372003 10:20:38 AM
Les T Physician 00111 v SIGMADN 11/1/200Z 1:20:14 PM
Malik Atig Physician 00111 v SEBLADM 3{7/2003 12:48:52 PM
Mara Rothchild Physician 00111 v SEBLADM 372003 10:25:32 AM
Maya Marinowa Physician 00111 v SEBLADM 3/7/2003 12:49:50 PM
Priestly Jason Physician 00111 v SIGMADN 10/29/2002 11:06:15 AM
Sabo Fobin Physician 00111 v SEBLADM 362003 4:44:26 PM
Sandler Mike Physician 00111 v SEBLADM 372003 12:47:51 PM
Taha Karen Physician 00111 v SEBLADM 362003 4:44:38 PM
Tahara Ruth Physician 00111 v SERLADM 262003 4:44:49 PM
Wail Kathleen Physician 00111 v SEBLADM 372003 10:24:05 AM
Walder Linda Physician 00111 v SEBLADM 37,2003 10:27:00 AM
Waak Ludrnila Physician 00111 v SEBLADM 372003 10:21:10 AM
wachter Sonja Physician oo111 v SEBLADM 372003 10:22:31 AM
Wacker Camila Physician 00111 v SERLADM 37,2003 10:23:22 AM
Walf Alex Physician 00111 v SEBLADM 35,2003 4:14:48 PM
williams Jack Physician 00111 v SIGMADH S 2E/200Z Z:03:29 PM
-
‘ o
2] 2] c| o] €| Fla|n|r|s]x| ]m|n]o]» afr|s|7|u]v|w|x|v|z[«

_

annarmas J W

|ItEIUF 24 T T T

Figure 7 Result of using the Pre-Defined Query bar to find the number of invalid records in the
Professional Review view
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The History Bar

As you move through different screens and views in MAX, you may want to
re-trace your steps. The History bar is designed to simplify this task.

The History bar is made up of:

= History List: Displays a drop-down list of all the screens and views
you have opened prior to reaching the current view. Click one of the
entries to jump directly to a prior screen or view.

= Back/Forward buttons. Work like the Back and Forward buttons in
an Internet browser, to let you navigate back or forward one screen at
a time.

= Threads. Allows you to move directly to any of the views listed.

‘;‘;;:Siebel Life Sciences - Professional Review 1= x|
File Edit “iew Screens Go Query Reports Help EABBD‘I’I’
|[EEEX|w cr» n[008E|i a2 % |t « 0BG || queries 0 0- changed -

HHlstory List <o = ° -] | Threads |Professional: <

B Samples Histary: 177 Biaxin ©5 125mg  4/10
5] Disbursenent Folow-up povte ranzgemen =

[{ [5] Disbursement Fallow-up:

Follow-ups

. : Last Hame | First Narma | Middla Nama | Typa id| Updatad By | Updated Data -

Signatures with Th Hl t r b r

Details 3 Bear Teddy Physician Azsig] € History ba SEBLADM 313/2003 10:42:13 &M

a Canales Marie Physician SEBLADM 352003 1:35:40 PM

Address Review
Clanton Sandy Physician Asszistant Tebel Adrnin v SEBLADM 2f13/2003 10:37:12 AM

::::‘5:“’“3' Eckes Kathy Physician 64108 v SEBLADM 35/2003 1:37:55 PM
Farrel Colin Physician 00111 v SEBLADM 35/2003 1:38:12 PM
Gibson Beau Fhysician 00111 4 SEBLADM 352003 1138146 PM
Goodran John Physician Assistant 00111 v SEBLADM 352003 1:38:57 PM
Grant Charlie Physician 01429 v SEBLADM 392003 11:22:47 AM
Grant Hugh Physician 00111 v SEBLADM 3/5/2003 11:22:49 AM
Jackson Jesze Physician 64211 v FERRAJR 8/20/200Z2 11:26:23 AM

‘;‘;;:Siebel Life Sciences - Professional Review =181x|
File Edt View Screens Go Query Reports Help EABBD’I’F
EEEEIEE >I\Dpzls¢|%h@““|§%’|ﬁ%Dﬁrk‘? || Queries 0 0- changes -

J Histary List <= = | ° E | Threads |Professional: <

Disbursements and Fallaw-Ups f
« | 2 |5 ¢
J m | '0 '0 ﬁ Q Signatures with Details
Samples AdministelrY R e -y

- + Professional Review
I e & Professinna.,
Follow-Ups
Y | Last Mame | First Narne| Middle Narne | Tupe | Territary | Changed | Inualid| Updated By | Updated Data -
Signatures with
Details > Bear Teddy Physician Assistant Siebel Admin v SEBLADM 2/13/2003 10:42:13 AM
- Canales Marie Phusician Qo001 v SEBLADM 3¢S/ 2003 1:35:40 PM

Address Review
Clanton Sandy Physician Assistant  Siebel Admin v SEBLADM /132003 10:37:12 AM
Eckes Kathy Physician E4106 v SEBLADM 2/5/2003 1:37:55 PM
Farrel Colin Physician o011l v SEBLADM 3¢S/ E003 1:38:12 PM
Gibzon Baau Physician o011l v SEBLADM /S 2002 1:38:46 PM
Goodrnan John Physician Assistant 00111 v SEBLADM 3/5/2003 1:38:57 PM
Grant Charlie Physician 01423 v SEBLADM 3PS E003 112247 AM
Grant Hugh Physician 00111 v SEBLADM 3/5/2003 11:22:49 AM
Jackson Jesse Physician 64211 v FERRAJR S/Z0/2002 11:26:23 AM

Figure 8 The History bar, showing the History List and Threads
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The MAX Toolbar

The MAX toolbar (see Figure 9) contains some of the most common tools and
navigational devices you will use during a work session.

o . J - |

‘:,;,Slehel Life Sciences - Professional Review =1
File Edt View Screens Go Query Reports Help EAB_BJIE[
|[EEEX|n«» n[POHEH | Ry 5% h D@ || queres 0 0- changed -

J Histary List <= = | ° E |J Threads |Professional:
|0« > |[ODoX|B&
samples Administration

EL-Euementle Professionals
Follow-Ups
Y | Last Marme | First Narne| Middle Narne | Tupe Territary Changed | Inualid| Updated By | Updated Date -
Signaturas with ¥ |
Details vipear fTeddy Physician Assistant Siebal Adrin v SEBLADM 3/13/2003 10:42:13 AM
- Canales Marie Phusician 00001 v SEBLADM 35 2003 1:35:40 PM
Address Review
—_— Clanton Sandy Physician Assiztant Siebel Admin v SEBLADM /132003 10:37:12 AM
::::f“’“a' Eckes Kathy Physician 64106 v SEBLADM 3/5/2003 1:37:55 PM
——— Farrel Calin Physician 00111 v SEBLADM 3/5/2003 1:38:12 PM
Gibson Beau Physician o011l v SEBLADM /S5 2003 1:38:146 PM
Goodrman John Physician Assistant 00111 v SEBLADM 3/5/2003 1:38:57 PM
Grant Charlie Physician 01429 v SEBLADM B/S/Z003 11122147 AM
Grant Hugh Physician 00111 v SEBLADM 3/5/2003 11,22:49 AM
Jdackson Jesse Physician 64211 v FERRAJR S/20/2002 11:26:23 AM
Jagger Mick Murse Practitioner 00111 v SEBLADM 3/S/Z003 11122154 AM
Lequizarno John Physician 00111 v ROGERKE 12/132/2002 3:48:47 AM
Lopez Jennifer Physician 00111 v SEBLADM 3/5/2003 1:48:51 PM

Figure 9 The MAX toolbar

Tip: Hover the pointer over a toolbar button to display tool tips that will
remind you of the button’s functions.

Note that some of the tools are dimmed or will return an error message,
indicating they are unavailable to Sample Management.

Navigation Shortcuts

Using the mouse to click on a toolbar is a simple way to navigate and perform
other tasks but some people find it faster to use navigation shortcuts, or
combinations of keystrokes, MAX provides a number of navigation shortcuts.
These navigation shortcuts are shown on the MAX menus. (See Figure 10.)
Navigation shortcuts are usually shown as:

[keystroke 1] + [keystroke 2]
A complete listing of navigation shortcuts can be found in Appendix C.

Using a
navigation
shortcut To use a navigation shortcut follow the procedure below.
Step Action
1 Press and hold down the first key and then press the second
Key.
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‘;‘:—:;ZSiehel Life Sciences - Professional Review =1
File Edit View Screens | Go Query Reports Help EABBD'I'I
J & B B X | L} Bk | & [& v o | = %’ | Hh « DO ﬂ @ N2 |J Queries pD-Changed -

F%

Previous Record  Chrl+Up

Mext Record Chrl+Down
First Record Ctrl+Pglp
Last Record Chrl+Pgln

J History List <9 -:(>‘

anagement

Disbursements & F=nfassionals
Follow-Ups
% » | Last Marme First Marne | Middle Mam | Type Territory Changed | Inwalid Updated By Updated Date &
Signatures with
Details ; | Jessica Physician Assistant Siebel Administratar v BUSER14 3/20/2003 10
N Teddy Physician Assistant Siebel Administrator v SEBLADM 3132003 10
Address Review
—_— Canales Marie Physician o000l I'd SEBLADM 352003 1:3
Clanton Sandy Physician Assistant Siebel Administrator v SEBLADM 3132003 10
————— Clantan Sandy a Physician Siebel Administratar v BUSER11 32072003 9
Eckes Kathy Physician 54106 v SEBLADM 3/5/2003 1:3
Gibson Beau Physician 00111 v SEBLADM 3/5/2003 1:3
Goodrnan John Physician Assistant 00111 v SEBLADM 3/5/2003 1:3

Figure 10 Navigation shortcuts shown on a MAX menu

The most useful navigation shortcuts are shown in the table. In addition, in
many of the list applets, the TAB key can be used to move from field to field.

Navigation Shortcut Function

Ctrl + Up Navigate to the previous record
Ctrl + Down Navigate to the next record
Ctrl + Page Up Navigate to the first record

Ctrl + Page Down Navigate to the last record

Ctrl + Q Create a new query

Ctrl + R Refine a query

Enter Execute a query

Ctrl +S Save query under a new name

Additional navigation shortcuts can be found in Appendix C.

Understanding List and Form Applets

The Disbursements & Follow-Up view, shown in Figure 11, is divided into
applets, or sections of the view that use one of two data layouts.

= Listapplets. A list applet uses a table-like layout in which every row
represents a different record. List applets can also be used to display
details for a selected record. See, for example, the Rejections applet in
Figure 11, where each row contains details about one of the reject
codes assigned to the selected disbursement record.

= Form applets. A form applet is used to display details that cannot be
shown accurately in a table. Note the signature in the Sample
Signature applet, for example.
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&7 siebel Life Sciences - Disbursement Follow-up =]
File Edit Wiew Screens Go Query Reports Help EAB_BDJI
[EREX|M «r»n[PpO8F|siRRo |aEn a0 AR [ aures O 1-ew -
J History List <m = | e m “ Threads |Sample Event:
A list applet. Each row contains details for a singl
[0« |002x|p % d_bsappetacdo contains details for a single
Samples Administration [ bbb e
(BIEEL LSS (G gample Signature Lettar ant | Releass Lock | Closs |
Follow-Ups
— ‘ Print | Count | Reject Codes - Sl,lst| Current First Ne| Current Last Na#e | Current Middle N| Disb. First Na| Drish. Last Nar| Dizh, Middle | Dec;l
Signatures with
Details > 5 Paul Arneson L Paul ARMESON A Mr.
e ; — llen aron llen aron ’:E
B e 5 q -
rrofessional i A form applet. Displays details that cannot be shown clearly _'I_I
Review P
i in atable.
Signature Receipt =
|Distributor: abbott |Abbott Signature] Capture
Qty Sarmple Manufacturer Lot Mumber ;I Paul ARMESCON MW 10 Healthcare Drive, Greenville, IL 62246 License #
ship/Received IL54384765d4856
21 151 Tricar 67MG 4304037 Received
AT
A list applet. Displays details for a selected disbursement
record.
T dr ] i o
| Systarmn Assigned| Systern Code Descripti0r| Tech. Assigned | Tech, Code Description | Instructions | Tech, Comj
2 INCOMPLETE Siganture looks incomplete Please Collect Signature Again, Plzase coll
SA - INCOMPLETE Signature looks incomplete Plzase call
SA - INCOMPLETE  Signature looks incomplete Pleaze call »
4| *

Figure 11: List and form applets

Some applets can be displayed as either a list or a form. See, for example, the
Rejections applet in Figure 11. The table lists details for the reject codes but
some of the information is cut off because the columns are too narrow. You
could adjust the width of the columns but there is an easier and faster way to
see all of the details. The key is the toggle button, highlighted in Figure 12.

Using the toggle
button To move between a list and form applet, follow the procedure below.
Step Action
1 Click the toggle button &,

The layout will change from a list to a form applet.
2 Click the toggle button again.

The layout will change from a form to a list applet.
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iebel Life Sciences - Disbursement Follow-up

File Edit Yiew Screens Go Query Reports

Help

Operating Procedure Number: BPM-

Effective Date:

==

EABBUTI’

BB v > (0O |y mB S heDmEN

“ Queries ,O 1

- Mew -

J Histary List <9 =» | 6 @ |J Threads |Sample Event:

isbursements &

Address Review

Professional
Review

|| «r Lo X B

LR R RN Sample Management

Sample Signhature

| Print | Count ‘ Reject Codes - Systermn Assigned | Current First Name| Current Last Marme | Current Middle Marme | Disb, First Name | DISb.;I

Letter Sent | Release Lock | Close |

ship/Received
=

201 Micardiz 20MG

ILw3 383020
901701 Received

2 DISBT... e Abed o Abed ||
b 7 Scott Shastir 5 Scott Alex:
2 Cavid Alen P, Dave Allen -
2| r
Signature Receipt Recreated =
|Distributor: Abbaott |Abbott Signature Capture
Qty Sample Manufacturer Lot Murnber :I Scott Alexander Dr. 10 Healthcare Drive, Greenville, IL 62246 License #

Lot @t

107092001 13:45:07

The toggle button

Instructions

Tech. Comments

\ 4

e Clear Y
System Assigned |DISBUR = | [DISBURSEMENTZ Cate Closed j
Tech. Assigned [PA | [Phyzician Assistant sarmmples in non-zampling state Lazt Madifed |2/25/2003 5:46 ﬂ

PA sampled in non-sampling state, Recover sarmples and return on RGM, Correct sample quantities on attached ESR and
P& signs and dates each change. If samples unrecoverable Rep writes "Samples Unrecoverable" on attached ESR and PA

Figure 12 Using the toggle button to convert a list applet to a form applet
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Using the Alpha Bar to Sort Records

The Professional Review view contains an extra navigation feature that can be
used to sort long lists of Professional records by last name — the Alpha bar.

When you execute a query, the asterisk (*) is pre-selected in the Alpha bar.
This lets you view all of the records in alphabetical order.

= R P o
= 5iebel Life Sciences - Professional Review =2 x|
File Edit Yiew Screens Go Query Reports Help EAB_B_DJI
|[EEEX v crm[0O08lE s BB ~ S8 HADHBERK || queries 6 changed -
J History List <9 = | [ -] |J Threads |Professional:
LIRS I
Samples Administration
Follow-Ups
Mownstoreowrth | Last Mame | First Narne| Middle Mame ‘ Type Teritory | Changed ‘ Inualid| Updated By | Updated Date ﬂ
Sigy res wi s
Details > Physician v SIGMADM 2/18/2003 1:01:24 PM
Address Revievs A Physician v SIGMADM 21872003 1:53:51 PM
—_— AAMann Mann Physician v Sf16/2002 9:33:21 AM
Aaron Allen Physician 0000z v 8/16/2002 9:33:21 AM
- Abbott Abbott A Physician s G8f16/2002 9:33:21 AM
Abbaott Clara Physician Assistant 00111 v ROGERKE 2i7/2003 3:124:21 PM
Abed HHH Physician s /16 2002 9133121 AM
adler paul Physician v 8/16/2002 3:33:21 AM
Affleck Ben Physician 00111 v ROGERKE 10/22/2002 2:22:35 PM
Africa-Flayd Shellie Physician v B/16/2002 3:33:21 AM
Albright Jessica Physician oooo1 v 8/16/2002 9:33:21 AM
Aldrin Brian Physician Assistant s /16 2002 9133121 AM
alen David o Physician v 8/16/2002 3:33:21 AM
Allen Alicia A Physician v 81672002 9:33:21 AM
Amma Armnma Physician v B/16/2002 3:33:21 AM
Armrmal Arnmal Physician v 81672002 9:33:21 AM
Ammaz AmmaZz Physician s /16 2002 9133121 AM
Andrew Ray Physician Siehel Adrr v oTTODS 10/21/2002 2:33:22 PM
Armstrong Meil J Physician Assistant 00001 v 81672002 9:33:21 AM
Arneson Paul L Physician v B/16/2002 3:33:21 AM
Austin Reggie Physiciar] i B 2/16/2002 9:33:21 AM
Axelrod Bruce physicia  ASterisk (*) IS preselected B/16/2002 3133121 AM
Badinaw Bariz A Physiciar When query executes 81672002 9:33:21 AM
Bag Manna Physiciar 81672002 9:33:21 AM
Baker George ® Physiciar - 8/16/2002 3:33:21 AM
Balloon Air Dentist l v 8/16/2002 9:33:21 AM -
4 *
A s|e|ofe| | afn]x|s|x|L|m]n]o|e|a|x|s|7|u|v]w|x|v| 2]~

Figure 13 Professional Review query results

Hands-On Practice
Use the Alpha bar to display all the last names that begin with “S.”
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Hands-On Solution
1. Click the “S” tab in the Alpha bar.

