ACTO

Platform User Guide




Omnichannel User Guide

This is a full platform guide for ACTO Omnichannel end-users. End-users, or Learners, refers to individuals who
are deployed content and other training and resources on the platform. This document is organized into
sections, each of which explores a capability or feature a learner may come across.

Click into any of the sections below to get started!
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How to Log in to the ACTO Platform

How to Log in to ACTO on a Mobile Device

Download ACTO Omnichannel from the Apple store. Please follow the step-by-step image guides below to log
in to ACTO on your mobile devices including iPhones and iPads.

1 2 3
- 1. Open the app after downloading
it. Then click the Login button.

2. You will be asked to enter your
company domain name. This can
be found in the email welcoming
you to the platform. Enter it and click

Enter your company’s domain

acto.com

Login with email

Power of One
Forgat your company’s domain Login with Magic Link

bt v ot o vk 1 ' ' 3. If this is your first time on ACTO
kfesbatnliiplold i it | click Yes to verify your email. Check
your email inbox for an email from
ACTO titled Verify Email. Click the
Verification link in the email.

15 this your first time on ACTO?  Yos

Login

il hall

4. Once you verify your email, you

C'D will return to the login page. Enter
/_\ ( | ( ) A your email. Click Verify Email.

First Name
i New Password Fiona q
:ﬁ‘;‘;‘l_’:”‘c’y"”r“”"‘ emel » o 5. Create and confirm a password.
& Last N .
astiame Click Next.
Email
New User

Confirm Password

& "

Verify Emai
Click the Terms and Conditions and

ogreathot 1have ead Privacy Policy checkbox. Then click

ho terms and conditions

o prsacypokey Next. This will log you in to the app.

TAKE A TOUR

» By continuin
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https://www.apple.com/app-store/

How to Log in to ACTO using a Web Browser

The user experience when logging in to ACTO via web browser is similar to your mobile device. When logging in
to ACTO on your computer, please use Google Chrome or Mozilla Firefox browsers for the best experience.

1 Enter your ACTO domain URL into the address bar. This
can be found in the email inviting you to the platform.

Login with email

| Is this your first time on ACTO?  Yes |

Email

AC | O |¢|

SET PASSWORD

New Password

! \ ‘ | i ’ Confirm Password

1. Enter your company’s ACTO URL in your
browser’s address bar. This will usually be
formatted like: companyname.acto.com. If
this is your first time logging in, click Yes.

2. Enter your email address and click Send
email. You will be sent a verification email.

3. In the verification email, click Verify Email.
This will return you to the login page.

4. Create a new password. Click Next.

5. Enter your first and last name. Click the
Terms and Conditions and Privacy Policy
checkbox. Then click Finish to log in.

ACTO

Hello New User,

Please click the button below to verify your email

* First Name

8 1 agres to the fallowing Terms & Conditions and
Privacy Potcy
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User Guide to Platform Navigation

How to Navigate Your ACTO Homepage

When you first log in to ACTO you will see the Home screen. You can access your Profile, Messages,
Notifications, Settings, an app-wide Search Bar, and all the platform’s tools that are enabled for your account

from here.

Fiona Harrison
Click the circle to the left of your ¥ ‘

e ifa )

name for your learning profile,
account details, and settings.

This Search bar is your main
concierge. It allows you to search
globally through the entire portal.

Click the microphone next to the
Search bar to use LAICA, ACTO's -

ACTO

voice-automated assistant, to Q

(==}

search for content and resources.

The Navigation menu is available

in every section of the app. Click  — @
Home

into each icon to access that tool. ’

8

Events

Learn
@D
*

Journeys

(&)

Resources

O

Favorites

&

Coach

[:___ﬂl

Notes

More

&

Settings

ACTO Navigation Menu Overview

¥~ Click the Bell icon for
Notifications. This is where you
receive all your in-app
notifications. Clicking into a new
content or resource natification
will take you directly to that
content or resource.

Click the Chat bubble icon for

Messages. If this messaging tool
is enabled, this is where you can
receive and/or send messages.

