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Section 1 - mi IT suppliers help

How to search

Click on the "Search" button on the navigation bar to begin your search. The boxes in the search
screen allow you to search for companies by entering specific criteria. Some of these boxes allow
you to type in your criteria directly into the relevant box e.g. company name or No. of PCs - these
boxes will be blank when the screen first loads. Others will provide you with a "pick list" of
possible options - these boxes contain the word "Select" so they can easily be distinguished.

How to enter search criteria from a pick list

To select an item from a pick list, click in the relevant search box. The available options will load
automatically in a pop up window. Select (or deselect) an item by ticking the check box next to
the value(s) that you would like to be applied to (or excluded from) the search. Click on the
"OK>>" button to transfer your selection(s) to the search boxes.

How to exclude search criteria

If you would like to exclude certain criteria from a search, for example, if you are interested in
companies located in all towns except for London, simply select London from the town pick list
and check the "Exclude from Search" box before clicking "OK>>". The pick list will close and
"Exclude London" will be displayed in the Town search box to highlight that these records will be
removed from the search results. If you need to amend your search, click in the relevant search
box again. All selection(s) you have previously made will still be checked. Once you are happy
with your criteria click on the "Search" button at the bottom left of the screen. Companies
matching your criteria will appear in the "Search results” page. You can return to your search
criteria at any time by clicking on the "Amend this search” link.

Diagram 1 — Performing a search
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Search results screen

Diagram 2 — Search results
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This screen loads in two frames to allow you to view your search results in two different ways:

The left-hand frame displays:

1.

n

ok ®

~

The number of companies that matched the search criteria (i.e. 2 companies in this
example)

The "Add these companies to my download list" link - see the " Downloading
information/credit units " section for more details

The search criteria applied (i.e. company name = VNU)

The "Amend this search" link - click on this to edit the search criteria

The "Save this search" link - see the "Saved searches" section for more information
The total list of companies that match the search criteria along with the postcode prefix of
the listed company address

Click on a company name link to display all the information that is held on that company
address

The right-hand frame displays:

1.
2.
3.

The search criteria and the number of companies that match it

The "Amend this search" link

A selection of the important information we list on the companies matching the criteria
(i.e. Town, Business description and Business type)

An "Add to download" or "Remove from download" link - see " Downloading
information/credit units " section for more details

A "Make note" link - click here to make a specific notes on a company - see "Making
notes" section for details

Please note - The number of companies displayed in the search results screen is restricted to 20
per page to enable results to load quickly.



Company record

Diagram 3 — Data record
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Saved searches

This screen allows you to save your popular search criteria. You can then load those settings at a
later date and re-run the search. Simply click on one of the "Save this search" links after
performing a search, find an empty slot and click on the "Save here" button. You can then select
to run/amend or delete the search criteria at any time during your subscription. There are ten
slots into which you can save your settings. If all the slots are full you will have to replace the
settings in an existing slot.
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Please note - you will not necessarily get exactly the same set of results when you run a search,
as the database is continually updated.



Making notes

To make a note on a company simply click on the "Make note" link on either the search results
page or in the full company record screen. A text box will appear allowing you to type any
relevant information in and the option to either "Save" or "Delete" your notes. If you click "Save"
the note will appear in the company record whenever you view it. Click on the "Notes" button on
the navigation bar to view all companies on which you have made notes.
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Please note - if a company record has been deleted from the database you will not be able to
access any notes you have made on that specific company. Please ensure you take a back up or
a printout of any important notes that you make.



Downloading information/credit units

Once you have performed a search you can download some or all of the results to a file that can
be opened using a spreadsheet application such as Excel. This feature is very useful for mail or
telesales campaigns.

Please note - you may only use this data in accordance with our terms and conditions at
www.computingmi.co.uk.

Downloading information is controlled by a metering system that uses pre-paid credit units. As a
subscriber you will be allocated a certain number of credit units depending on your subscription
level. One credit unit allows you to download a contact name and job title plus a company name
and address (Mailshot), or contact name and job title plus company name and phone number
(Telemarketing). Additional contacts and company information (excluding email addresses) may
also be downloaded at the cost of extra credit units. You may purchase extra credit units at any
time.
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How to download information

e First check that there are no companies in your download list added from a previous
campaign — click on Download on the navigation bar to review companies that may be in
your list and select clear all from the options listed

¢ Now perform a search using your required criteria

e Click on the "Add these companies to my download list" link in the left hand frame of
the search results page

e Repeat this process if you want to download additional companies using different search
criteria

e Click on the "Download" button on the navigation bar. This will show you all the
companies that you have flagged for download

e Review the list of companies. You can remove individual companies by clicking on a
company name and selecting the "Remove from download" link. To remove multiple
companies in the list check the boxes next to all applicable companies and then click the
relevant link.