2. The view displays all the records in which the professional’s last name
begins with S.

bel Life Sciences - Professional Review 8] x|

20

File Edit Yiew Screens Go Query FReports Help EAB_B_mI
J@B‘é@;x| 4 » N|pp%l §l|‘% @'ﬂ ﬁ'|§%’|“ %D ﬂ@k‘? “Quer\es pD—Changed -
J History List <5 = | o® |J Threads |Professional:
o« [poo &A=
Samples Administration
Disbursemeants &
— First Name| Middle Mame ‘ Type Territory Changed ‘ Inualid| Updated By Updated Date ﬂ
+ b -~ S Sf16/2002 9:33:21 AM
Address Review Sanders Elijah Physician v 8/16/2002 9:33:21 AM
Santucc John Physician v B/16/2002 3:33:21 AM
Schrnidt Francis J Physician v 81672002 9:33:21 AM
—_— Second Try Physician v 8f16/Z002 9133121 AM
Sharper Darren Physician v 8/16/2002 3:33:21 AM
Shelon Dairnon Physician v 8/16/2002 9:33:21 AM
Sherrnan Mike Physician v B/16/2002 3:33:21 AM
Shipped Sam Physician v 81672002 9:33:21 AM
Simpson Homer Physician s /16 2002 9133121 AM
Singh Deapika Physician v 8/16/2002 3:33:21 AM
Singh Mann ® Physician 00001 v HACMEAS 117672002 9:14:53 PM
Singla Mesna Physician v B/16/2002 3:33:21 AM
Singla Pawan Physician v 2/16/2002 9:33:21 AM
singla R.ajiv Physician s /16 2002 9133121 AM
SrmartCall Detail Physician v B{16/2002 3:33:21 AM
Srmith Clem Physician v 81672002 9:33:21 AM
Srnith David Physician v 8/16/2002 3:33:21 AM
Srith Paula Physician v 2/16/2002 9:33:21 AM
Snow Crystal Murse Practitioner oo111 I's ROGERKE 13172003 11:5%:41 AM
Soprano Taony Physician v B{16/2002 3:33:21 AM
i Squisr Billy Physician v 8/16/Z00Z 9:33:121 AM
Standish Miles Physician v 8/16/2002 3:33:21 AM
Starski Bart Physician 31803 v 2/16/2002 9:33:21 AM
Stearns Alexandra Murse Practitioner I's /16 2002 9:33:21 AM
Steele Danielle Murze Practitioner v 81672002 9:33:21 AM hd
] | LI_I
s elc|olefroln]rls|x|c|m ] ole|anfs 7|u|v]w|x|v|z|+]

Click “S” tab. View recqrds ir_1 which last
name begins with S.”

Figure 14 Result of using "'S" tab to sort professional records

Abbott Laboratories Proprietary Material. All Rights Reserved.
Smp Mgt Training Manual.doc Page 23 of 107



Abbott Laboratories Operating Procedure Number: BPM-
Pharmaceutical Products Division Effective Date:

Customizing the List Applets

Customizing the list applets can simplify navigation. Customizing includes
moving columns, resizing them, adding or deleting columns, and changing the
order of the columns.

Customizing the

MAX view To customize the view of MAX, follow the procedure below:
Step Action
1 Select the view to be changed.
2 To modify the columns in that view click on View > Columns
Displayed.

Modify columns by clicking on View,
Columns Displayed

€” Siebel Life Lciences - Disbursement Follow-up

File Edit SVl Screens  Go o Query  Bepors  Help EIABBD‘I'I'
| & B & ¥ Mein Tool Bar PHglsEr- = |5%|h a0 R | cueries O “none -
-—— ¥ HistoryBar

J HiStDWLkVMessage B ds | Sample Event:

J m| 4 ¥ Status Text b

[S{EEELE Sample Management

Disbursew Columns Displayed. 7 FTETITes “Letter Sent|Release Lock__ Close |

& Follow- Count | Reject Codes - | Current First Name Current Last Name | Current Middle Mame ‘ Dish. First;l

SLUECIE  Cystomize...

Wsticills Options... 'Ll
——

Figure 15: Customizing Views

Step Action
3 The Columns Displayed dialog box opens.
(See Figure 16.)
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Lists columns that are not
displayed at present but
could be added to the view.

Operating Procedure Number:
Effective Date:

Lists columns that are
currently displayed in
the view.

BPM-

Columns Displayed E

Available columns:

Column description:

Displayed columns:

Current Degree Print - oK |
Frac. Specialty :I Count
| Current Territar, Reject Codes - System Assigne Cancel |
(Current Bep First Mame il Current First Name
Current Rep Last Mame Current Last Name Reset
Call Address Current Middle Name ese |
Call Date Dish. First Name
Current Primary Specialty Disb. Last Name -
Dizsk Fep Last Name Dizh. Middle q
Disb Fep First Mame Degree
»| e &
_| ME #
L] License Number o
DEA# _I
Call Address i
Citw LI ;l

Sales Rep First Mame

Describes contents of
selected column.

Figure 16 The Columns Displayed dialog box

Add and Remove Columns from the View

Adding columns
to a view

To add and remove columns to a view, follow the procedure below:

Step

Action

1

Add columns by selecting the column from the Available
columns window.

Note: To select multiple columns, press the Ctrl key and then
click the columns one by one.

Click the arrow that points to the Displayed columns window.

Click OK.
Note: If you decide the changes are not required, click Cancel.
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To remove columns from a view, follow the procedure below:

Action

Click the name of the column in the Displayed columns
window.

Note: To select multiple columns, press the Ctrl key and then
click the columns one by one.

Click the arrow that point to the Available columns window.

Removing
columns from a
view
Step
1
2
3

Click OK.
Note: If you decide the changes are not required, click Cancel.

Note: If you want to return to the original view of the columns, open the
Columns Displayed dialog box and click Reset.

All of the items in the Available columns window can be moved to the
Displayed Columns window by clicking on the double arrow that points to the
Displayed columns window. You can also remove all the items in the
Displayed columns window by clicking on the double arrow that points to the
Available columns window.

Add a column by selecting an item from the
Available columns window then clicking on the
arrow that points to the Displayed columns
window.

Columns Displayed

Avallable columns:

Displayed columns:

Add or remove all columns in
either window by clicking on the
double arrows

Colurmn description:

Call Address Current Middle Mame
Call Date Disb. First Name
Current Primary Specialty Dizh. Last Mame
Disb Rep Last Mame Disb. Middle
e Degres

»  [Tvpe
4 ME #
ﬁl Licanse Number

DEA#
Call Address

Cit =

Current Degree ¢ Frint -

Prac. Specialty :I Count

| Current Territon Feject Codes - System Assigne Cancel
[Current Riep First Name iI Current First Marme

Current Rep Last Mame Current Last Mame

Feseat

EN NS U_|:

ISaIes Fep First Name
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Figure 17: Using the Columns Displayed dialog box to add and remove columns
Move Columns in the View

The order of the columns on display can be changed by using the Columns
Displayed Dialog box or by clicking and dragging the columns in the view.

Moving columns
via the Columns

Displayed To move a column by using the Columns Displayed window, follow the
window procedure below:
Step Action
1 Navigate to View > Columns Displayed from the menu bar.
2 From the Columns Displayed pop-up window, select the

column to be moved by clicking on it.

3 Click on the arrows until the column name is placed in the
location desired.

ﬂ — Move up to top of list
1| — Move up one
il — Move down one

ﬂ — Move down to bottom of list

4 Repeat steps 2 and 3 until all columns are moved into the
desired location.
5 Click OK.
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Columns Displayed

Available columns:

Current Degree

Prac. Specialty

Current Territary

Current Rep First Mame
Current Rep Last Mame
Call Address

Call Date

Current Primary Specialty
Disb Fep Last Mame
Disb Rep First Mame

Colurmn description:

1% [¢

Displayed columns:

BPM-

Print

Count

Reject Codes - System Assigne
Current First Marme

Current Last Narme

Current Middle Marme

Dish. First Name

Dish. Last Marme

Dish. Middle

Dearee

ME #

License Number
DEA#

Call Address
it

F| <
1|
3|

S o

Move a column by selecting
the column then clicking on
the up or down arrows
provided.

The top and bottom arrows
move the column to the first
and last position.

IAbtht - Call Contact Type

Figure 18: Moving columns using the Columns Displayed dialog box (columns from the Disbursements

& Follow-Up view)
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Moving
Columns via the

drag and drop To move a column using the drag and drop method, follow the procedure
method below:

Step Action

1 In the list applet where the column to be moved is located, click
on the column header that is to be moved.

2 Drag the column to the new location.

Note: Notice the red bar that indicates that the column is being
moved. The placement of the red bar will be where the column
is moved.

eleazse lad  Close |
| Print | Count | Reject Cades | Current First Mame Current Last Mame Current Midd:l

Al R "n

Highlighted bar informs
where the column is

being moved
SﬂITIIJIE qiﬂﬂﬂtl re ] [efer Serteleaze lod Close |

F‘rini Rlaject Codes _ Current First Hame Current Last Mame Current Midd;l

m o

Figure 19: Moving Columns using the drag and drop method

& Note: The column heading slides to the left or right. Notice in the
example below, the Current Last Name column is moving into the Current
First Name column position.
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= Sicbel Lifs Scionces - Disbursement Follow up Move the Current Last Name column by clicking on it =lelx

File Edit Wiew Screens Go Query BReports Help . . Eiaaan_n:
R | W | o0 8 z¢| T and dragging over the Current First Name column. D 5 Loters

J : AN | The gray space will close when the move is complete. Letter Sent -

J Histary List <= => | % |JThreads Sample Event:
o« r 00 xB

sE T (G TS S GY Sample Management
Disbursements
& Follow-Ups

Sample Signature Letter Sent
| Print | Count | Reject Codes - | Current First

Signatures with

Details

%ﬁlﬁse Lack ;Iose

Mal Current Last Name h Current Middle Narr| Disb. First I;l
2 ADDR2Z... Peter i Pan

2 ADDR1... Rudolph Raindeer

> Peter
Rudolph -
1 »

Figure 20: Move a column by clicking and dragging

Address

‘}:;:Siebel Life Sciences - Disbursement Follow-up

File Edit Miew Screens Go Cuery Repors Help EAB_B_D_‘II
JIE‘B"B"X_|N< » bl|,0,0%l§$|éé@n“|§%|ﬂﬁ|}ﬂ@¥? |JQuenesD3—LenerSent v

J History List <= =» | O |JThreads Sample Event:
o< r[ooox[B

Dishursements Sample Signature Letter Sent|Release Lock Close
& Follow-Ups : . . . . N
int | Count | Reject Codes - | Current Last Name | Current First Name | Current Middle Narr| Disb. First

Signatures with

; >B .2 ADDRZ.. Par Peter Peter
Details : :

2 ADDR1... Raindeer Rudolph Rudolph -
Address ﬂ_l v

Figure 21: Moving columns - Final result

Resize Columns

Columns can be resized to accommodate viewing of information by clicking
on the divider between columns and dragging to the left or right. In the
example below, the Current Middle Name column does not display the entire
column name so the column should be wider.

€7 Siabel Life Sciences - Disbursement Follow-up

File Edit ¥iew Screens Go Query Beports Help EAB.B_D_'II
[EEE 1w« w PO HE - = widen this column by clicking on the |ueries O 3-tetersent |+
| History List <= => | €& #9 |JThreads Sample Event divider and dragging it to the right.
J0| 4 >|,0,0é2§ia|f'5€°
ST R TGN Sample Management

Sample Signature Letter Sent|Release Lock Close v
EanlioysHos int | Count | Reject Codes - | Current Last Name | Current First Name | Current Middle Nan| Disb. First Name |
Signatures with [ ADDRZ... Pan Peter Peter
Details .

2 ADDR1... Raindeer Rudolph Rudolph -
Address <| | >

Figure 22: Resizing columns
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Resizing a
column To resize a column, follow the procedure below:
Step Action
1 From the view to be adjusted, click and hold the column divider

of the column to be resized.

Notice when the divider is clicked, the cursor changes into a
split bar with arrows on either side.

2 While holding the mouse, drag the column to the desired width.

3 Release mouse to set column size.

€ Siabel Life Sciences - Disbursement Follow-up

File Edit Wiew Screens Go QOuery Beports Help EAB_B_D_T_I'
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Signatures with
Details

2 ADDR2Z... Pan Peter Peter
2 ADDR1... Raindeer Rudolph Rudolph -
3

Figure 23: Resized column - Final result

Hands-On Practice

Navigate to the Professional Review view and then display the Columns
Displayed dialog box.

Remove the Last Name, First Name, and Middle Name columns.

Use the Column Displayed dialog box to restore the Last Name, First Name,
and Middle Name columns.

See the solution on the next page.
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Hands-On Solution

1. Use the Screen bar and View bar to navigate to the Professional
Review view.

2. Select Columns Displayed from the View menu.

3. Inthe Columns Displayed dialog box, press the Ctrl key and then
click the columns shown below.

4. Click the left-pointing arrow.
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5. Click OK.

6. To restore the columns, select Columns Displayed from the View
menu.

7. Inthe Columns Displayed dialog box, click Reset
- or -
press the Ctrl key and then select the Last Name, First Name, and
Middle Name columns under Displayed columns, click the right-
pointing arrow, and then click OK.
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Using MVGs to Get Additional Information

MVG stands for multi-valued grid, a dialog box that uses a list applet to
display information about a field that contains more than one value. An
ellipses button (...) in a field signals the presence of an MVG.

In the Sample Signature applet, for example, the ellipses button displays the
Rejection Codes and Description dialog box, which provides more
information about the reject codes assigned to a disbursement record.

€7 siebel Life Sciences - Disbursement Follow-up =8| =l
File Edlg‘i View Screens Go Query  Reports Heli - E“ipses bUttOn SignaIS the : EABBDT‘I'
J & E | M 4 » M ‘ ,0 ,O zl Al | & By [H o presence Of an MVG |J Queries ,O 1-Mew -

J Histary List <= = | 6 H |J Threads |Sample Event:
|0« r|ODo XS

Samples Administration RGN R EUEE
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Follow-Ups

nent

Sample Signature Letter Sent | Releass Lock | close |

— ith | Print | Count | Reject Codes - S‘t| Current First Ne| Current Lazt Hame | Current Middle N| Disb. First Ne| Disb. Last Nar| Dish, Middle | Dec‘l
Signatures wi
Dgta“s 20 PROF_IMVALID, .. Jesszica Albright Jessica Albright MNP _I
a > 2 “DDR 1 = | Brian Aldrin Brian Aldrin PA
Address Review
———— 2 Dravid Alen P. Dave Allen MD *
Profassional | »

Review

Figure 24 Displaying the ellipses button in a field

Using an ellipses
button to display  To use the ellipses button to display a multi-valued grid (MVG) use the
an MVG procedure below:

Step Action
1 Click the ellipses button.
2 The MVG dialog box will be displayed. (See Figure 25).
3 Review the data.

Note: You can customize the list applet to suit your work
methods, using the same technigues you used to customize
other list applets.

4 When you are through, click Close.
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Click the ellipses button to view the MVG.
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Figure 25 The MVG displays information for a field that contains more than one value.
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Using Pick Lists to Enter Data

A “pick list” contains a pre-defined list of values (or LOVSs), which are
usually displayed in a drop-down list. Pick lists are used to make data entry
fast, consistent, and compliant with business rules.

Figure 26 displays a pick list that Sample Management can use to assign
reject codes to a disbursement record. (We’ll discuss these codes in more
details in the module on the Disbursements & Follow-Up view.)
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Figure 26 A pick list that displays the reject codes that may be assigned to a record
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Module 4: Introduction to Queries

Queries are used to quickly retrieve information that is routinely sought.
Queries filter and sort records, which makes viewing the data contained in the
records much easier. A number of pre-defined queries are provided for each
phase of your work and we’ll look at those in more detail when we start to
work with the Professional Review, Address Review, and Disbursements and
Follow-Up views.

You can also create and save queries to be used regularly. All fields
displayed are available for query. The fields that can be queried for your ease
of use are as follows but not limited to:

= Sample product

= Lot number

= Recreate

= Employee ID

= Territory number (at time of signature capture)

= Professional’s name (current)

= Professional’s name (at time of signature capture)
= Sales representative’s name (current)

= Sales representative’s name (at time of signature capture)
= Zip code

= Reject code

= Process status

= Call date
= Reference number
= Log-iniID

The query buttons to be used from the lower tool bar are:

E New Query (gray shaded magnifier)

L Execute Query (white shaded magnifier)
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Executing a Pre-Defined Query

A number of pre-defined queries are provided for each view. These queries
are contained in the Pre-Defined Query bar.