Click the Envelope icon to view
sent emails and associated data.

<“—  Click More to expand or detract

the main Navigation menu.

ACTO’s Navigation menu will always be on the bottom of your mobile screen and to the left on your computer
browser. Please note that all the tools below may not be enabled for your organization’s ACTO portal.

e Home Your landing page when you sign in. Access the platform-wide search bar here.

e Learn Where you will find all the training content deployed to you.

e Resources Your digital briefcase containing all the resource Collections shared with you.

e Coach Where you access the scenarios, certifications, or field coaching reports that apply to you.

e Events Where you access and register for the events that have been deployed to you.

e Favorites A place to quickly access and organize resources you have favorited across the platform.

e Notes A place to quickly access and organize notes you have added to resources.

e Settings Click to update your profile, change your password, update notification settings, or log out.

© 2024 ACTO Technologies Inc. All rights reserved.
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User Guide to Learn

The Learn tool on ACTO provides learners with engaging microlearning experiences by breaking complex
information down into easy-to-access training modules called ActionPacks.

Click into any of the links below to get started.

Table of Contents

What is Learn?

How to Navigate through Learn

How to Navigate through an ActionPack
What are Resource Permissions?
Interactive Resources in an ActionPack

o s W
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What is Learn?
e Learn contains all the training modules, known as ActionPacks, assigned to learners.

e ActionPacks are grouped into folders called Learning Sets. Learning Sets are grouped into broader
Categories, for example type of training, product category, clinical category.

e ActionPacks contain engaging and interactive resources like videos, PFDs, checklists, and images.
ActionPacks may also contain quizzes, surveys, polls, and digital signature requirements.

e Users may be able to take certain actions with resources in an ActionPack depending on the permissions
administrators set. This includes the ability to favorite, download, email, share, present, or print resources.

How to Navigate through Learn

Users may access Learn on their mobile devices or computer browsers. When using a computer browser to
access the platform, please use Google Chrome or Mozilla Firefox for the best experience.

1 2 3 4
@ et © 0 28 “ g e

Learn Learn

Week I New Rep Onboarding

Lovel I: ABDO-Stitch® w
| A New InProgress Ovevml System Curriculum Re

Q g Wook I: Now Wook 2 New
Rep Onboarding Rep Onboarding

Wook 2: Now

Rep Onboarding

2 ABDO-Stitch® Launch

1. Click into Learn from the Navigation Menu. This menu is on the
bottom of the mobile app and to the left on the web platform.

2. Click through the New, In Progress, Overdue, Completed, or All PROTIP The Quick Access
Tabs on the top of Learn to filter through your training content. bar on the top of the Learn
3. Click the up or down arrows to the right of each Category within capability - and other
Learn to expand or detract it. Once a Category is expanded, scroll capabilities across the
left or right to view the Learning Sets in that Category, platform - allows you to
quickly access your most
4. Click into a Learning Set to view the ActionPack(s) within it. Click recently viewed content.

into an ActionPack to get started.
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How to Navigate through an ActionPack

An ActionPack is a learning module in ACTO. ActionPacks live within Learning Sets. To view an ActionPack, click
into it from its Learning Set. This takes you to the Table of Contents. Click into the first Lesson to get started.

Upon completion you may go back and reference the training in an ActionPack.

ActionPack Table of Contents

Level 1: ABDO-Stitch® System Curriculum

hi Foundatio

Day 2: Technical Deep Dive

F

Day 3: Recommendations & Use in
Clinical Setting:

Overview of a Lesson

< %

Surgical Knot Foundations

different
achievod post:

0 Protip

There are two types of knots that aro typically
utilized post-surgery.

Complota Losson

<

Day 1: ABDO-Stitch® Foundations

ActionPacks are organized into Topics and
Lessons. Topics are main sections and Lessons
are subsections related to the Topic.

In this example Product Overview is the first Topic
in the ActionPack. Click the Lesson below this
section to get started.