e When you are happy with your download list click the link to proceed to the licence
agreement

e Read and confirm your acceptance of the licence agreement

e Select the amount and type of information you wish to download. The additional credit
units that each option will cost are shown by each item. You must choose at least one
contact name type e.g. Managing Director

¢ If you wish to download all the records in your Download list, including those that do not
contain your chosen contact(s) (see above), check the box at the bottom. These records
will be downloaded without a contact name/job title



Click on the "l want to download this data for single use" link

Your download file will be created and the cost of the download in credit units will be
displayed

Click on the "Continue with this download" link

A box will open with the option to open the file or save it to disk

It is recommended that you choose to save the file to your hard drive immediately
You will now be able to open and amend the file using a spreadsheet such as Excel



Section 2 - Error messages and FAQs

The common error messages and problems that subscribers come across whilst using the
website are explained below. Also included are the frequently answered questions we are asked.
If you have a specific question that is not answered below please call Customer Services on +44
(0)20 316 9610.

System requirements
This site has been designed for use with the Microsoft Internet Explorer browser. It may not work
properly with other browsers.

My username and password are not recognised

The majority of our customers have a subscription to either the mi IT users or the mi IT
suppliers online site so this may be because you are trying to log in to the wrong website. Please
check your subscription details or simply try your details in the other login box. If you still have
problems it could be that your username and password has expired, or one of your colleagues
has changed the login details. Please call customer services for details.

The site has logged me out - Session expiry

Due to the amount of valuable information contained in the website your session will expire after
20 minutes of inactivity. You must run searches or load pages within this timescale to remain
logged in to and have full access and functionality of the site.

My username and password are already in use?

Access to the online site is supplied on a single user licence basis only — so if you share with one
of your colleagues they may already be logged in instead. If you are confident that nobody is
using the same username and password then it could be that you have left the website without
pressing the logout button. Please close all browser windows and try again after 20 minutes. If
you are still unable to log on then call customer services.

I am logged in but picklists and other functionality do not seem available?

Are you using a browser such as Mozilla or Firefox? The dynamic website is only compatible with
Microsoft Internet Explorer. It may also be that your session has expired — please shut down your
browser and log in again.

Trial restrictions

In trial mode you will see the count of companies that match your search criteria but only the first
five companies matching the criteria will be returned. Trial users are given 10 credit units allowing
them to download a maximum of 10 company records. Trial users are unable to search on the
company name and free text fields but have access to all other search fields.

How accurate is the data?

All companies published have been contacted and fully updated within the last 12 months. You
can check when the record was researched by looking at the Record last updated field at the
bottom of the record. We endeavour to ensure that all information in mi IT suppliers is as current
as possible, but given the fast-changing nature of the IT industry, it is impossible to guarantee
that all records will be 100% up-to-date. If you do come across any errors please email
mi@computing.co.uk with details and we will arrange for the record to be re-researched.

How often is the information updated?

The information contained in all Computing mi databases is continuously updated. Every record is
updated at least once a year ensuring all details are kept as accurate as possible. Each record in
the online sites shows the date it was last researched.

How is the information collected?
Data is gathered primarily via telephone interviews and web research and each completed record



is quality checked by a team of editorial staff before it is published online. All information is
sourced directly from the most relevant contact and over 2,500 interviews are carried out by our
research team per month.

Is the database screened against the CTPS database?

All databases are fully checked against the CTPS and PAF (Postal Address Finder) databases. If
a business wishes to list a different address to the one listed in PAF then we will always aim to list
this address.

Where do you get company records from?

Computing mi has been supplying b2b information for over 30 years so is a well established set
of databases in its own right. Around 10% of the records are replaced each year with entirely new
companies so our existing customers always have new leads to call. These new records are
obtained from our circulation database to the Computing, IT Week, AccountancyAge and CRN
titles, and also from partnerships with other data providers such as Onesource. Every record we
publish has goes through our internal rigorous research and editorial process before it is
published online.

How do credit units work and how will they be used?

Credit units are used if you want download company and contact details to a spreadsheet or mail
merge program such as Excel. One credit unit allows you to download the contact name and job
title of one contact, together with the address, OR the phone number. Downloading the address
and telephone number will cost two credit units per contact name. e.g.

1 contact name, with job title 1 contact name, with job title

+ company name + company name
+ address + address

OR telephone number AND telephone number

\ = 1 credit unit = 2 credit units \

Please note:

Credit units are only needed if you want to download information for mailshot or telemarketing
campaigns. No credit units are used if you simply wish to view the information online. Additional
contact names and more detailed company information (where available) will require additional
credit units. All downloads are for one time use only i.e. you may contact the person once by
phone and once by mail only. All non-respondents from a campaign must be deleted from your
database immediately.

Can email addresses be downloaded?
Email addresses are displayed in the record but due to the data protection act are not available
for download.