Executing a pre-

defined query To execute a pre-defined query, follow the procedure below:
Step Action
1 Click the down arrow in the Pre-Defined Query bar and select

one of the entries. (See Figure 28.)

2 The query will automatically run once it is selected.

The results will display the most current data, since all of the
queries are dynamic.

J CQueries ,O * Mone ﬂ
e -
—,O 1-New

,O 2 - In Progress
- SO 3-Letter Sent
SO 4 - Closed
,O 5 - Prof, Type Changed
w First Mar SO 6 - Marked For Printing
,O 7 - My In Progress -

Figure 27: Query drop-down list
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Creating and Saving a New Query

Creating a new

query To create a new query, follow the procedure below:
Step Action
1 Navigate from the menu bar to Query > New Query or click
on the New Query button £ in the lower tool bar.
2 Click in the column to be queried and then enter information to
be queried.

For example, click in the territory column, and then enter the
desired territory number.

3 If the query needs to be defined even further, click in the next
column to be queried, and enter additional information to be
queried.

For example, click in the Process Status field and enter New.

If the query does not need to be further defined, go directly to
step 4.

4 To execute the query, press Enter or click on the Execute

Jo

on the lower tool bar.

Query button

Click on Query, New Query or
click on the New Query button.

€Y Siebel Life Sciences - Disbursement Follow-up
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Figure 28: Create a query
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Figure 29: Create a query by territory

€ Siabel Life Sciences - Disbursement Follow-up
Eile Edit ¥iew Screens Go Query PBepors Help Query results Cla

|J Cueries -

[EEEX|H r n|o0HE iR o 5% | A

J History List <= =» | O |JThreads Sample Event:

|0 «» DD ax|B S
ST R TGN Sample Management

(e

Sample Signature Letter Sent|Release Loc Clase
EanlioysHos | Call Status | Emp # ‘ Territary | Yalidation Requirt‘ Prof. Type Char| Process Last Updatelﬂ
gigt"-?ltul'es VN | % Submitted 41002670 T42570 1 % 06/07/2002 9:53: 31
etails . §
— Submitted 41002670 42670 11/08/2002 1:10:11 Fv
Address Al [ :
Review

Figure 30: Query results

Step Action
) Save the query by navigating from the menu bar to Query >
Save Query As...
6 Enter the name of the query.
7 Click OK. The new query will now be available from the
Queries drop down list for future queries.

‘}:;:Siebel Life Sciences - Disbursement Follow-up
File Edit View Screens Go [ (= Help Claseorr

JIE'B"@"X|I4 4 » p NewOuery Cirl+Q1 vﬁ|§%|ﬁ%lﬁ@@k‘? |JQuenes -
Befine Query Ctrl+=
J History List = => | L |J 1 Execute Query  EMTER

J°| 1 |,0,0é?ﬁ|ﬁ Sort Order...

Samples Ad
Disbursements
& Follow-Ups

Signatures with
Details

Etter Sent|Release Lock Close

‘ Territory | Yalidation Requirs‘ Prof. Type Char| Process Last Updatedil

Samp!
| cal st:

L1 i ;ILI

Figure 31: Saving a query

Address
Review
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Save Query As
Query name:

!

1-Mew

2-InProgress

3-Letter Sent

4-Closed

5 - Prof. Type Changed

6 - Marked for Printing

7 - My InProgress

8 - My Letter Sent

9 - Recreated Calls within the last 30 daysl
10- Recreated Calls within the last B0 days

(0] I Cancel

Figure 32: Save Query As dialog box
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Using a Wildcard (*) in a Query
A wildcard (*) allows you to use a symbol — the wildcard — to create a pattern
and then search for all values that match that pattern. Imagine, for example,
that you are aware that a record has been created for a nurse or a nurse
practitioner and you need to find all records for nurses or nurse practitioners.

A wildcard search can help you find the records quickly.
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Figure 33 Using a wildcard search to find Nurses or Nurse Practitioners
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Hands-On Practice

A rejection letter has been sent concerning a disbursement made to Dr. Mary
Richter. The sales representative has responded and now you need to review
the disbursement.

Create a query that will display all the disbursement records for Dr. Richter.

See the solution on the next page.
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Hands-On Solution

1. Use the Screen bar and View bar to navigate to the Disbursements &
Follow-Up view.

2. Inthe Pre-Defined Query bar, select the pre-defined query, “Letter
Sent” to display all the records for which letters have been sent.

From the menu bar, click on Query, Refine Query

4. Inthe Current Last Name field, type “Richter” and press Enter or
click the Execute Query button in the lower toolbar.

5. The Sample Signature applet will display the disbursement records in
which the Current Last Name is “Richter.”

6. Use the scroll bar or the arrows in the MAX toolbar to navigate to the
correct record.
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Figure 34 Result of using a wildcard search to find records for ""Richter"’

Abbott Laboratories Proprietary Material. All Rights Reserved.
Smp Mgt Training Manual.doc Page 43 of 107



Abbott Laboratories Operating Procedure Number: BPM-
Pharmaceutical Products Division Effective Date:

Maintaining Queries

Within the Query menu, other available options include:
= Refining a query
= Executing a query
= Deleting a query
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Figure 35: Other query options

Refining Queries

Periodically existing queries may need to be refined or updated. Queries that
you have created or that have been created by the Systems Administrator can
be modified without deleting and creating a new query.

Refining a query To refine a query, follow the procedure below:

Step Action
1 From the Pre-Defined Query bar, select the query that you
would like to refine.

The query will execute.

2 Navigate from the menu bar to Query > Refine Query.
3 Click in the column to be queried. Enter new information to be
queried.

For example, click in the territory column; enter the new
desired territory number.
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Step Action
4 If you are refining a query that you have created, Navigate from

the menu bar to Query > Save Query. If you are refining a
query that has been created by the System Administrator, use
the menu bar to navigate to Query > Save Query As and rename
the query.

5 Click OK.

Deleting Queries

When it has been determined that a query is no longer required, the query can
be deleted from the system and the Pre-Defined Query bar.

Note: Only queries created by you can be deleted. Queries created by the
System Administrator cannot be deleted.

Deleting a query To delete a query, follow the procedure below:

Step Action
1 Navigate from the menu bar to Query > Delete Query.
2 From the Delete Query dialog box, select the query to be

deleted from the available list.

3 Click OK.

Delete Query

CQueryn

(0]:4 I Cancel

Figure 36: Delete Query dialog box
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Module 5: Professional Review

The Professional Review is used for identifying all newly added or modified
professionals. The Professional Review displays the last name, first name,
middle name and professional type. When a sales representative adds or
modifies a professional’s name, this information will be displayed in the
Professional Review view and the record will be marked as Changed. The
newly added or modified names must be reviewed by Sample Management to
ensure that it meets compliance guidelines.

You can use the Professional Review to:

= review new and modified professional names.
= determine whether each professional name is compliant.
= manually update a record from Changed to Valid if it is compliant.

= manually update a record from Changed to Invalid if it is not
compliant.

Accessing the Professional Review View

Accessing the
Professional

Review view To access the Professional Review view, follow the procedure below:
Step Action
1 Click Sample Management in the Screen bar.
2 Click Professional Review in the View bar.
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Understanding the Columns Displayed
on the Professional Review View

Figure 37 shows Professional Review, which is made up of the following

columns:
Column Contents
Last Name displays the last name of the professional.
First Name displays first name of the professional.

Middle Name displays the middle name of the professional.

Type displays the type of professional.

Territory displays the territory of the sales representative that created
or modified the record.

Changed indicates the status of the record is new or modified and has
not been reviewed by Sample Management..

Invalid indicates Sample Management has determined that the

record does not meet compliance requirements and therefore
has an invalid status.

Updated By indicates the user name of the last person in home office to
update the record.
Updated Date indicates the date and time the record was last updated.
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Figure 37 The Professional Review view
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Using Queries to Filter Records in the Professional Review view

If you look at the Figure 38, you will see that the Queries drop-down list box
includes a number of pre-defined queries (PDQs).

%:;:Siebel Life Sciences - Professional Review

File Edit ¥iew Screens Go Query Repors Help E}ABB!:!E_
& EE XS OO e RS S RO O = ke || Gueres [ 2 0-Changes |
J History List <= = | (- 1] |JThreads Professional: §8)1 - Changed

RIS FeNeRm sl aes 1 -Invalid

- - £ 2-valid
EE L G G BN Sample Management I
£ 3-2

[ professionals | T
Figure 38 Selecting a Pre-Defined Query

Disbursements

Pre-defined
Query Result

0 — Changed displays all of the new or modified records assigned to you
since the last time you logged onto the system. This is
preselected when you open the Professional Review.

1 - Invalid displays all records that have been marked as invalid.

2 —Valid displays all records in which both the Changed field and the
Invalid field are blank.

3-All displays all Changed, Valid, and Invalid records.

You can also create a one-time query so that you see only those professionals
within a specific territory, or you can create a custom PDQ so that it will
always be available for your use.

Figure 39 demonstrates the results of a query for all changed records.
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SRIEES  Select Pre-Defined _ =181x]
File Edit ‘Yiew QUery “O-Changed.” | * EA
J@B‘i@?,_l 7 L'|§l|é{, By @ - ﬁ|§%’|“ %Dﬂ@k‘? |JQuer\es S0 0- changed -

J Histary List <m0 = | [ -] |J Threads |Profession
o« r|LpLo2x[8 %

View all changed records.

Samples Ad =100 Sample Management
Disbursements & *
Follow-Ups
| Last Hame | First Harne | Middle Name | Type Tenitory | Ghanged | Invalid| Updated By | Updated Date ﬂ
T ——
Datails > Murnber Physician v SIGMADM 21872003 1:01:24 PM
s o A A A Physician v SIGHADN 2/18/2003 1:153:51 PM
AAMann Mann Physician v 8/16/2002 3:33:21 AM
Aaron Allen Physician 0000z v 8/16/2002 9:33:21 AM
Abbott Abbott A Physician v B/16/2002 3:33:21 AM
Abbaott Clara Physician Assistant 00111 v ROGERKE 2i7/2003 3:124:21 PM
Abed HHH Physician s /16 2002 9133121 AM
Adlar Paul Physician v 8/16/2002 3:33:21 AM
Affleck Ben Physician 00111 v ROGERKE 10/22/2002 2:22:35 PM
Africa-Flayd Shelliz Physician v B/16/2002 3:33:21 AM
Albright Jessica Physician oooo1 v 8/16/2002 9:33:21 AM
Aldrin Brian Physician Assistant s /16 2002 9133121 AM
Alen David P. Physician v 8/16/2002 3:33:21 AM
Allen Alicia A Physician v 81672002 9:33:21 AM
Arnrma Arnrna Physician v B/16/2002 3:33:21 AM
Armrmal Arnmal Physician v 81672002 9:33:21 AM
Ammaz AmmaZz Physician s /16 2002 9133121 AM
Andraw Ray Physician Siebel Adrr v oTTODS 10/21/2002 2:33:22 PM
Armstrong Meil J Physician Assistant 00001 v 81672002 9:33:21 AM
Arneson Paul L Physician v B/16/2002 3:33:21 AM
Austin Reggie Physician v 2/16/2002 9:33:21 AM
Axelrod Bruce Physician s /16 2002 9133121 AM
Badinoy Baris " Physician v B{16/2002 3:33:21 AM
Bag Manna Physician v 81672002 9:33:21 AM
Baker Geaorge @ Physician v 8/16/2002 3:33:21 AM
Balloon Air Dentist v 8/16/2002 9:33:21 AM -
« o
A s|e|ofe| | afn]x|s|x|L|m]n]o|e|a|x|s|7|u|v]w|x|v| 2]~

Figure 39 Professional Review view showing query results
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Reviewing Professional Records

Reviewing
Professional To determine whether a professional name is valid or invalid per
records compliance guidelines, follow the procedure below:
Step Action
1 Use the Screen bar and the View bar to navigate to the

Professional Review view.

When you first open this view, the default query that is
displayed in the Pre-Defined Query bar is the Changed query.

2 Refine the Query by region, district or territory. This will
display the addresses within the area(s) that you cover.

Save this query for future use.

3 View the first name on the list and compare it to the following
guidelines:

Valid names per compliance
A full last name and full first name.
A full last name, a first initial AND a full middle name.

A full last name, a full first name and middle initial.

Invalid names

A full last name and first name of “Dr.”

A full last name, a first initial AND NO middle name.
A name containing numbers or symbols (**).

4a If the professional information is incomplete or does not follow
the compliance guidelines, click in the Invalid column.
(See Figure 40.)

or
& CAUTION: If both the Changed and Invalid columns are
left blank, the professional name will be treated as if it is valid.

4b If the professional name is valid, click on the checkmark in the
Changed column to remove it. (See Figure 40.)

5 Repeat steps 3 and 4 until you have reviewed all changed

records.
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:—:;Siehel Life Sciences - Professional Review =lax]
File Edit Wiew Screens Go  Query Reporks Help EABBDTI’
BrEx|n rnpp8li|laermoa|aw| h DB || queries O o- changed =

J History List <m = | ° H “ Threads |Professional:
oy oo 2 x|s
Samples Administration

prrerents &
Follow-Ups
Y | Last Narne | First Name| Middle Narne | Tupe Territary Changed | Inua\id| Updated By | Updated Date |
Signatures with
Details A A 2 Physician v SIGMADN 2/18/2003 1:53:51 PM
o — AAMann Mann Physician 2/20/2003 4:09:02 PM
Aaron Allen Physician ooooz v S/16/2002 9:33:21 AM
Profescional Abbott Abbott A Physician v 8162002 9:33:21 AM
Abbott Clara Physician Assistant 00111 v ROGERKE 2f7/2003 3:24:21 PM
Abed HEH Physician v 21672002 9:33:21 AM
Adler Paul Physician v 8/16/2002 9:33:21 AM
Affleck Ben Physician 00111 v ROGERKE 2/20/2003 4:10:35 PM
Africa-Floyd Shellie Physician v L6/ Z00Z 9133121 AM —I
3 albright Jessica Physidian 0o0o1 2/20/2003 4:10:38 PM
Aldrin Brian Physician Assistant v 21672002 9:33:21 AM
Alan David p. Physidan v 2/16/2002 9:33:21 AM
Allen Alicia A Physician v 8162002 9:33:21 AM

Figure 40 Professional Review -- Marking records as valid or invalid

When you mark a record as valid it is moved to a list of valid records. In the
same way, when you mark a record as invalid, it is moved to a list of invalid
records.
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In Figure 41, pre-defined queries have been used to display records that have
been marked as valid and invalid.

&% siebel Life Sciences - Professional Review =& x
File Edit view Screens Go Query Reports Help EAEB_DJ]
J B B B ><_| M4 » M |p O 4 §¢| % Select Pre-defined Query “2 - Valid.” _>HQUBHES O 2-vslid -

J Histary List <5 E{>| ° m |J Threads |Professional:
J CD\ ar |,0 0o x | » % Both Changed and Invalid columns are blank.

—— All checkmarks have been removed.
LT R T TEL ST Sample Management _

Disbursements &

Follow-Ups Professionals

ast Name irst Name | Middle Name = arritar ange nuali ate ated Date
Last N First N Middle M Tup Tarritary Changed | Invalid | Updated By | Updatad Dat -

Signatures with
*hesS Murse Practitioner 01429 SIGMADM 2f19/2003 10:11:27 AM

Details >
Address Review . . . Physician SIGMADM 11/1/2002 2:21:54 AM
_— ooz Agent A Physician Siebel Admin SIGMADN 272003 10:10:12 AM
0z Spy3 Physician SIGMADN 2/7/200% 10:10:25 AM
——— Abbott Ben Physician 00111 SIGMADN 21872003 4:01:12 PM
Huntley Bonnie Murse Practitioner 00111 SIGMADN 10/29/2002 12:09: 26 PM

??;:Siebel Life Sciences - Professional Review 8] x|
File Edit View Screens Go Query Reports Help aAB_B_DJI
|& B B % | K 4 » M |,0 0D 8] §1| 4 | Select Pre-defined Query “1 — Invalid.” —>H queries O 1 - Invalid =

J Histary List <m0 = | [« -] |J Threads |Professional:

oy |[poL @ x|s % - : _
Invalid column contains a checkmark and the Changed column is
Samples Administration Erar Rl
- | |
e
Follow-Upa Professionals * *
n N | Last Marme | First Name| Middle Marme ‘ Type | Territory ‘ Changed | d| Updated By | Updated Date -
Signatures with —~ ok
Details > (02 Spy Physician E i SIGMADN 1/31/2002 1:01:55 PM
o T — S5aba 20b54@ Physician v SIGMADN 1/30/2003 1:12:23 PM
—_ Al FAuailable (o] Physician v SIGMADN 10/29/2002 11:06:35 AM
:::EE sional Ammal Armmal Physician v SIGHADN 1/30/2002 1:13:08 PM
—_— Angela Michael Physician v SIGHADN 10/29/2002 11:05:28 AM
Les T Physician 00111 's SIGMADN 11/1/2002 1:20:14 PM
Priestly Jason Physician 00111 v SIGMADN 10/29/2002 11:06:15 AM
williams Jack Physician 00111 's SIGMADN &/ 282002 2:03:29 PM

Figure 41 Displaying records that have been marked as valid and as invalid

& CAUTION: Leaving both the Changed field and the Invalid field blank
will mark the record as Valid.