PROTIP T1he first Lesson in this module is
highlighted, and others are grayed out. This

means the ActionPack is meant to be completed
sequentially. Once a Lesson is complete, you may
navigate forward.

e Lessons may contain a number of resource
types. For example, Actions and Protips.
These provide learners with context and
guide them through the Lesson.

e Lessons may also contain resources like
videos, images, documents, and more. Swipe
through the resources to view each one.
Click into a resource to view it in full screen.

e Click the More icon """ on the bottom right of
a resource to view a list of actions you can
take with the resource.

PROTIP once you have reviewed the content in a Lesson, please click the Complete Lesson button to save

our progress and move onward to the next Lesson.




What are Resource Permissions?

To access resource permissions, click the More icon *** on the side of a resource. Each resource deployed to
you has custom permissions. Depending on the permissions your administrator has set for a particular
resource, you may be able to access some or all the menu options below.

p " S ———
Surgical Knot Foundations Surgical Knot |
e Action @
ey et
hpartaies il ettt P PROTIP the Notes tool is a place to
o I e— link to resources and add your
Protip
There are two types of knots that are typically @ Print persono' notes related to that
utilized post-surgery.
& shore resource.
B Emai
o tacveFeechoct Notes are organized by date added.
© woror You can add a title to a note to
. further organize it. Access Notes at
Eh  Add to notes
P any time by clicking Notes from the
— . |:| Navigation menu.
Key Takeaways — Checklists or videos may be Share — Share the resource externally via text or
attached to summarize, highlight, or break down other device apps.
key information from a resource. If a resource has
Key Takeaways, you will see it here, and in the Email — Email the resource to a client or external
r ’
form of a little clipboard icon when you open the stakeholder from within the app.

resource. .
Leave Feedback — Add feedback to a specific

Add to Favorites — Add resource to your favorites resource for your own reference.
for quick access or reference. You may also click
the Heart icon on a resource to quickly add it to a
Favorites folder.

More Info — Access general information about the
resource including file type, size, date created, and
date updated.

Download — Download the resource. . .
Add to Notes — Add a note relating to this resource.

Print — Print the resource. You will be able to reference the note later in the
Notes section of the app.

NOTE End-users may take actions with resources only if these permissions have been set and approved by

administrators. Resource permissions include the ability to download, print, share, and favorite, a resource.
Click the More icon (three dots) on individual resources to view which permissions are enabled.
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Interactive Resources in an ActionPack

ActionPacks may

< 3 <
Day 1: ABDO-Stitch® Foundations Learning Survey
Ploase provida your foadback on tha leoming content.

rtant for us
botter learming oxpenoncos 1o you and your team.

L Ploase o how eflsctive this raining was n
@ eaiping You Undemond the produot and

Rood morc

= oot Pung  bpoctod  omaning
1) Product Overviow Sl et = e

*2 How confidant are you in prosenting this

information to.an HCP?
Mroduction to ABDO-SHch 3 1 3030 20 ormetienia an i
o) QO rairycortain
tinue Lat
“ O conticent

-

o
(' 1couid Atter More Proctice

Is

e
*3. what additional areals) of training would you bke.
us to provide? (seloct all that opply)
®
O Product nowteage
74

Submit

contain interactive

Results X

1L How oasy was it to understand tho
content in this moduio?

Vory Eosy o%
tosy o% ?\F/

Averoge 100%
Difficult o%
Vory Difficult ox

resources like Quizzes, Surveys, Polls, and Digital Signatures. These resources will pop up as you proceed
through the module. You will also see them in the ActionPack Table of Contents. Each resource provides

instructions in how to complete it
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User Guide to Resources

The Resources tool gives learners quick access to sales, marketing, clinical, and other approved content. Use
Resources for pre-call prep, to refresh on messaging, to pull key takeaways from content, and much more.

How to Access Resources

Resources is your digital briefcase. It contains all the resources that have been shared with you. Access
Resources using a mobile devices or computer browser. If you are using a computer browser, we recommend
Google Chrome or Mozilla Firefox for the best experience.