You can use the Valid and Invalid PDQs to review your decisions and make
adjustments as needed. If you decide that any record should be changed to
invalid, simply click in the Invalid field and the record will be moved from the
valid list to the invalid list.
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Hands-On Practice

Create a query that will display all Changed Professional records for territory
64304.

Use the compliance guidelines to mark each of the professional records as
valid or invalid.

See the solution on the next page.
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Hands-On Solution

1. Use the Screen bar and the View bar to navigate to the Professional
Review, if necessary.

2. The Changed PDQ is selected by default.
From the menu bar, Click on Query, Refine Query.
4. Click in the Territory field, type “64304”and press Enter.

&7 siebel Life Sciences - Professional Review =8| =l
File Edt view Screens Go Query Reports Help EAB_M[
|BEEX|d ) njpptlili BB a|aw | haDBRW |JQueries =

J Hiskory List <= = | [ -] |J Threads |Professional:
EIEREEE- X
samples Administration

Disbursements &

Professionals

Follow-Ups

- - | Last Hama | First Hama | middla Nam | Typa | Tarritary Changad | Invalid | Updsted By | Updated Date ~|
Signatures with

Details b 64304|

Address Review

Professional
Review

Figure 42 Creating a query for Territory 64304

5. Compare each name to the compliance guidelines (see page 51 under
Reviewing Professional Records) and mark it as invalid or valid.

A o . " " r
2., iebel Life Sciences - Professional Review =1
File Edt View Screens Go Query Reports Help EAB_B]IE[
|EREX|w « » | ODHE|tEmo |G| #Hh «DBRW | ueres -

J History List <@ = | ° E |J Threads |Professional:

|0 <> [PDo X A%

P —
Fe
Follow-Ups

= = | Last Harme | First Harne | Middle Narn | Type fr—— Changed | Invalid | Updated By | Updated Datea|
Signatures with
Details GneTime Sampls Physician 64304 v WENDEIC 3/20/2003 11
Address Review Prunty James Physician 4304 WENDEIC 3f20/2003 12
A—————— Tarm Lumpkin Physician 64304 WENDEIC 3/20/2003 12
::::f“’“a' b b b Podiatrist 64304 v WENDEIC 3/20/2003 11
——— new noprimary a Technician 64304 v WENDEIC 3fZ0f2003 11
new without add: Physician 64304 v WENDEIC 3/20/2003 11

> professanal primary add Physician 64304 WENDEIC 32002003 11

Figure 43 Finished review of changed records for Territory 64304
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Module 6: Address Review

The Address Review is used to identify new addresses in the system. When a
Sales representative creates a new call address for a professional, Sample
Management can view the new addresses from the Address Review applet.
These addresses must be reviewed to ensure that they meet compliance

guidelines.

You can use the Address Review to:

Note:

review new addresses.
determine whether each field in the address is compliant.

manually update a record from Changed to Valid if it is compliant.
manually update a record from Changed to Invalid if it is not

compliant.

Marking an Address as invalid removes the address from the

computers of all sales representatives who share that call address.

Identifying Compliant Addresses

The following are examples of compliant addresses:

1.

2300 Randolph Lane
Chicago, IL 60123

RR, RFD or RT

(Rural Route)

Box 23

Birmingham, AL 35532

P.O. Box 750
Rural Address (must say “rural” if using P.O. Box)
Billings, MT, 94165

Dominican Medical Building
Kenosha, WI 53140
(physical locations are acceptable in lieu of street address)

200 Blue Hills Blvd.
P.O. Box 10
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Kansas City, MO 64110
(contains both a P.O. Box and a street address)

Sales representatives can only add new addresses. They do not have the
ability in MAX to modify any call address within the system.

Accessing the Address Review View

Accessing the

Address Review
view To access the Address Review view, follow the procedure below:

Step Action

1 Click Sample Management in the Screen bar.

2 Click Address Review in the View bar.

£ siebel Life Sciences - Address Review =lax]
File Edit Yiew Screens Go  Query Reporks Help EABBDTI’
|EEEX|w «» n|[0O08HE | R oS8 « D B[R HQuenesDo-changed -

J History List <9 = | 6 @ |J Threads |Address:

Jm| 4 >|,0,0é?ﬁ|,@°3°

PO —
e
Follow -Ups

| street Address | city | Postal code | State | Territory | Changed | Invalid | Updated By | Updated Date iI
> ’ QQStArthur ’ St Ann 63074 MO 00111 v SEBLADM 352003 11:23:12 AM
215 5t Alexus 5t Elk Grove E0177 IL oooo1 4 SEBLADM 352003 11:23:14 AM
100 Ontario Street Chicago E0811 IL oo111 v SEBLADM 352003 11:23:117 AM
Resurrection Hospiteal Chicago E0E34 IL 00111 v SEBLADM 2F5/2003 11:23:19 AM
340 Easy Street Des Moines 44444 IA oo111 v SEBLADM 392003 11:23 22 AM
10322 St Arthur St Ann 63074 MO 00111 v SEBLADM 352003 11:23:24 AM
73 47th Street Kenozha 93143 LS 00111 v SEBLADM 352003 11:23:126 AM
200 Sandy Road Chicago E0811 IL oo111 v SEBLADM 352003 11:23:29 AM
1 South Water Chicaga 60611 IL 00111 4 SEBLADM 35 2003 11:23:31 AM
200 Peachtree Blud Atlanta 234356 FA oo111 v SEBLADM 352003 11:23:34 AM
256 Golf Road Narthland 45667 SC 00111 v SEBLADM 352003 11:23:36 AM
2416 Hunter ave Niles 50065 I Siebel Adn v SEBLADM 3/5/2003 11:23:49 AM
1212 control In Morton Grove FO0S5 IL Siebel Adn v SEBLADM 352003 11:23:51 AM
Beatles plaza 12 Shaurnburg 55790 IL Siebel Adn v SEBLADM 35 2003 11:23:53 AM
FO00 West Chicago 99555 IL Siebel Adn v SEBLADM 352003 11:23:57 AM
F000 East Chicaga 55555 IL Siebel Adn v SEBLADM 35 2003 11:23:59 AM
7000 Morth Chicago 993555 IL Siebel Adn v SEBLADM 352003 11:24:01 AM
5400 Lermon In Elk Grove &00282 IL Siebel Adn v SEBLADM 352003 11:24:03 AM
3600 Apple In Marton Grove 50087 IL Siebel Adn v SEBLADM 35 2003 11:24:06 AM
2412 Orange In Buffala Grove 60086 IL Siebel Adn v SEBLADM 352003 11:24:08 AM

-

o o

Figure 44 The Address Review view
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Understanding the Columns
Displayed on the Address Review View

The Address Review view is made up of the following columns:

Column Contents

Street Address | displays the street address.

City displays the city.

Postal Code displays the zip/postal code.

State displays the state.

Territory displays the sales territory of the representative who created

the address..

Using Queries to Filter Records in the Address Review View
The Pre-Defined Query bar contains the following queries:

Pre-Defined

Query Result

0 — Changed displays all of the new or modified records added since
the last time you logged onto the system. This pre-defined
query is pre-selected when you open the view.

1 - Invalid displays all records that have been marked as Invalid.

2 —Valid displays all records in which both the Changed and the
Invalid field are blank.

3-All displays all Changed, Valid, and Invalid records.

You can also create a one-time query so that you see only those professionals
within a specific territory, region or salesforce, or you can save a query as a
custom PDQ so that it will always be available for your use.
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Reviewing Changed Call Addresses

Reviewing
changed call
addresses To review changed (new) call addresses, follow the procedure below:
Step Action
1 Use the Screen bar and the View bar to access the Address
Review view.

2 The default PDQ, “0 Changed,” will execute and the changed
records will be displayed in the view.

3 Refine the query by region, district or territory. This will
display the addresses within the area(s) that you cover.

Save this query for future use.

‘}:;:Siebel Life Sciences - Address Review

File Edit “iew Screens Go Query Reports Help aAB_B_nJI
JI_E‘U'IE“@?X|N< bbl|,0,0%l§l|.}(,Eﬂ“|§%|ﬂﬂ|ﬁ£|§§? |JOuer|es,OEl—Changed -

J History List Ce | 6 @ H Threads |Address:
oy D0 @ xS

Disbursements
w | Street Address | City | Postal Code | State | Territory ﬂ
ST W | 6654 5 Lake Shore Dr | Walwarth 53164 WL 64304
1 790 Church St NW Ste 230 Marietta 30080 GA Siebel Administrator
5665 Peachtree Louisville 40215 K Siebel Administrator
m 792 Church St ME Ste 430 Mar\etta 30080 GA S?ebel Admm?strator
Review 2332 Leyden Ave River Grove 60171 L Sigbel Administrator
— 792 Church S5t ME Ste 330 Marietta 30080 GA Siebel Administrator
566 Maperville Rd HNaperville 60563 L 64304
615 Maryhill Ln Louisville 40207 K 64211
4300 N Main S5t Apt 126 Racine L3402 W 64304
3915 N Lynnwood Pl Pearia 61614 L 64304
7655 Mill Crk Atlanta 40025 GA 64304
7765 N Harlem Av STE444 Chicago 60635 IL 64304
1122 Anywhere Ave Anytown 12345 IL 64702
795 Church St ME Marietta 30080 GA Siebel Administrator
792 Church St NW Atlanta 30318 GA Siebel Administrator
620 Marshall Ct Louisville 40202 K Siebel Administrator
PO Box Grover 62837 IL 43000
Dfsdf Sdfadf 45455 MO 64704
Afddsf Fadadsf 33333 MO 64704 -
] o

Figure 45: Address Review query results
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Step Action
4 Select the first record displayed and review the following fields

to ensure they meet compliance requirements:
» Street Address

» City
» Postal Code (Zip Code)
» State

5a

or

If a record is missing information or has questionable
information, click in the Invalid column.

& If both the Changed and Invalid columns are left blank,
the address will be treated as if it is Valid.

5b

If the address information is valid, click on the checkmark in
the Changed column to remove it.

Repeat steps 4 and 5 until all new addresses have been
reviewed.

File Edit ¥iew Screens Go Query Bepors Help =l BEOTT
[EEE XM« m DOMHE e oS5 # &0 B& (fthe address is valid, click on the v
| HistoryList 2 = | € |] Threads [Address: checkmark in the Changed column.
EIRREEEN-IEE

Disbursements Addresses

& Follow-Ups

Y | Street Address City | Postal Code | State | Territary | Changed | Inwvalid | Updatf;l
g'é't';?lts“res it 790 church St Nw Ste 230 Marietta 30060 Ga siebel admi N
> | 5665 Peachtree Louisville 40215 Ky Siebel Admi [=1]
Address : - :
792 Church St ME Ste 430 Marietta 30080 GA Siebel admi v
. . 2332 Leyden Ave River Grove 60171 (N Siebel admi v SIGNA
Professional - - -
Review 792 Church St ME Ste 330 Marietta 30060 Ga Siebel admi v SEBLA
615 Maryhill Ln Louisville 40207 kY 64211 v WILLIL
4300 N Main St Apt 126 Racine 53402 W 64304 v OTTOL
3915 N Lynnwood Pl Pearia 61614 IL 64304 [ OTTOL
7555 Mill Cric Atlanta #0025 If the address is invalid, click in the Invalid
7765 N Harlem &v STE444 Chicago 60635

1122 anywhere Ave
795 Church St NE
792 Church St MW
620 Marshall Ct

PO BoOx

Afddsf

286 Letterwood

286 Leonard Wwood S
1B

i

column. This will remove the checkmark
allil 1239 from the Changed column.
Marietta 30060

Atlanta 30318 GA Siebel admi v
Laouisville 40202 K Siebel admi V|
Grover 62837 L 43000 v WILLIL

Fadadsf 33333 yile} 64704 v WILLIL
Highland Park 60035 L Siebel admi v
Highland Park 60035 L Siebel admi v
Raymondville B5555 Mo 6470 v

WILLIL
*

Figure 46: Address Review — Marking addresses valid and invalid
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Invalid Call addresses

Marking an address record as “invalid” prevents the address information from
being used by any representative who shares that call address. Once the
representative(s) synchronize with the server, the sales representative who
created the invalid address, or any other sales representative who shares this
information, will not be able to view or access the invalid address for use with
future calls.

All disbursements associated to an address marked “invalid” will move to the
Disbursements & Follow-Up view. From this view you can review the
assignment of reject codes and generate a letter to the Sales Representative
who created the Invalid address for correction. (This will be reviewed when
we discuss Disbursements & Follow-Up.)

Any information discussed with the representative regarding the rejected call,
can be documented in the Comments area of the Rejections form applet. The
sales representative(s) will not see any information that is documented in the
Comments area; these comments will only be displayed to Sample
Management.

If it is determined that the call address that had been marked as Invalid is
actually Valid, Sample Management has the ability to change it to Valid.

The next time the sales representative(s) synchronize with the server, the call
address record initially tagged as invalid will be displayed in the call address
view on the reps PDA for future use.

Hands-On Practice
Use a query to display all of the valid address records for Territory 00111.

Review each of the addresses to be sure it meets compliance guidelines.
See the solution on the next page.
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Hands-On Solution
1. Use the Screen bar and View bar to display the Address Review view.

2. The Changed PDQ will execute automatically when the view opens.
3. From the menu bar, click on Query, Refine Query.
4

Click in the Territory field and type “00111” and then press Enter or
click the Execute Query button in the lower toolbar.

5. Review each address and mark it as invalid or valid.

€7 siebel Life Sciences - Address Review =8| =l
File Edt view Screens Go Query Reports Help EAB_B_!IE[
|[EEEx[x > n [ pONA|[I R = |[S5E[H 4D A@ | queres O 2-vilo v

J History List <= = | g~ |J Threads |Address:
YRR

samples Administration
et [
Follov-Ups Addresses

Signatures with | Street Address | City | Postal Code | State | Territory Changed Inwalid Updated By | Updated Date ;I

1200-B Packer Way Milwaukee 54321 W' I 00111 SIGMADM 117172002 1:38:30 PM
200 Orange Grove Miarni 44444 FL 00111 SEBLADM 3/ 4/2003 3:56:44 PM
1 M. State Street Chicago 60611 L 00111 SEBLADM 372003 9:44:20 AM
145 Wallace st Findlay 45840 oH 00111 v SEBLADM 32072003 1:05:45 PM
1506 Evans st BAINBRIDGE 31717 GA 00111 s SEBLADM 3f20/2003 1:05:49 PM
2623 Dewey Gray cr Augusta 20909 G 00111 v SEBLADM 3/20/2003 1:05:54 PM
1129 Lowet Main st W aillubou FEE13 HI 00111 s SEBLADM 2072003 1:05:56 PM
1200 Central ave W ailuku 26213 HI 00111 v SEBLADM 3f20/2003 1:05:59 PM
1560 chevy chase dr Glendale 291206 [a3'Y 00111 v SEBLADM 22002002 1:06:02 PM
1245 wilshire blvd Los Angeles 20017 CA 00111 s SEBLADM FE0/Z003 1:07:28 PM
226 Main Clintan 47240 M 00111 SEBLADM 3f20/2003 1:07:37 PM
4100 Gateway blud Newburch 47630 I 00111 v SEBLADM 3/20/2003 1:06:16 PM
12425 Cld Meridian str  Carmel 46032 IN 00111 I's SEBLADM FE0/2003 1:06:13 PM
7148 ambassadar rd Baltirmore 21244 MD 00111 v SEBLADM 32002003 1:07:42 PM
6510 Kenilwvorth ave Riverdgale 20737 MD 00111 v SEBLADM 32072003 1:07:44 PM
825 Monroe st Grenada 38901 MS 00111 s SEBLADM 32072003 1:07:46 PM
4500 Marth ave Chicago &7 700 IL 00111 v SEBLADM 32072003 1:07:49 PM

> i 344 Oak Street Chicago 60611 L 00111 | SEBLADM 3/7/2003 3114:01 PM

-
] .

|Invald Item: 18 of 18 T

Figure 47 Result of re-reviewing valid addresses for Territory 00111
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Module 7: Disbursements & Follow-Up

When a Professional Name or Call address has been marked as invalid, the
system will process this information and compare it against a group of pre-set
business rules and automatically assign one or more reject codes to the
disbursement records associated to the invalid Professional or Call Address
record. The disbursement records (historical and future) associated to the
invalid records can be reviewed in the Disbursements & Follow-Up view.

Once a Professional Name has been marked as Invalid, all future calls made to
the Invalid name by any sales representative will continue to fall into the
Disbursements and Follow up view until the Professional Name has been
corrected by the sales representative and Sample Management marks the
corrected (Changed) record as Valid. Since Call Addresses cannot be
modified or corrected by the sales representative, MAX prevents future use of
an invalid call address by removing it from the sales representative’s laptops
and PDA:s.