Resources are organized into folders called Collections. To access Collections, click into Resources from the

Navigation menu on the bottom of your mobile screen or left side of your web browser. Click into a Resource
Collection to view the resources within it. Click into a resource to view it in full screen.

@ Fiona Harrison e &

Collections

1]
&
'®
a

PROTIP cilick into a Collection to view the resources it contains. The Quick Access section on top of the

Resources section allows you to quickly access the Collections and resources that you most recently accessed.

What are Resource Permissions?

Each resource shared with you has permissions set for that particular resource. This means that depending on
what has been enabled by your platform administrators, you may be allowed to take certain actions with
resources like downloading, sharing, printing, or adding the resource to your Favorites.

ACTO



To access the more options menu, please click the three dots on the bottom right of a resource or Collection.

Resources surgical knot 1

a

Kev Takeawavs

3a

Add to Favorites

(e

Download

Print
Share
Collections =
Emoil
Leave Feedback

More Info

Add ta notes

B @@ & @ A @

°

Add to Offiine

Key Takeaways — Checklists or videos may be
attached to summarize, highlight, or break down
key information from a resource. If a resource has
Key Takeaways, you will see it here, and in the
form of a little clipboard icon when you open the
resource.

Add to Favorites — Add the resource to your
favorites for quick access or reference. You may
also click the Heart icon on a resource to quickly
add it to a Favorites folder.

Download — Download the resource.
Print — Print the resource.

Share — Share the resource externally via text or
other device apps.

Email — Email the resource to a client or external
stakeholder from within the app.

What are Key Takeaways?

If your platforrn administrator has
added a checklist or supplemental
video to your resource, you will find it
in the resource’s Key Takeaways.

Where do you find Key Takeaways?

If a resource has Key Takeaways,
click into the resource menu and
select the Key Takeaways button. You
may also click into a resource and
select the Key Takeaways clipboard
icon on the bottom of the resource.

Leave Feedback — Add feedback to a specific
resource for your own reference.

More Info — Access general information about the
resource including file type, size, date created, and
date updated.

Add to Notes — Add a note relating to this resource.
You will be able to reference the note later in the
Notes section of the app.

Add to Offline - If offline mode is enabled for your
platform, you will be able to add a resource, or an
entire Collection to be downloaded for offline
access. If you would like to remove a resource from
offline mode, you would do it from the same menu.

PROTIP if you do not see one of the permissions shared here, it just means that it has not been enabled for

the resource, or in the case of offline mode, for your platform.

© 2024 ACTO Technologies Inc. All rights reserved.
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How to Favorite Resources

Adding a resource to Favorites allows you to curate the resources shared with you into folders, highlighting,
organizing and quickly accessing the content you find most useful. To add any resource into Favorites, click the
Heart icon on the top-right of the resource or click Add to Favorites in the resource’s options menu.

Add to Favorites +

New Favorite folder

New Folder

PROTIP To view content you have favorited, or to create or update your Favorite folders, click Favorites from

the Navigation menu. Add content from Learn, and Resources Favorites.

ACTO
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ACTO

User Guide to Coaching Scenarios

Coaching Scenarios allow you to engage in virtual role-play with your Managers and Mentors. A Scenario is a
specific situation around which a coaching opportunity or conversation may be initiated. Using ACTO, your
managers create and deploy Scenarios to you; and in turn you respond to the Scenario via video response.

How to Access Coaching Scenarios

Access Coach on your mobile device or computer browser. If you are using a computer browser, we

recommend using Google Chrome or Mozilla Firefox for the best experience.

Q Elena Alda 22 2® e 4 Scenarios

Coach
& All

Fisld Coaching L

Q @ < %)
ABDO Discovery & Value Propositions
@ Fionatarrison

b

ue on 27102024

01/2023 Product Knowlsdge 2
Field Coaching K Due by 27 Oct 2024
ABDO Discovery & Value Propositions

@ Fionaranison
() Activity Log 88, Live Coaching

G

Pre work

2 Y
Scenarios
Q b —

ﬁ
S 2

B

Ride Alongs

1. Click into Coach from the Navigation Menu.
2. Select Scenarios.

3. Click into a specific Scenario to view its details. Your Manager may
have provided context with text instructions or an explainer video.
Scroll down to view any Pre-work or additional resources related to
the Scenario. Click into the content to access it.