This view also displays any disbursement record that has been automatically
assigned reject codes by the system even if the professional name or call
address is deemed valid.

The system automatically assigns a reject code when sample disbursements
fail to meet certain business rules. The most common examples include:

= sampling a Nurse Practitioner Physician Assistant in a non-sampling
state.

= creating a sample disbursement against an expired lot #.

= synchronizing a call to the server that is older than 45 days of the
system date.

Because reject codes are so important to this view, we’ll discuss them in more
detail later in this module.

You can use the Disbursements & Follow-Up view to:

= query and filter the disbursement records and manage your workload.
= review the reject code(s) assigned to a record.
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= add and clear reject codes.
= generate and print rejection letters to the sales representatives.
= close arecord.

Accessing the Disbursements & Follow-Up View

Accessing the
Disbursements

& Follow-Up To access the Disbursements & Follow-Up view, follow the procedure
View below:
Step Action
1 Select Sample Management from the Screen bar.
2 Select the Disbursements & Follow-Up from the View bar.

Understanding the Structure of the
Disbursements and Follow-Up View

The Disbursements and Follow-Up view, shown in Figure 48, is made up of
three different applets:

= Sample Signature: A list applet displaying sample disbursement
records.

= Signature Receipt: A form applet that displays the Electronic Sample
Receipt for the highlighted and selected sample disbursement in the
Sample Signature list applet.

This copy of the electronic receipt will display all of the fields
available and visible from the signature capture screen on the PDA
including the signature of the professional.

= Rejections: Displays the reject codes that have been assigned by the
system or by Sample Management.

This applet also allows Sample Management to add or clear reject
codes and to add comments to the sample disbursement record.
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&% siebel Life Sciences - Disbursement Follow-up == =]
Filz: Edit “iew Screens Go Query Reports  Help EAB_B_DJJ
| 5 B B = w o« » om0 08 3| | Query filters records displayed under _ |J Queries SO 1-New -
1 »
J Histary List <0 = | 6 @ |J Threads |Sample Event: Sample Slgnature appIEt
JO|«» POz XA %
Samples Administration
Sample Signature Letter Sent | Release Lack close |
Follow-Ups
- | Print | Count | Reject Codes - s-,-sterr| Current First NarnE| Current Last Namne | Current Middle Na| Disb. First Name | Disb. Last Name | S|
Signatures with
Details 2 Sean Bergurn H Sean Bergurn H _I
Address Review : Atta e Atta e
B 2 nail = Mark Chrura -
Professional . - a a
e e Signature Receipt applet displays disbursement 2
details for record selected in Sample Signature.
Signature Receipt | Recreated =
|Distrihutnr: abb o |Abhntt Signature Capture
oty Sarnple Manufacturer Lot Number | [s=an Bergum MD 30 Cedar Road, Lake Villa, IL 60032 License #
ship/Received ILE304567
5 153 Tricor 67MG  Abbott 48782981
Received
10 801 Micardiz 80MG Abbott 901701 Received A\M
Rejections applet displays details on reject codes
assigned to record selected in Sample Signature. 11/06/2001 17:18:15
| | [
Mew | Clear | e
| Systern Assigned| Systern Code Descriptior| Tech, Assigned | Tech, Code Description Instructions Tech, Comrents | iﬂ
> §A - INCORRECT  Signature doesn't look right Please collect signature again,
QTvi Incorrect Quantity Incorrect quanti
-
1 »

Figure 48 The Disbursements and Follow-Up view

Using Pre-Defined Queries in the Disbursements & Follow-Up View
The PDQs in this view correspond to the status of the disbursement record:

Pre-defined Query | Result

None displays a blank screen.

1- New displays records that have been assigned reject codes,
either by Sample Management or by the system.

2 — In Progress displays New records that have been edited or updated by
Sample Management.

3 — Letter Sent displays records for which rejection letters have been

sent to the Sales Representative and the status has been
changed by Sample Management to Letter Sent.

4 — Closed displays all records that have been closed by a Sample
Management and the status has been changed to Closed.
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You can also create custom PDQs so that it will always be available for your
use.

The query filters the records within a view. The example below demonstrates
a query for all New records with reject codes.

‘}:;:Siebel Life Sciences - Disbursement Follow-up

File Edit Miew Screens Go Cuery Repors Help EAB_BQI[
JIE'B"@"X|I44>N|,0,0%¢E$|&ﬂn“|§%|ﬂﬂ|}ﬂ@\? |JQuenesp1-New -

J History List <7 = | [ -] |JThreads Sample Event:
o P[00 X[

Disbursements Sample Signature Letter Sent|Release Lack  Close
& Follow-Ups | ) . ) ] ] irst 12
Print | Count | Reject Codes - | Current First Name | Current Last Name | Current Middle Narr| Disb. First
Signatures with 1 Edward Abelson T David
Details : ; .
1 Edward Abelson T David -
Address »
Review
;:::i:f:"’“a' Sighature Receipt zerreatad [*RECREATE ~|
I— |JML Clinic |Abb0tt Signature Capture
Qty Sample  Manufacturer Lot Murnber =| [pavid abelson MD 2040 W Wisconsin Ave Ste 760, Milwaukes,
Ship/Received WI 53233 License # 32708 Call Date 09/26/2002 *RECREATED
& 601 Mavik 2MG 1/7 Abbott
1MYK25010 Received

UAT TEST OF THE CREATION OF A DISCLAIMER OM THE HOME
ﬂ OFFICE MACHINE 09/26/2002 15:52: 14

Rejections Hew Clear g
| System Assigned | System Code Description | Tech. &ssigned Tech. Code Description | Instructionsﬂ
DISB1 Cld call date Call date is

0 o

Figure 49 Query results

Hands-On Practice

Create and save a query that will display only new records for Territory
32706.

Save the query under the name “11 - New for Territory 32706.”
Tip: You may need to scroll to the right to see the Territory field.
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Hands-On Solution

1. In the Pre-Defined Query bar, click the down arrow and select “1

New.”

Click the New Query button in the lower toolbar.
Scroll to the right until the Territory field is visible.
Click in the Territory field and type “32706.”

Press ENTER or click the Execute Query button.

The view will display only records for territory 32706.

o a k~ wDn

‘;‘;;:Siebel Life Sciences - Disbursement Follow-up

File Edit Wiew Screens Go Query Repaorts Help

=la1x|

EABBD’I’T

| J Queties

|EEEX|v «rnjooflilli -~ a%|h«Dn@N

J Histary List <5 = | e m “ Threads |Sample Event:

o« r o0 x5
Samples Administration

BT (@ sample Signature Letter Sent | Release Lock | Close
Follov:-Ups
— ‘ Signature T|rn-| Recreated ‘ Receipt Requested | Call Status | Ermp # Walidation Required Prof, Type Chanc =
Signatures with i
Details > 10:22 AM Subrnitted 4100-0073 v
5 2:45 PM Synchronizad 4100-0073 v v
Address Review
3135 PM Submitted 4100-0073 v v hd
Professional F » I
Review —I —I
Signature Receipt Recreated =

|Distributor: Abbott |Abb0tt Signature Capture

Gty Sarmple  Manufacturer Lot Humber

ship/Received
3

-
_I ILO90220=22-20984

01 Micardis S0MG 901701 Received

illen Aaran Dr. 10 Healthcare Drive, Greenville, IL 62246 License #

10/05/2001 10:22:39

-]

Mew

Clear

| Systern Assigned

| Systern Code Description

| Tech. Assigned | Tech. Code Description

Instructions

> DISBURSEMENTZ2 DISBURSEMENTZ CLEAR Clearad

CLEAR Cleared

OTHER Rep Assigned. Please See Cor -
<| 3

[

|abbatt - Historical Territary

Item: 1of 136

Figure 50 Result of querying for new records for Territory 32706

7. Click Query, Save As in the menu bar.
8. Type a name for the new query and click OK. (See Figure 51.)
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iebel Life Sciences - Disbursement Follow-up &1 x|
File Edit ‘iew Screens Go  Query Reports Help
|IEEEX|[K «r» n[poglE [t B 58| h 4D W -

| J Queties

J Histary List <9 = | g “ Threads | Sample Ever:

o] «»r|pOo2x[B %
sSamples Administration

Disbursements &

Sample Signature Letter Sent | Release Lock | close |
| signature Tir| Recreated | Receipt Requested | Gall Status | Emp #
Details > 1149 PM Submitted 4100-0073
Address Re 2143 AM Save Query As x|
3:58 AM

Professional
Review

Guery name:
J11 - New for Teitory 32706

Signature Receipt

0 - Hone

|Distributor: Abbott ;-r:melg\:ogress
Qty Sarmple Manufacturer 3 IET;L:dSEnt
sShip/Received
5 801 Micardis 50MG 5 - Prof. Type Changed
E - Maiked for Printing
7 - My In Progress
8 - My Letter Sent
k]

- Recreated Calls within the last 30 days]l
10- Recreated Calls within the last B0 days
Jordans Reject Query

Cancel

| Taritary | validation Required | Prof. Type Char\cﬂ
32706 v
32706 v
32706 v _lLI
| y
Recrestad j
pure

10 Healthcare Drive, Greenville, IL 62246 License #

ﬁﬂ@wm

=

| Systern Assignad

Mew | Clear |

| Systern Code Description | Tech. Assignied

» DISBURSEMEMTZ DISBEURSEMENTZ CLEAR Cleared
OTHER Rep Assigned,
SA - OTHER Rep Assigned.

(1

Tech. Code Description

Instructions

LT
| Te:lﬂ

*

Please See Cor jajde

Please see corr

Figure 51 Saving a new query for Territory 32706
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Reviewing the Columns Displayed under Sample Signature

The columns in the Sample Signature list applet give you an extensive view of
the sample disbursement record and its status:

Column Contents

Print displays either a blank or a checkmark, which
indicate you are ready to print a rejection letter to the
sales representative.

Count displays the total number of reject codes assigned to

the disbursement record.

Reject Codes — System
Assigned

displays an abbreviated description of the system-
assigned reject code.

Current First Name,
Current Last Name,
Current Middle Name

displays the current name of the Professional, which
may be different than the name displayed in
Disbursement First, Middle or Last Name if it has
changed since the disbursement was done.

Disb. First Name, Disb.
Last Name, Disb.

displays the name as it was at the time of the
disbursement.

Middle

Degree displays the degree (professional designation) of the
professional.

Type displays the type of professional.

ME# displays the uniqgue ME# assigned to the professional.

License # displays the professional’s state license number.

DEA# displays the professional’s DEA #.

Call Address, City,
State, Zip Code

displays the call address.

Reference # displays the unique reference number assigned to the
disbursement record. The reference # also appears on
the rejection letter.

Call Date displays the date the representative disbursed the

samples to the professional. (If the call has been
“recreated” the call date will be different than the
signature date.)

Signature Date,
Signature Time

displays the date and time the professional signed for
the samples.

Recreated

displays a textual value of Recreated, which means
that the sale representative has recreated the record in
an effort to correct errors or offset lost data.

Receipt Requested

displays a checkmark field, which means that the
representative has requested that a sample receipt be
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Column Contents
sent to the professional.

Call Status displays the status of the call. The statuses are either
synchronized or submitted.

Employee # displays the Employee # of the Sales Representative
who created the call record.

Territory displays the territory of the Sales Representative who

created the call record.

Validation Required

this field is only used for technical support.

Prof Type Changed

displays a checkmark for those professionals whose
professional type has changed since the disbursement
was made (Example: Disbursement captured the
professional as a physician, but the verification
process through Nucleus Pharma indicated the
professional is actually a Nurse Practitioner.)

Process Last Updated

displays the date and time the record was last updated
by Sample Management.

Process Status

displays the record status.

Process Close Date

displays the date the record’s status was changed to
Closed by Sample Management.

Call Created By

displays the login name of the Sales Representative
who created the record.

Disclaimer Text

displays the disclaimer displayed when the
professional signed for the samples.

Locked By

displays the name of the Sample Management
personnel who is currently working on the record.

# of Days Since Letter
Sent

displays the number of days since the record status
was updated to Letter Sent.

Aging Category

displays the category that the record is in the aging
process

A = More than 180 days

B = Between 68 and 179 days

C = Between 38 and 67 days

D = Between 31 and 37 days

E = Less than 31 days

Sample Signature also includes three other buttons that we will discuss later:

= | etter Sent
= Release Lock
= Close
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Taking a Closer Look at the Signature Receipt Applet

The Signature Receipt applet displays a copy of the Electronic Sample
Receipt. It contains the following fields:

Field Content

Distributor Company that employs the sales representative
distributing the drug samples.

Qty, Sample, Details about the drug samples disbursed to the

Manufacturer, Lot professional

Number,

Ship/Received

Recreated A field that indicates that the disbursement record is a
recreated call.

Professional name, The professional information captured on the Sales

address, license Representative’s PDA

number, Call date

Signature Electronic signature captured on the Sales
Representative’s PDA

Disclaimer The disclaimer displayed to the professional who
signed for the samples.

Reviewing the Columns Displayed under the Rejections Applet

The Rejections applet displays the reject codes that have been applied to the
sample disbursement record either by the system or by Sample Management.
This section includes the following columns:

Field Content

System Assigned displays an abbreviated name of the rejection code
assigned by the system.

System Code displays a description of the rejection code.

Description

Tech Assigned displays rejection codes assigned by Sample
Management during a review of the disbursement
record.

Tech Code Description | displays a description of the tech-assigned rejection
code (rejection codes assigned by Sample
Management).

Abbott Laboratories Proprietary Material. All Rights Reserved.
Smp Mgt Training Manual.doc Page 70 of 107



Abbott Laboratories
Pharmaceutical Products Division

Operating Procedure Number: BPM-
Effective Date:

Field

Content

Instructions

displays the instructions that will appear in the
rejection letter sent to the Sales Representative.

Note: If Sample Management selects the reject code
“Other”, this field will display, “Please see
comments.” Click the ellipses at the end of this field
to display a dialog box where you can enter an
explanation that will be printed on the rejection letter.

Tech Comments

displays comments entered by Sample Management.

Note: This field is to be used for internal notes that
will not be included in the rejection letter.

Date Closed displays the date and time Sample Management
changed the status of the call to closed .

Status displays the status of the record.

Created displays the date and time the rejection record was
created either by the system or by Sample
Management.

Created By displays the user ID of the of the person who created
the reject code (Sample Management) or of the
system ID when the system adds the reject code.

Updated Last date the record was updated

Updated By Login id of the person who last updated the record

Rejections also include two buttons which will be defined shortly:

=  New
= Clear
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Working with Reject Codes

MAX will automatically assign reject codes to sample disbursements for the
following reasons:

= If a professional name or call address has been marked as Invalid, all
of the associated sample disbursements will get marked with a reject
code of Prof Invalid or Address Invalid.

= |f a sample disbursement was made against an expired lot number.

= |fanurse practitioner (NP) or physician assistant (PA) have been
sampled in a state where this is not allowed.

= |f a sample disbursement was made with a future call date.

If a sample disbursement comes through the server with a call date that
is 45 days old.

You can view the reject codes (system or tech assigned) that have been
assigned to a sample disbursement in the Sample Signature list applet or in the
Rejections list applet.

In many cases, more than one reject code will be assigned to a disbursement.
For that reason, the Sample Signature list applet uses a multi-value grid
(MVG) to display information about the reject codes. To access a multi-value
grid, click the ellipses button that appears in the field. (See Figure 52.)

Note that the information shown in the MVG is read-only. To add or clear
reject codes, you need to use the Rejections applet. (We’ll discuss this
shortly.)
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> [ADDRL i PO BONis Found in Call Ade

Chicago, IL 60605 Licenze# 655343
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Figure 52 Displaying information about a system-assigned reject code

Figure 53 shows another way to get even more information about the reject
codes assigned to a sample disbursement: Click the toggle button that appears
at the upper right corner of the Rejections applet. The list view changes to
show a form applet, which describes the reject codes as well as the
instructions that will appear in the rejection letter to the Sales Representative.
This applet can help you determine whether the existing reject codes are valid
and help you determine whether you need to manually assign other reject
codes to the record.

A detailed list of reject codes is contained in Appendix A.
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Figure 53 Using the toggle button to display more information about an error code
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Adding Reject Codes

As you review the sample disbursement record, you may find that there are
more violations that require the addition of more reject codes to the
disbursement record.

Adding a tech-
assigned reject

code To add a tech-assigned reject code, use the following procedure:

Step

Action

1

In the Rejections applet, click New.

In the list view, a blank line will appear. In the form view, a
dialog box will appear with instructions.

Under Tech Assigned, click the down arrow and select one of
the options from the pick list.

For every reject code but Other, the system will fill in the
description and instruction columns for you.

If you select Other, go to steps 3 and 4.

In the Instructions column, click the ellipses button that appears
at the end of the phrase, “Please see comments.”

A small dialog box will appear. Select the text in that dialog
box and then type your instructions to the sales representative.
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Figure 54: Selecting a new reject code
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Figure 55: Entering instructions to accompany the “Other” reject code
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Using the Tech Comments Field

You may add pertinent information regarding the disbursement or your own
follow up information in the Tech. Comments field. This information will not
print on the rejection letter. Expand the Tech. Comments column by clicking
the ellipses button at the end of the field.