4.  When you are ready to submit the Scenario, click Submit
Response. Click Camera and Start Recording to record a live
submission. Once you are satisfied with your response click Stop
Recording. Enter any relevant details and a response title and click
Submit Response. You may also click Gallery and select a pre-
recorded submission if this permission is enabled for your
scenario.

5. To re-record click the back arrow on the top-left of your screen

© 2024 ACTO Technologies Inc. All rights reserved.
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Scenario Statuses

Pending Submission - You need
to submit a response to the

Scenario.

Pending Review - You have

submitted a response and a
Manger needs to view it.

Approved- Your response has
been approved and this Scenario
is complete.

Resubmission Required -You are
required to resubmit a response
to the Scenario.

ACTO



User Guide to Field Coaching

Field Coaching allows Managers to observe and evaluate rep activity in the field, and then use Field Coaching
Report rubrics to document their assessments. Once submitted, reps may access this feedback in ACTO.

How to Access Field Coaching

Access Coach on your mobile device or computer browser. If you are using a computer browser, we
recommend using Google Chrome or Mozilla Firefox for the best experience.

@ eeranda eee® Coach ® < Field Coaching Q @ < Acknowledgm...
] Ponding Product Knowledge Field Coaching
Scenarios Product Knowledge Field Coaching

N

W

B

& have reviewed and acknowledge the Fisld

- - Coaching Report
Product Knowlodge Field Coaching

Product Knowledge Field Coaching

@ Fiona Harrison

Ride Alongs
AECTO ﬁ 0 «
Q g 8/07/2024 : Post-Launch Field Coachi...

. . Post-Launch Field Coaching
Field Coaching B e

=2
i

—_—
= Certifications 15/01/2023 : 01/2023 Product Knowled...
.«@ @; s % @ Product Knowlodge Field Coaching
' @ fiona Harrison
22 B2 Q8 O & - L=
1. Click into Coach from the Navigation Menu. Acknowledgement
2. Select the Field Coaching tab from within Coach. Your Manager may require you to

acknowledge receiving your Field

Coaching assessment. If this setting is

4. Scroll down and review your assessment. If an enabled, once you review their Feedback,
Acknowledgement is required, please click the you will be prompted to sign off once you
Acknowledgement button. Read and click the have reviewed your Field Coaching
Acknowledgement, and click Submit. assessment.

3. Click into the field coaching you would like to view.
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User Guide to Coaching Certifications

What Are Coaching Certifications?

Coaching Certifications allow managers to certify their team members. Certifications can be used to assess
and certify that team members have successfully completed organizational requirements.

How to View and Access Your Certifications

Access Coach on your mobile device or computer browser to view your Certifications. If using a computer
browser, we recommend using Google Chrome or Mozilla Firefox for the best experience.

2®

Coach

e Elena Alda

Scenarios
Ride Alongs

ACTO

Field Coaching

Certifications

Certifications

@

Congratulations!

M

Al

facoived on 8” Sop 2021
Product Training Certification You've now been certified

@ Fiona Harrison
Overall Percentage
100%

®@o0e

Score

18

Passing Criteria

15

View Form

Once you have been certified, you may view the Certification in ACTO’s Coach tool. Click into Coach from the
Navigation Menu, and into Certifications. Then click into the specific Certification you would like to view.

1. Click into Coach from the Navigation Menu.

2. Select the Certifications tab from within Coach.
3. Click into the certification you would like to view.
4. Scroll down and review your overall performance in the

certification. Click View Form to see your manager’s

responses to your certification assessment questions. Click

View Certificate to view your certificate document.

© 2024 ACTO Technologies Inc. All rights reserved.