& Note: This field holds a maximum of 100 characters.

‘:;;;Siebel Life Sciences - Disbursement Follow-up = | = Ill
File Edit “iew Screens Go Query Reporks  Help Eﬂm
|[BEE X v« «r» n 008U |tBRR |2 neDBRNY HQueries,OI-New =

J History List <9 = | e m “ Threads |Sample Event:

jo|«»|PDax|H %

Samples Administration
BT (4 sample Signature Letter ent | Release Lock | Close |
Follow-Ups

| Print ‘ Count | Reject Codes - Sl,lst| Current First Ne| Current Last Mame | Current Middle N| Disb. First Mz| Dish, Last Mar| Disb, Middle | Dec;l

signatures with

Details 1 DISBURSEMEMTS... GCwen Meanay Owen Meaney PA_I
" > 1 Allen Aaron Allen Aaron oo
Address Review
— 1 DISBURSEMENTZ... Aaron Mitch Aaron Mitch =13 vI
»

Professional P
Review —I_I
Signature Receipt Recreated =

|Distributor: Abbott |Abb0tt Signature Capture

Qty Sarmple  Manufacturer Lot Murnber ;l lallen faron DO 115 Gentry Gate, Alpharetta, G4 30022 Licensa #
Ship/Received GALZZ4567

3 105 Prevacid 15MG Abbott PK12345 Received

& 106 Prevacid 30MG Abbott 3456784 Received

A |

Click the ellipses at the end of the field, then click in
the box and type your comments.

=

T
7

I REQUESTED AMD RECEIVED THE R:x ITE DIATED FOR THE MEDICAL

MEEDS OF MY PATIENTS, I CERTIFY IAamM RREMTLY LICEMNSED WITH

A > IES AND AATHORIZED TO REQUEST

e
/
JETE I o
| Tech. Assigned | Tech. code Description | ogfe closed | status | created ﬂ
3 OTHER Othar Please See Commel = 3/5/2002
MP Murse Practitioner sampled in r MP sampled in non-: 1/20/2002

« o o

Figure 56 Expanding the Tech Comments column
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Hands-On Practice
Find the new disbursement records for the professional, “Rothchild Mara.

Add a reject code “DISB5 - Invalid/Incomplete Signature.”
Add a Tech Comment “Rep may have to re-create call.”

Abbott Laboratories Proprietary Material. All Rights Reserved.
Smp Mgt Training Manual.doc Page 79 of 107



Abbott Laboratories BPM-

Pharmaceutical Products Division
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Hands-On Solution
1. Select “1-New” from the Pre-Defined Query bar.

2. Click the New Query button in the lower toolbar.
3. Click in the Current First Name field and type “Rothchild.”
4. Press ENTER or click the Execute Query button in the lower toolbar.

‘;‘;;:Siebel Life Sciences - Disbursement Follow-up - | = |l|
File Edit “iew Screens Go Query Reporks  Help EAEED]I
|EEEX|u «» 0083t mE = |aE | H 4D HR | s -

J Histary List <53 E{>|e m HThreads’SampIaﬁ
|0« »r|ODox|B @

CETAT PR TSN Sample Management
Dusrgmeres
Signatures with

‘ Print | Count| Reject Codes - Syst| C
Details > 2 PROF_INVALID., |

Letter Sent | Release Lock | Clase |

| Current Last Name | Current Middle M| Disb, First M:| Disb, Last Nar| Disb, middle
Rothchild

T
: Mara Mara

Address Review

Professional
Review

1

Signature Receipt

Recreated

|Distributor: Abbott

|Abb0tt Signature Capture

| Systern Assigned
3 PROF_IMVALID
ADDR_IMVALID

Qty Sarnple  Manufacturer Lot Nurnber =] [Rothchild Mara MD 1 South Water, Chicago, IL 60611 License # 2222
ship/Racaived
5 172 Biaxin 05 250mag 4710 Abbott
100012178 Received
I REQUESTED AND RECEIVED THE R ITEMS INDICATED FOR THE MEDICAL
MEEDS OF MY PATIENTS, I CERTIFY THAT I AM CURRENTLY LICENSED WITH
[z [THE #FFROPRIATE STATE AUTHORITIES AND AUTHORIZED TO REQUEST
Rejections Maw | clear |

| Systern Code Description
Profeszional is invalid
Address is invalid

| Tech. Assignad | Tech. code Description

Tl

=
Instructions ‘ Tec|ﬂ
Mame invalid: On attached ESR dra

Addr, Invalid: On attached ESR dra

[

"

[ !
|Call Contact First Name [Teem: 1of 1

Figure 57 Result of querying New disbursement records for Current First Name ""Rothchild"

S.
6.

9.

Click the New button in the Rejections applet.

Click in the Tech Assigned field and then click the down arrow to see
a list of reject codes.

Scroll to and select the reject code “DISB 5.”

Review the description of the reject code that is displayed in the
Rejects applet.

Scroll to the right and click in the Tech Comments field.

10. Click in the box and type a note, “Rep may have to re-create call.”

(See Figure 58.)
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?:;;Siehel Life Sciences - Dishursement Follow-up == =]
File Edt View Screens Go Query Reports Help EAB_B_DJI
|[BERX [P0 | sBB - S HaDHBRN || queris -

J Hiskory List <= = | g o H Threads |Sample Event:

|0« » [0 O0oX|B %

| Print | Count|
Signatures with
Details > 2

Address Review

Profassional ]

Review

CETAT EERE T TSNS Sample Management
Bl a6 sample Signature Letter Sent | Releaze Lock | Cloze |
Follow-Ups

Reject Codes - Syst| Current First Narme | Current Last Name | Current Middle M| Disb, First Nz| Disb. Last Mar| Disb, Middle ﬂ
PROF_INWALID... Rothchild Mara F.othchild Mara
-
*

Signature Receipt Recreatad =]

|Distributor: Abbott

|Abbott Signature Capture

ity Sample  Manufacturer Lot Number ;I Rothchild Mara MD 1 South Water, Chicago, IL 60611 License # 22232
Ship/Received
S 172 Biaxin 0% 250mg 4f10 Abbott
100012172 Feceived
The tech-
assigned code
I REQUESTED AMD RECEIVED THE RX ITEMS INDICATED FOR THE MEDICAL
MEEDS OF MY PATIEMTS, I CERTIFY THAT I AM CURREMTLY LICENSED WITH
e e e e e T HORIFED)
Rep rmay need to re-create call. The Tech Comments
<
Rejections Hew | Clear |
| Tech, Assigned | Tech, Code Déscription | Instructions Date Closed | Status ﬂ
» DISBS Invalid/Incomplete signature  Inwalid/Incomplete signature, Pract =]
Marne invalid: On attached ESR dra
Addr. Invalid: On attached ESR dra -
1] _ r

[

e

[Teem: 1cf 3 T r

il start |J o & H @ > xeyboard ... | B cimacaiEs. | E1aTaT Messa... | (S siebel tife .. 324 Sarmple .| g@Micosottph. | @R A5G asaem

Figure 58 Result of adding a

tech-assigned reject code and Tech Comments

Clearing a Reject Code

If a reject code was added in error either by the system or by Sample
management you have the ability to clear the reject code before creating the
rejection letter.

Clearing a reject

code To clear a reject code, use the following procedure:
Step Action
1 In the Rejections applet, select the reject code you want to
clear.

Select the Clear button.

The Rejections applet will show that the reject code has been
cleared.
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Releasing a Lock on a Record

Sample Management is responsible for supporting the PPD sales forces in all
compliance related tasks. Each individual in Sample Management may
support a salesforce, a region(s) or a group of territories, salesforces or
regions. It will be each individual’s responsibility to ensure that those
territories, salesforces, or region’s sample disbursement errors are corrected in
a timely manner. To carry out this responsibility, you need to understand the
“lock” feature in MAX and how to release it.

As you identify the professionals, call addresses and disbursements that you
are responsible for and begin to work on them by assigning or un-assigning
reject codes, MAX *“locks” the record for you. This ensures that no one else in
Sample Management will duplicate your work or efforts. If someone else
attempts to edit your records, he/she will receive an error message alerting
him/her that the record is yours and is “locked” by you.

If you need to relinquish the responsibility for the follow up of a record that is
“locked” by you, you can do so by clicking on the Release Lock button. This
feature could be beneficial when you are going on vacation and in your
absence you are expecting follow up information from the sales representative
to Close a record. By releasing the lock on the record, you allow someone
else to close that record or follow up on it in your absence.

Releasing a lock

on a record To release the lock on a record, use the following procedure:
Step Action
1 In the Sample Signature applet, select the record you want to
unlock.
2 Click the Release Lock button.
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iebel Life Sciences - Dishursement Follow-up ===
File Edt “iew Screens Go Query Reports Help
J & B B % | M 4 » M ‘,0 I El| & B oo o | =1 %’| #H & O ﬂ@k‘? |JQueries LD & - Marked for Printing -

J Hiskory List <= = | g |J Threads |Sample Event:
[0 «» PP XA
Samples Administration
sample Signature Letter erly | Releaze Lock | 2 close |

| Print | Count | Reject Codes - Sl,lst| Current First M: Cl | Current Middle N| Disb, First M:z| Disb, Last Mar| Dizb, Middle | Dec;l
Details o Tarm Cruz Tam Cruize MD_I
1 Tina Queantin Tina Quantin MD

Address Re

Professional
Review

3 Michael Quinn P Michael Quinn P MD vI
*

Signature Receipt Recreatad =

|Distributor: Abbott |Abbott Signature Capture

Qry Sample Manufacturer Lot Nurnber ;I Torn Cruise MD 1004 E SUMNER STreet, HARTFORD, WI 33027 License #
Ship/Received WiF0o0es

a8 204 Micardis S0MG Abbott a04mM Recaived

I REQUESTED ANMD RECEIVED THE RX ITEMS INDICATED FOR THE MEDICAL
NEEDS OF My PATIEMTS. I CERTIFY THAT I AM CURREMTLY LICEMSED WITH
LI THE APPROPRIATE STATE AUTHORITIES AMD AUTHORIZED TO REQUEST

Rejections Hew | clear | B

| Systern Assigned | Systern Code Description | Tech, Aszigned | Tech, Code Description Instructions | Tacl;l

o o

ot
[Ttem: 30fS [ ’_Jl_ [

Figure 59 The Release Lock button

Abbott Laboratories Proprietary Material. All Rights Reserved.
Smp Mgt Training Manual.doc Page 83 of 107



Abbott Laboratories Operating Procedure Number: BPM-
Pharmaceutical Products Division Effective Date:

Marking Disbursements for Printing

When you have finished reviewing the sample disbursements in the
Disbursements and Follow Up view, you are ready to generate rejection letters
that will be sent to the sales representatives.

Marking
disbursements
for printing To mark a disbursement for printing, use the following procedure:

Step Action
1 Click in the Print column by the first record that is ready for
printing.

A checkmark will appear in the Print column.

2 Continue until you have marked all the records that are ready
for printing.

‘:;;;Siebel Life Sciences - Disbursement Follow-up ;Iilll
File Edit View Screens Go Query Reports Help Claseorr
EEEEREIEEEIEE I E R || queries O 1-iew -

J History List <A = | (<1 “ Threads | Sample Event:

oy |[oL @ x|S

samples Administration
(B ST G Sample Signature Letter Sant | Releass Lock | Closs |
Follow-Ups

‘ Print | Count | Reject Codes - Sl,lst| Current First Ne| Current Last Marme | Current Middle N| Disb. First Mz| Disb. Last Mar| Disb, Middle | Dec;l

Signatures with

Details v 1 Tina Quentin Tina Quentin ML
- > i 1 ADDR1... Mary Richter Mary Richter MDi_l
Address Review
—— 2 Cawis Rormana Davis Ramana COr =
Professional P »
Review —I_I
Signature Receipt Recreated j
|Distributor: Abbott |Abb0tt Signature Capture
Gty ;I Mary Richter MD 302 Pobox Avenue, Kenosha, WI 53143 License #

Ship/R| WIT0083
&

Mark the disbursement for printing
by clicking in the Print column.

I REQUESTED AMD RECEIVED THE Ri ITEMS INDICATED FOR THE MEDICAL
MEEDS OF MY PATIENTS, I CERTIFY THAT I AM CURREMTLY LICEMSED WITH
LI THE APPROPRIATE STATE AUTHORITIES AMD AUTHORIZED TO REQUEST

= . "
T o] o
| Instructions | Tech., Comments | Date Closed Status Created | Created By | Updated j
> Incomplete Address, On attached ESR 3/20/2002 11:2 1-E40 32002002

Al ] _'I;I

Figure 60: Marking a receipt for printing
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Printing Rejection Letters

Printing
rejection letters To print rejection letters, use the following procedure:
Step Action
1 Use the Pre-Defined Query bar to select the “Marked for
Printing” query.
2 The records will be displayed in the Sample Signature applet.
3 Select Rejection Letters from the Reports menu.

%:;:Siebel Life Sciences - Disbursement Follow-up
File Edit ¥iew Screens Go CQuery WECEREhEE Help

ClassoTT

J EF B B = | M 4 » M | £ O Receipts-bultiple PerPage i} ﬂ@ K2 |J Queries O B - Marked for Printit w
Receipt- One Per Page

J History List = = | G |J Threads ‘ Receipt - Current Selectad Only
J °| 4 » |p 0 2z g | Jo g Rejection Letters

Sarmples in Mon-Sampling States
Reps with »>= 5 recreated calls

Samples Administr]

Dishursement Recards in 'Letter Sent' Status _ Close | : : :
et | Current Last Mame Current Middle Narr| Disb. First lﬂ
Signatures with g Rock Stone *ba
Details
Entaatanh N 5 Mud BAAAA Mud _|L|
»

Review

Address <| |

Figure 61: Printing Rejection Letters

Step Action
4 The letters will appear in the Siebel Report Viewer.

Note that each letter contains the following information:
= Sales Representative’s current name (first and
last)
= Sales representative’s current territory number
. Sales representative’s employee 1D
" Call date
" Sample reference number
. Professional’s full name
. Professional’s call address
. Copy of the sample receipt
. Instructions for corrections
" Date the letter was printed
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Siebel Report Yiewer

=@l sln| & & | ] % 8l w2

1

; Abbott Laboratories Inc.
Sample Management Reject Letter ek i 1 Raia

Territory # 42670 Call Date: 0318/2002 Reference # ceGTEO6X:97UZC
Rep Hame: ADAM MONITOR Employee % 41002670

The attached Electronic Sample Receipt (ESR) is being returned to you with instructions for correction
indicated below. i is important that you correct this receipt and return it to Abbott Laboratories, attn:
Sample Management, D353, 200 Abbott Park Road, J35, Abbott Park, IL 60064-6181, Phone: 1-300-535-
T606. Failure to return the corrected Electronic Sample Receipt (ESR) may lead to reconciliation issues.

W. Adler 7 Salt Creek Ln, Hinsdale, IL 60521 0382002 (.
Distributor: Abbott1 Abbott Sighature Capture

Qty 0Sample OhvBrufacturerolot NumberoShip/Received | W Adler MD 7 Salt Creek Ln, Hinsdale, IL 60521 License # 545454
Ohdavik TabletsOAbbott O00009TA97 OReceived
r m]

UAT TEST $CRIPT 054 PPD HOME OFFICE ADM DS CLAMER
D318/2002 13:18:03

|Report complete - 1 pageis) |Page: 1ot

Figure 62: Print Preview of rejection letter

Step Action
5 Use the navigation buttons in the toolbar to review the
report.
6 To print a letter, click the Print icon in the toolbar.
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Changing the Process Status to “Letter Sent”

When you print a rejection letter, you must manually change the Process
Status of the record to Letter Sent. In the same way, you will need to manually
change the Process Status to Closed once the sales representative corrects the

errors.

Changing the

Process Status to

Letter Sent To change the Process Status to Letter Sent, use the following procedure:

Step Action

1 Locate and select the record for which a letter has been sent.
2 Click the Letter Sent button.
3 The Process Status field will display “Letter Sent.”

Note that we have scrolled to the right to display the Process
Status field.

= - ;
o, Jiebel Life Sciences - Disbursement Follow-up =1
File Edt View Scresns Go Query Reports Help 1

]E@%Ey‘x_w “« n\,o,ogl §¢|g<, gnm|§%’|ﬁ « DR After sending a Rejection Letter,

J History List <= = | g~ |J Threads |Sample Event: Change the StatUS- Of-the recelpt to
J o | = | DD o X | X Letter Sent by clicking on the
: z Letter Sent button.
amples Ad a Sample Management
e e sample Signature [ loHer Gent | Release Lockl” Close | L
| Prof, Type Changed| Process Last Updated | Process StatusA//Wcass Close Date | Call Created By | Disclaimer Text ;I
B 3/20/2003 6:55:01 PM T ROGERKE I REQUESTED AND R
. - H 3/20/2003 6:55:18 PM HATYHEAA i il e 1 s ]
—_— 3/7/2003 12:00:00 AM NEW HAYHEAR 1 certify that I am oLy
rofeccions | = '

Figure 63: Change the Status of a receipt to “Letter Sent”
You can view all the rejection letters you’ve sent by selecting the Letter Sent

PDQ.
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&7 siebel Life Sciences - Disbursement Follow-up =l =]
FI|E Edit Wiew Screens Go  Query Reports  Help Enm
EEEES | - - |,0 O 8 Al| 3 B .,# Sel_ect Letter Sent query to see 5 HQueries B 3 Lotter sort =
which letters have been sent.
J History List <m = | e m “ Threads |Sample Event:

o] «»|[oD2 x|» 2
Samples Administration

(BIEEL LSS b Sample Signature Lettar Sant | Releass Lock | Closs |
Follow-Ups

| Print ‘ Count | Reject Codes - Sl,lst| Current First Ne| Current Last Mame | Current Middle N| Disb. First Mz| Disb., Last Mar| Disb, Middle | Dec;l
Signatures with i K
Details 1 DISBURSEMEMTZ,.. David Messer David Messer Dk

———— 1 ADDR1... Mary Richter Mary Richter Mo
Address Review
—_— > 1 ADDRZ... Mary Richter Mary Richter MD +
*

Profassional P
Revien LI
Signature Receipt Recraated =

|Distributor: abbott |Abbott Signature Capture

Qty Sarmple Manufacturer Lot Murnber :I Mary Richter MD One Trump Tower, Chicagqgo, IL 60611 License # ILOO9EY

Shlp.l’Recelued

204 Micardis 80MaG Abbott  804M Received

I REQUESTED AMD RECEIVED THE RX¥ ITEMS INDICATED FOR THE MEDICAL
MEEDS OF MY PATIEMTS. I CERTIFY THAT I AM CURREMTLY LICEMSED WITH
LI ITHE APPROPRIATE STATE AUTHORITIES AMD AUTHORIZED TO REQUEST

7 7 —
Rejections Hew | Clear | (5]
| Instructions | Tech., Cormrments | Date Closed Status Created | Created By | Updated ﬂ
» Incomplete Address, On attached ESR 3fZ172002 3:25 1-E40 3fz1/z002

Al [ ;ILI

Figure 64: Letter Sent Query

Closing a Record

After the sales representative has made the appropriate corrections, you can
close the record for that disbursement.

Changing the
process status to
Closed To change the process status to Closed, use the following procedure:

Step Action
1 Locate and select the record that is ready to be closed.

2 Click the Closed button.
3 The Process Status field will display “Closed.” (See Figure 65.)

Note that we have scrolled to the right to display the Process
Status field.
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bel Life Sciences - Disbursement Follow-up - ==l
e Edt View Screens Go Query Reparks Help | .
[EE x|« o 0083 e Note: Click the close buttonto | 5, .

change the Process
Qtatiie tn Clnead Tha

J Histary List <5 E{>|6 @ |JThreadsW
o« r o022 x5 %

LRI P Sample Management

Letter Sert | Release Lock []

Sample Signature

| Disclaimar Text 4|
UAT test
UAT tests dizdaimer

Who are responsible »
d B

| call created By
HUBBAIH
HUBBATH
HUBBAIH

| Praf, Type Changed‘ Process Last Updated | Pracess Status ‘ Pracess Close Date
£/6/2002 10:20:11 AM
3/12/2002 9:47:39 AM
> 3/20/2003 7:17:46 PM

Professional 4
Rewvi: _I

Meaw

Details

Address Review

Closed

FE0/Z003 7:117:146 PM

Figure 65 The result of clicking the Close button

You can view the closed record by selecting the Closed PDQ.

Note: In order to expedite the opening of all your queries you should always
refine them for the salesforces or regions that you are responsible for and then
save them as such.

bel Life Sciences - Disbursement Follow-up == x|
Fi Edit View Screens Go Query  Reports  Help .
. 4 Select the Closed PDQ to display all records 0] Sassorr
JE‘B“@?X|N 1« >I|,O,OZL§ . Queties SO 4 - Closed -
with a process status of Closed. at
J Histary List <0 = | 6 H |J Threads |Sample Ever]

0 Lo XA
Samples Administration

Sample Signature

Disbursements &
Follow-Ups

Letter Sent | Release Lockl Close

‘ Process Status | Fro«|

| call status | Emp # | Temitory | validation Required | Prof. Type Changed | Process Last Updated
Signatures with
e Synchranized 4100-0072 64204 6/25/2002 2:35:40 PM Closed 741
" » Swnchronized 4100-0072 E4204 Closed
P
Subritted 4100-0072 64204 F1/2002 2:37:43 PM Clasad

Professional a 5
Revien o 4

Signature Receipt

|Distributnr: Abbott

Recreated =

‘Ahbntt Signature Capture

Gty Ssrnple  Manufacturer Lot Murnber ;l Allen Aaron DO 115 Gentry Gate, Alpharetta, GA 30022 License #
Ship/Received GALZE456T

& 106 Prevacid 30MG Abbott 3456784 Received

& 105 Prevacid 15MG Abbott  PE12245 Received

AL fore 110

I REQUESTED AMD RECEIVED THE RX ITEMS INDICATED FOR THE MEDICAL
MEEDS ©F MY PATIEMTS, I CERTIFY THAT I AM CURREMTLY LICEMSED WITH
LI THE APPROPRIATE STATE AUTHORITIES AMD AUTHORIZED TO REQUEST

Rejections Hew |

| Tech., Cornments

Clear |

| Date Closed Status Created | Created By ‘ Updated

]

=
| Instructions ;I
e

o

= [
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Figure 66: Closing a completed record

Hands-On Practice
Display all the letters for Territory 00001 for which rejection letters have been
mailed to the sales representatives.

Close the first record.
Scroll to the right to be sure the Process Status field contains Closed.
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Hands-On Solution
1. Select “3-Letter Sent” from the Pre-Defined Query bar.

Operating Procedure Number: BPM-

Effective Date:

Click the New Query button in the lower toolbar.

2

3. Scroll to the right to display the Territory field.
4. Click in the Territory field and type “00001.”
5. Press Enter or click the Execute Query button.

i i i F

.., siebel Life Sciences - Disbursement Follow-up ==l x|

File Edit Wiew Screens Go Query Reports Help EABBDTF
b

[ X|H rn[ootlii BB~ [a% 8 eDmEW | cueres

J History List <5 = | e m “ Threads |Sample Event:

|0 «»|LODo XIS

Disbursements &
Follow-Ups

Signatures with
Details

Address Review

Professional
Review

L

LR PR RN Sample Management

Letter Sent | Release Lock | Clase
‘ Signature Tirn-| Recreated ‘ Receipt Requested | Call Status | Ermp # Walidation Required Prof, Type Chancﬂ
> 9141 AM Subrnitted 41000001 v v
11:09 AM Submitted 41000001 v
7i39 AM Submitted 41000001 o000l 's v hd
] [ _’l_I

Signature Receipt

Recreated

[

Distributor: Abbott

|Abbott Signature Capture

Sarmple Manufacturer

Lot Murnber

E

Heszica Albright MD 1540 Roselle Rd, Schaumburg, IL 60193 License #

>

[T

Marne invalid: On attached ESR dra

m

Oty
ship/Received DAE4382
2 876 Ornnicef 125mg ©5 2i5 Abbott
000012017 Reczived
875 Ornnicef 200rmg afz Abhott
000012015 Received \ L
) (nH
I certify that [ am currently licensed with the appropriate state authorities
to request and receive the Rix drug sarmples indicated which I request for
LI the medical needs of my patients, I acknowledge receipt of those items
5 z (‘}u
new | clear | &
| Tech, Assigned ‘ Tech, Code Dezcription ‘ Instructions Tech, Comments Crate Closed | Status j

e

|abbatt - Historical Territary

Figure 67 Result of using Letter Sent PDQ and dynamic query to display disbursement records
for Territory 00001

6. Select the first record and then click the Close button.
7. Scroll to the right to confirm that the Process Status field displays

“Closed.”
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Printing Reports from the Sample Management View

The MAX system provides you the ability to create reports to be used as
follow up or as required in your BOPs. You will want to print and retain the
reports to document your work as needed.

To view the reports available to you, select the Reports menu. This menu
includes the following reports, which you can view in the Siebel Report
Viewer. Each screen, Samples Administration and Sample Management will
have its own set of reports.

Samples in Non-Sampling States

The Nucleus Pharma Ops Scrub process verifies all sampling professionals to
make sure that their state license is valid in the state where they practice. This
process prevents sales representatives from creating a sample disbursement
call to a professional whose state license may be revoked, by setting the
sampling status to Inactive. This process is also used for verifying Physician
Assistants and Nurse Practitioners in the states where they practice. Nucleus
Pharma will set the sampling status to Inactive in MAX for Nurse
Practitioners (NP) or Physician Assistants (PA) in the states where it is not
allowed to distribute drug samples to them. If the sampling status is Inactive
or Pending, MAX will prevent the sales representative from creating a sample
disbursement to that professional.

Sales representatives will have the ability to add a "new" professional into
their MAX database and MAX allows all "new" professionals to be sampled
once prior to the verification process. Therefore, the sales representative may
create a new NP or PA professional profile and distribute samples in a state
where it is not allowed. In order to find those professionals (NPs or PAs) who
have been sampled in error, a report has been created for you. The report is
titled Samples in Non-Sampling States. See Figure 68, which displays a copy
of the report. If a sales representative has created a “one time sample” to a
NP or PA in a state where distributing drug samples to them is not allowed per
Abbott’s standards, a reject code will be added to the sample disbursement
record automatically by the system. This information along with information
about the sales representative and professional will appear in this report for
further follow up by Sample Management. This report can be found in the
Sample Management screen in the Disbursements and Follow-Up view.
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£ Siebel Report Yiewer
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Operating Procedure Number: BPM-

Effective Date:

|»

41000001 Qooo1
Tech. Bssigned

Samples in Non-Sampling States

Abbcett Laboratories Inc

Narth Chicage, IL 80084

Call Date Last Mame  First Name Call Address State  Jp Degree Reference §

11/05/2002 Abrighit 60193 NP ceHS4EYT.9ZPTD

Systemn Bssigned

Jezsica
NP

1540 Roselle Rd
Commerts

Schaumburg L
NP

Tech. fssigned

System fssigned NP Commerts NF

Tech. Azsigred

Systemn fzsigned NP Commerts MNP

Tech. fssigned

System Assigned NP Commerts NP

Figure 68 Samples in Non-Sampling States report

Reps with =5 Recreated Calls

Sales representatives create many sample disbursement calls in a day, in that
process of making sample disbursement calls, disbursement errors will occur.
In most cases the errors can be easily corrected using the rejection letter
process. Other errors may consist of the representative having the wrong
doctor sign for samples or an error made impacting their inventory in Omega,
i.e., having the professional sign for the wrong product or quantity. These
types of errors must be corrected by using the Recreate process.

This report was created to track when sales representatives create more than
five Recreate calls in one month. It gives Sample Management the ability to
easily review this report and escalate issues if needed. It also supplies room
on the report for Sample Management to follow up with the sales
representative to find out the reason for the Recreated calls and document the
reason. This information helps to determine if further training is needed for
the individual representative or as a guide for future training.

This report can be found in the Sample Management screen in the
Disbursements and Follow-Up view.

Aging Report for "Letter Sent"

As sample disbursement records are rejected and letters are sent to the sales
representatives, it is Sample Management's responsibility to ensure that the
errors are corrected in a timely manner. In order to facilitate this process the
Aging Report for "Letter Sent" was created. This report will systematically
age the sample disbursement record from the day that the disbursement's
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status is changed to "Letter Sent." Sample Management has determined that
an escalation process is needed for errors that exceed sixty days and have not
been corrected. The escalation process is defined in BOP.V-03500710.

This report will age the disbursement records and break them out into the
following categories:

A. More than 180 Days

B. Between 68 and 179 Days
C. Between 38 and 67 Days
D. Between 31 and 37 Days
E. Lessthan 31 Days

This report can be found in the Sample Management screen in the
Disbursements and Follow-Up view.

Multi One-Time Sampling by Prof /7 Rep

As stated in the Samples in Non-Sampling States report, the Nucleus Pharma
Ops Scrub process verifies all professionals to make sure that their state
license number is valid in the state(s) that they practice. This process prevents
sales representatives from creating a sample disbursement call to a
professional whose state license may be revoked by verifying the state license
number and setting the sampling status to Inactive.

Sales representatives will have the ability to add a "new" professional into
their MAX database and MAX allows all "new" professionals the ability to be
sampled once prior to the verification process. If a sales representative
attempts to by-pass the verification process or inadvertently recreates a
duplicate professional of one whose sampling status is currently Pending or
Inactive, the sales representative along with the name of the professional will
appear on this report. Sample Management will review this report weekly and
take appropriate action. This report can be found in the Samples
Administration screen, in the Signature Printing view.
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Module 8: Samples Administration

The Samples Administration screen contains three different views:

= Samples History
= Signature Printing
= Historical Signature Data

Samples History

When you click on the Sample Administration screen tab, the Samples
History view will be displayed. You can query the view by any of the fields
that are available in the list applet. You can also create and save your own
PDQ:s for future use in this view. As in other views, if you click and highlight
a record in the list applet, that information will be viewable in the form applet
below in an easier to view format.

& Giebel Life Scioncas - Samples History

Eile Edit Mew Sceens Go Ouary Besods  Hel ClaseoTy

EEEAW CrmoosallnE s s sEsaD Rz | Cuerias = -
HistoreList &= — | 8 8 || Thisads Samples Hisian:
o Do s E e

Samples Administration B:S00 0 RTINS

Samples History
Hiskory
Signature | Sampie Lot @ | Expration Date | quantity| ttem Status | Transaction # i'
m » 114 Pravacid 30mg 1/7 BOGLZEE 05/01/2004 100 Submitted T-5T
Historical 105 Pravacid 15mg 1730 01TRSIE 0a/01/2004 100 Submitted 7-67
Signatwre Dats : . .
_— 114 Pravacid 20mg i i ) . mitted -G
105 Prevacid 15mg Select a record. Information will be displayed in | ... o
114 Pravacid 20y the form below. it tieed 7-7E
600 Mavik 1MG - s iitted g-109
15% TriCar 160MG 17 TOSZTIE oaypasa00a 50 Submitted g-131
B0 Mavik 1MG ]l."? [n]n]n]nl=irgetely 0 ]l.".!I:II:IE 10 Submitted g2-18H
159 TriCar 160MG 17 TOS2TZE oaypasz003 20 Submitted =180
£00 Mavik 105G 17 0000eTIaT os/pasa002 15 Submitted g-1EL
114 Pravacid  30mg 1/7 B0G132E 05,1200 50 Submitted CeE03AL31VLRD
114 Prevacid  20mg 117 Q061326 05,1200+ 50 Submitted CEE0AMOD: A0 YO0
105 Pravacid 15mg 1/30  @17eszE o5/3/2004 Z0 Submitted CRGOIPAF: I3YIR ¥
ol O
Sample Name [134 Prevacid 20 =]  Transaction Date [pio7/z002 9: - Ttem Status [Submitted =]
Lok # m Transaction # [7-57 created By [wenpelc
Quantity |—1|:||:|;| Transackion Typa Im Other Rep |
Ewpiration [0g,/f 12004 | Transaction Status [Sobmitted Desermtion |

Figure 69: Samples History view
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Reviewing a Sample History Report

If you have used a query to filter the sample history view, you can create a
report for that information in the Siebel Report Viewer.

Using the Siebel
Report Viewer To use the Siebel Report Viewer, use the following procedure:

Step Action
1 From the Reports menu, select Sample History.

The Siebel Report Viewer opens.