PROTIP 1o view your certificate,
click into View Certificate. To learn
more about the assessment criteriq,

click View Form to see your manager’s
responses to your certification
assessment questions.

ACTO



User Guide to Events

How to Access and Register for Events

Access Events on your mobile device by downloading the latest version of the ACTO Omnichannel app. If you
are using a computer browser to access the platform, please use Google Chrome or Mozilla Firefox.

= Jc. s ) Q& <
Events

tvonts
‘ ModContric Salos Meoting

)

0 Amaia Khan

MedCentric Sales Meeting

i

Upcoming Events

ANCTO

£ July 8 20241800 AM
Ok uty 10" 2024 1200 AM
@ Expo Convention Center-Dallos, TX, USA

Last Doto for Registration 3° JUN 2024
Event Coordinator

0 Nicolo Potorson

Event Details

08  medcentric Sales Meeting
M oxpoConvationCecter

Past Events

How to Navigate an Event Agenda

Click into Events from the
main navigation menu.

Upcoming Events shows the
events that are coming up.

Click into an upcoming
event. Scroll down and click
Register Now to register for
the event.

Click into an Event’s Agenda tile to see the sessions you have been added into. You may filter your sessions
according to track. Click into a particular session to see more details or any associated resources.

< £ < ¢
Event Details |
July 2024 I Tracks v
F s s M T w T
05 06 07 08 08 10 n
Welcoma Breakfast
900 AM - 1030 AW
Room W05
Kay Bailoy Hutchison Convention Center Dalkas.
¢ A South Griffin Stroot, Dallgs, T USA
ch A d Tracks Apply Filters
sess
Agenda Spoakers
[0 e cilinical Track
Sales Pipeline Workshop
OO AM - 1230 PM ® Product Track
8aliroom B
Kay Bailoy [0 ® RrSM Activities
& South Grifin Streot Dallos TX USA
[0 ® sales Track
Pro-wark (1)
Leaderboard Attendoes
..
Broak for Lunch
230 PM- 130U
Resources Room 105
— fv) Koy Bailey Hutchison Convention Conter Dallos.
5 South Griffin Street. Dallos, TX. USA
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View Event Details within the
Event page including the
Agenda, Speakers,
Attendees, and any event
related resources.

Click into the event Agenda
to view the sessions within it.

Click Tracks to filter event
sessions by track.



How to Navigate a Session

Events may include resources associated with the entire event, or resources associated with specific sessions.
Click into a session to access the Learning Sets, Collections, or Handouts associated with it. To access general
content associated with the event, click into an event and scroll down until you see Resources.

< * < <
July 2024 Tracks v Sales Pipeline Workshop Speakers
S o YR - o R Click into a specific Session
M L h n U . . .
05 08 07 08 08 0 1 P — @ to view session details
Weloorne Seecidont @ kay Bailey Hutchison Convention Center Dall inCIUding Gny GSSOCiGted
900 AM - 1030 AM Pre-work
Room 0 ® sakoom prework and handouts.
Handouts

Kay Bailey Hutchison Convention Center DBOS.
South Criffin Streot. Dallgs. TX. USA

Session Overview

Join us for a discussion on current pipeline and where

we want to finish ot yeor end. e
Salos Pipoline Workshop ﬁ‘
100 AM- 1230 P Session Coordinator &
ir
. FonaMarrieon =
Kay Bailoy H 0 Global Uto Sciences
root. Dalias, A Outlesk [Delitte)
= S Guests
Pre-work (1) Handouts (1) B
— e.c.
Broak for Lunch comments (0)
230 PM - 130 PM
Room 105 Speakers
kay Bailey Hutchison Convention Center Dalias. B @ @
South Griffin Street. Dallas, TX. USA

ceee

Bosaanna Milas -
wP ot sales LI

show oll comments (0)

PROTIP as you scroll through your Event sessions, please note the Comments section. This is a social and

communal section where you may be directed to engage and interact with colleagues and team members during a

session.
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