2 Use the navigation bar at the top of the screen to review the
report.

3 If desired, click the Print button to print a report.

" siebel Report Yiewer _ 8] x|

1w 810 @ & x| <] |%] %l ©f [0 2 2|

-
i Abbott Laboratories Inc.
Sample HIStory Morih Chicags, IL 800H4
H 5 o & &l E B & K Doctor Mame ositio
1 177 Biaxin 0% 125mg 100012177 Submitted  ce HEQEW 1 206/2002 Disburzement Submittad Charotte Bronte 00001
410 WZRWHY 22:24:32
a
z 172 Biawin 0% 280mg  1000M2172  171/2005 I Submitted  ceHEQEW1206/2002 Disburserment Submitted Charlotte Bronte 00001
410 R RAAY 22:24:32
&
3 106 Prevacid 30mg 000012004 1253172004 4 Submitted ceHGOQF1 12062002 Disbursement Submitted Brad Maynard 00001
120 JOZRPH 22:27:19
4 172 Biaxin 0% 250mg 100012178 141/2005 4 Submitted  ceHEOF1 12062002 Disbursement Submitted Brad Maynard 00001
410 JAZRPH 22:27:19
5 105 Prevacid 15mg 000012001 1243142004 2 Submitted ceHGPCK 124062002 Disbursement Submitted James oooo1
Exii] M2 H G4 0836 23 Thompzan
o
[ 106 Prevacid 30mg ooooiZood 1212004 4 Submitted  ceHEPCK 12062002 Disbursement Submitted James oooo
1530 M:2HW G4 08:36:23 Thompzan
o
7 106 Prevacid 30mg 000012004 124312004 4 Submitted  ceHGFE4E 12/06/2002 Disbursement Submitted haria ‘vasquez 00001
1530 CANKNYE D9:09:38
g 178 Biaxin 0% 250ma 100012178 1/1/2005 4 Submitted  ceHGPE42 12062002 Disbursement Submitted hara ‘“asquez 00001
410 AMKMYE 09:00:28
g 874 Omnicef 300mg  0OOD1Z015 1273172004 4 Submitted ceHGPJY 127062002 Disbursement Submitted Jessica Abright 00001
42 WEAMKHY 11:01:00
L
10 876 Omnicef 125mg  DOODM2017 127312004 2 Submitted  ceHEPJS 12/06/2002 Disbursement Submitted Jessica Mbright 00001
os 24 WEANENY 110109
L
1" &10 Synthroid S0mg 000012013 120312004 2 Submitted  ceHBRLT 120652002 Dishurzement Submittad Hicia AMlen aooni
1028 WEITL 11:30:22
oz
12 106 Prevacid 30mg 000012003 125312004 4 Submitted  ceHEPLFZ 12062002 Disbursement Submitted hielanie Peterson 00001
120 B2 114716
13 178 Biaxin 0% 250mg 100012178 17172005 4 Submitted  ceHGPLFZ12/06/2002 Disbursement Submitted helanie Petarson 00001
410 B2 114726
14 177 Biaxin 0% 126mg 100012177 1M1 /2005 2 Submitted  ceHERO3Z 120672002 Dishurzement Submittad Lliming Chang 00001
4410 22HGZ 12:45:02 —
T
15 178 Biawin 0% 260mg 100012178 141/2005 2 Submitted ceHEFOZ 12062002 Disbursement Submitted Liming Chang 00001
410 22HWGE 12:45:02
T
amamwaes Tha infarmation contzinad in this rannrt i cenfidantial and iz net o ha dicelnzad to or diceuscad with anans otsids tha Shhett Mrnarisation 1 ﬂ

Figure 70 Sample History displayed in the Siebel Report Viewer
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Exporting a Report to Excel
You can also export the Sample History report to an Excel spreadsheet, where

you can perform more detailed analysis of the data.

Exporting a
report to Excel

[dew Eommunication

Operating Procedure Number:

Effective Date:

BPM-

To export a report to Excel, use the following procedure:

Step Action
1 Use a query to display the sample history information you want
to export.

Select Export from the File menu.

?,:;Siebel Life Sciences - samples History

File Edit WYew Screens JiGo Query Reports Help

=181

EAB BOTT

MIOOHNE L BE «[SE HaDH@EN

| J Queties ,0 Lats Without SamplesO00  w

‘ Threads |Samples History:

Friri: Cht+F
Send Email.. Fa

Send Fax... Chrl+F3
Send Page. .. Shift+F3

SyRChronize. ..

_|Qo§o

EINTAETtEeY  comple Management

ples History

—

Change Password. ..

o
Biaxiy OF 125mg
; n 2% 250ma

Prevacid 30rng
Biaxin OS5 250rg

Exit

Prevacid 15rng

410

4710
1/30

410
1/30
i/z0

Figure 71 Starting the export of data

| Lot #
100012177
100012178
000012004
100012178
000012001
a00012004

| Expiration Date
= | 1/1/z005
1/1/2005
12/31/2004
1/1/2005
12/21/2004
1z2/31/2004

| Quantitl,l| Itern Status | Transaction #

2

[ N

Submitted
Submitted
Submitted
Subritted
Subrnitted
Subrnitted

ceHEQEW W ZRVREY
ceHEQEW Wt ZRWHY
ceHEQF11:9ZRPH
ceHEQF11:9ZRPH
ceHEPCKMIZHW G4(
ceHERCKM: ZHW G4C

| Transactionﬂ
126/ 200Z ;
12/6/2002 :
12/6/200Z :
1z/6/2002 :
12/6/2002 &
12/6/2002 ¢

Step

Action

3

Complete the Export dialog box and click OK.

Abbott Laboratories Proprietary Material. All Rights Reserved.
Smp Mgt Training Manual.doc

Page 97 of 107



Abbott Laboratories Operating Procedure Number: BPM-

Pharmaceutical Products Division Effective Date:
=8|
Edit  Wiew 5 GO Query Reporks  Help
J E B B X | H 4 » M |,0 £ 8l El| & B < o | =] %’| #H <« 0 ﬂ i Vg HQueries SO Lots without Samples00 W
J History List <m = | e m “ Threads |Samples History:
IR X
Samples History
| Sample —Amount to export——————————— Colurans to espatt——————————————————— ki Status Transacktion # Transactionﬂ
> 177 Biaxin 08 125mg brnitted ceHEQEWW  ZRVAY  12/6/2002 ©
— = Only current rovw Lo | n
172 Biaxin OF 250mg brnitted ceHEQEWW  ZRVHY  12/6/2002 :
106 Prevacid 30mg & Al rows in cument quen " Selected columns Choose.. | brnitted ceHEQF11:9ZRPH  12/6/2002 @
178 Biaxin ©5 250mg brnitted ceHEQFL1:9ZRPH  12/6/2002 :
105 Prevacid 15mag brnitted ceHEPCKM: ZHWGAL 12/6/2002 ¢
106 Prevacid 30mg - Output format brnitted ceHEPCKN:ZHWG4L 12/6/2002 ¢
106 Prevacid 30mag £ OHTML & 05V [comma separated valug] brnitted ceHEPE4Zi1NKNYE  12/6/2002 ¢
178 Biaxin OS5 250rmg brnitted ceHEPE4ZiINENYE  12/6/2002 ¢
875 Omnicef 300mg " Tah delimited text file = Other delimiter: brnitted ceHEPIZW  INKNYL  12/6/2002
876 Omnicef 125mag I britted ceHEPISW I INKNYL 12/6/2002
510 Synthroid SOrng briitted ceHEPLLW :Z7WUQ 12/6/2002
106 Prevacid 30mag brnittad ceHEPLF2:622 12/6/2002 :
178 Biaxin OS 250mqg [~ Output file brnitted ceHEPLF2:622 1z/6/2002 :
177 Biaxin 05 125md | Fjaname: brnitted ceHEPO32:2HWES 12/6/2002 :
178 Biaxin OS5 250rmg ST T—Y, outodt britted ceHEP Q321 ZHWEE 12/6/2002
510 Synthroid S0mg IC' bR Elmnes | brnitted ceHEPPRRIZRWIHE 12/6/2002 :
172 Biaxin OF 250mg brnittad ceHERCIFI7BS 12/10/2002
R ™ &nd open .
510 Synthroid S0mg brnitted ceHEXCEF:7RS 12/10/2002 =
4| »
ok I Cancel |
Sample Mame [177 Biaxin 05 125mc j Transaction Date |13/6/2002 10:24 j Itern Status |5ubrmttad j
Lot # 100012177 =1 Transaction # |ceH&QEW W ZRVAYS Created By |HAYNEAA
GQuantity 2 7 Transaction Type [Disbursement =] Other Rep |
Expiration Date [1/1/2005 Transaction Status [subritted Description |

Figure 72 Completing the Export dialog box

Step Action
4 Open Excel.

5 Select Open from the Excel File menu.
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EdMicrosoft Excel - 3ook1

BPM-

|7 x|
ol il fi B Insert Format Tools Data Window Help =& ]
DD ew... Chrl+h .mv%zﬁ,glguﬂ@mn% - @,
| o S EEE S = =59 %, W =E| )
e Close 2
[ s awhs [TE [ F [ & [ H ] [ K] =
|1 Savegs.. —
i Save as Web Page...
|3 Save Workspace. ..
| 4
| 5 Web Page Preview
% Page Setup. ..
g Print Area »
E @. Prink Prewview
| 10 & print... Ctrl+p
11
ﬁ Properties
% 1 1\aR..\Data0Ps Data fow analysis.zls
15 2 \KAREM DAVIS\Data Flow analysis.xls
ﬁ 3 Data Flow analysis.<ls
17 4 JAAREAL.. \TRAINING FRAMEWORK .xls
% Exit
20
21
Figure 73 Beginning to import a report into Excel

Step Action
6 In the Open dialog box, navigate to the location of the file you
exported from MAX.
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Ed Microsoft Excel - Bo, k2 =& x|
cerk Format Tools Data ‘Window Help ;Iilll
Dl eR¥|imad|o- - (2 A 45 @D -0,
| arid v10v|31g|§§ |+§ Ee B AL
Al = =]
a [ B [ ¢ [ o [T E [ F [ & [ H ] 0 ] [0 [ ™ ] o T =
1 -
open 2lxl

Look in:

|[:| TEMP

j "‘@X@vmnhv

E enu.bxt
%) output.csv

L o e el el Bl e e e e el e

File: name: Inutput.csv j = Open 'I
Files of bype: IText Files (*.prn; * bxt; *.csw) j Cancel |
T
4[4 [» [#I] Sheetl ; Shestz 7 Sheets / 14|
Figure 74 Opening a .csv file in Excel
Step Action
6 Click Open. The report will open in Excel.
7 Adjust the columns as needed.
8 In Excel, select File, Save As and save the file.

EA Microsoft Excel - output.csv 8] =]
Ei\e Edit Wiew Insert Forgfat Tools Data Window Help =&l x]
E R DAL @S o @ AHE WP -0,
| arial -w-BzUlSE=E% %, B3 E c A
Al | =| Sample
A [ B | ¢ o [ E | F [ e | H [ 0t | 0 [ kK | L [ ™ N | o [ =
1 |Sarple llot# Expiration Quantity  Itern Statu Transactio Transactio Transactio Status Other Rep Description Doctor's Li Doctor's FiCreated By —
| 2 177 Biaxin 1E408  1/1/2005 2 Subritted ceHBEQEVY ##### Dishurserm Submitted Bronte Charlotte | HAYNEAA
| 3 178 Biaxin 1B+ 1/1/2005 2 Suhmitted ceHRCEYY S8 Nishirsem S1ihmitted Bronte Charlotte  HAYMNEAA
| 4 106 Prevac 12004 M FTRE : Maynard | Brad HAYMNEAS
[ & 178 Biaxin 1E408 ##1_###### |_nd|cate_s th_e column is too narrow Maynard  Brad HAYNEAA
| B 105 Prevac 12001 to display entire expiration date. Thompson James  HAYNEAA,
| 7 106 Pravac 12004 #4 Thompson James HAYMNEAL
| 8 106 Prevac 12004 #4 AR LU i = o s R e “asguez | Maria HAYMNEAS
| 9 178 Biaxin  1E+08  1/1/2005 4 Subritted ceHEPE42 ###H## Disburserm Submitted “Wasguez  Maria HAYMNEAA
| 10 875 Ormnic 12015 FEHR 4 Subritted | ceHEPJ9W ##ER#E Disbursern Submitted Albright  |Jessica | HAYNEAA
| 11 876 Omnic 12017 FHRRAR 2 Submitted ceHBPJSW SR Dishursem Submitted Albright | Jessica  HAYNEAA
12 1510 Synthi 12013 #ER 2 Subrnitted ceHEPLTY! ###### Disburserm Submitted Allen Alicia HAYMEAA

Figure 75 Report has been imported into Excel
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Using Hyperlinks to “Drill Down” to Disbursement Details

By now, you probably realize that MAX offers you many ways to filter data
and navigate between different views of the data. To complete your

introduction to MAX, let’s look at the way MAX uses hyperlinks to allow you

to “drill down” from a high-level list to the details of the record.

To see this drill down feature, let’s take a look at the Signature Printing view.

‘;::Siehel Life Sciences - Signature Printing = | = Ill

File Edit “iew Screens Go Query Reporks  Help EAB.'BDJI
. . . g ) )

EEEEIK J Hyperlinks appear in blue and are underlined. sl=1E || ueres O 0-martedforprning v

| Hstoryuist <= > | &) When you pass your mouse over a hyperlink it

|@| « » | © o | tumstoa pointing hand.

empite Heimry Sample Signature

‘ Print | Codes | Reference # | Emp # Rep's First Mame Rep's Last Name Fitst Marne Last Mame
Historical Signature v §A - INCORRECT ceHOUEX1:1DY 4100-0091 Joseph wendel
[BEiE) v SA - INCORRECT ceHOULi6:3VL 4100-0091 Jaseph Wandal . .
Id B - TNCOMSTSTE cedTIET 15| 4100-0072 Michelle Rock, Allen Aaron
Select the hvnerlink for the professional Matt [ 41000091 Toople e St St
1t 4100-0059 Michael Shastri Paul Adler
I'd \CEHZYMET:JZB 4100-1173 Karen Rogers Matt Camon
sy ceHPATHI:IZT! 4100-1173 Karen Rogers Matt Darnon

Figure 76 Hyperlinks displayed in MAX

To see more details about any of the records shown in the Sample Signature
list applet, click the hyperlink in the Reference # field. The hyperlink will
take you to the Disbursements & Follow-Up view of the record.
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iebel Life Sciences - Disbursement Follow-up =& =]
File Edit Wiew Screens Go Query Reports Help EABBUT'I'
[BEEEX|n«r» n|pL8lE|seraY ~|a%| kb 4D mRN | ueres -

J History List <9 = | g “ Threads
o] «»r|pOo2x[B %
sSamples Administration
Disbursements & Sample Signature Letter Sent | Release Lock|  Close

‘ Print | Count | Reject Codes - Sl,'st| Current First Nz| Current Last Marne | Current Middle N| Disb, First Mz| Disb. Last Mar| Disb. Middle | Degﬂ
1 Matt Darnon Matt Damon M

Details . ..
Addrass Review

| fodress Hewew =
Professional | 5 |_|

Review
Signature Receipt Recreated =

|Distributor: Abbott |Abbott Signature Capture

Qty Sarmple Manufacturer Lot Mumber ;I Matt Damon MD One Trump Tower, Chicaggo, IL 60611 License #
Ship/Received IL028997

5 153 Tricor 67MG Abbott  460453T Received

Tt dhn

I cartify that [ am currently licensed with the approprista state authoritias
ta request and receive the Rix drug samples indicated which I requast for
E the medical nesds of my patients. I acknowledge receipt of those items

Rejections Hew | Clear | e

| Systern Assigr\ed| Systern Code Descriptinr| Tech. Aszsigned | Tech. Code Description Instructions | Tech. Cnmii
bl QTvl Incorrect Quantity Incorrect quantity, On attached ESR d

N o

Figure 77 Result of selecting a hyperlink in the Signature Printing view
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Appendix A: Reject Codes

A list of the reject codes appears on the next two pages.
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Abbott Laboratories Operating Procedure Number: BPM-
Pharmaceutical Products Division Effective Date:

Appendix B: Glossary

Applet: A data layout. MAX uses two types of data layout, lists and forms.

Ellipses: A symbol made up of three periods (...) In computer menus, used to
indicate additional options are available. In MAX, used as the label for a
button that opens a multi-valued grid (MVG).

Field: A piece of data that makes up a record.

History bar: A MAX toolbar used to re-trace a user’s path through various
views and screens.

List of Values (LOVs): The data values that make up a pick list.

Multi-valued grid (MVG): Used to display the multiple values contained in
a field.

Navigation shortcut: Combinations of keystrokes that replace the use of a
mouse to select an option from a menu or toolbar.

Organization: A sales force.

“Pick list”: A list of values (LOVs) used to make data entry fast, consistent,
and compliant with business rules. Usually displayed as a drop-down list.

Position: A territory.

Pre-defined query (PDQ): A commonly used query that the system admin
creates and maintains for a view. PDQs are accessed from the Pre-Defined
Query bar.

Pre-Defined Query bar: Contains a drop-down list of pre-defined queries
created by the System Administrator or by users.

Record: A collection of fields that describe a single disbursement.
Screen: A collection of views that are all related to a common work area.
Screen bar: Lists available screens. Used to navigate between screens.

View: Collections of fields, usually organized around a common subject, such
as professional name.

View bar: Lists available screens. Used to navigate between views.
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Appendix C: Navigation Shortcuts

Laptop PDA Note
Function Shortcut Shortcut
Add new record CTRL+N CTRL +N
Insert new record CTRL +1 CTRL +1
Delete record CTRL+D CTRL+D
Copy record CTRL+B
Cut CTRL + X CTRL + X
Copy CTRL+C CTRL +C
Paste CTRL +V CTRL +V
Undo CTRL+Z CTRL+Z
Redo CTRL+Y CTRL+Y
Print CTRL+P
New query CTRL +Q CTRL +Q
Refine query CTRL+R CTRL+R
Save query as CTRL+S
Find CTRL+F CTRL+F
Undo CTRL+Z CTRL+Z
Execute query ENTER ENTER
Clear DELETE
Next Record Ctrl+Down Ctrl+Down Ctrl is not needed
First Record Ctrl+Page Up Alt+Ctrl+PgUp Alt is needed on the PDA
Last Record Ctrl+Page Dn Alt+Ctrl+PgDn Alt is needed on the PDA
Previous Record Ctrl+Up Ctrl+Up Ctrl is not needed
New Correspondence | Ctrl+L

- END OF DOCUMENT -
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