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Quick Reference Guide 
§ You can create an unlimited number of product listings, so list all of your products and services 
§ Fill out all product attribute data for each of your products in order to be included in product queries 
§ Review all the product categories, then assign each of your products or services to the best one 
§ Follow the Rules for Listings, or risk being permanently removed from the Buyer’s Guide 
 
 

Contact List by Web Site 
The Buyer’s Guide layout and instructions apply to multiple Web sites. The Buyer’s Guide may have 
different names. Refer to the following table for contact information specific to your Buyer’s Guide. 

Web Site Contact Development Access Custodian Area Sales Representative 
AuntMinnie.com development@auntminnie.com bgbackoffice.auntminnie.com dchandler@auntminnie.com  
DrBicuspid.com  development@drbicuspid.com bgbackoffice.drbicuspid.com  sales@drbicuspid.com  
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Diagram of Prospective Customer’s Path  
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Notes 
 
*Compare Page – To take full advantage of prospective buyers comparing products, vendors must fill out 
all relevant product attributes for each product. This functionality is available for all product listings, 
regardless of whether it’s a sponsored product or a free listing.  
 
**Send RFP Page  – To receive RFPs for a particular product from prospective buyers, vendors must 
have at least a Professional sponsorship for that product. While it’s termed an “RFP,” this buyer-to-seller 
communication mechanism is more of a structured RFI (Request for Information) collecting data such as: 
general RFP description, budget range, purchase timeframe, contact information, job level, specific 
questions, etc.    
 
 
 

Send RFP 
**Form that allows 
users to send a 
request for info to 
vendors for one or 
more products. 

Product 
Detail 

Provides complete 
product or service 
specs and images. 
Allows initiation of 
RFP or vendor 
contact.  

Compare 
Products 

*Allows side-by-
side comparison of 
complete product 
specs and images 
for up to 5 
products.  

Vendor 
Detail 

Provides complete 
vendor info 
including contact 
info and links to all 
products  

Vendor 
Listings 

Lists all vendors 
starting with a 
certain letter in the 
alphabet, or 
applicable to a 
particular search. 

BG Home 
Entry point to 
Buyer’s Guide. 
Lists all product 
and service 
categories. Allows 
search of vendors.  

Category Pages 
(Product Listings) 

Main thoroughfare. Allows users to 
quickly view all products or 
services available in a particular 
category. Launch pad to compare 
products, research individual 
products further, view images, get 
vendor info, or to initiate an RFP.  

Users Start Here 
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The Importance of Proper Product Categorization 
 
It is the responsibility of custodians to categorize their 
company’s products and services properly so that they will 
be listed with like product specifications for comparison. We 
reserve the right to re-categorize or permanently remove 
companies that fail to list their products and services 
according to the following categorization logic.  
 
Systems – Products that should be listed in the “Complete 
Systems” sub-categories include: products that are typically 
sold directly to end-users that consist of an integrated group 
of components working together as a whole. An example 
would be a complete MRI scanner. 
 
Components and Software – Products that should be listed 
in the “Components and Software” sub-categories include: 
products that are elements of systems such as add-ons, 
optional upgrades, or components that are sold separately 
but related to the development of clinical data or product 
installation. In our above example of an MRI scanner, 
individual components such as the magnet, RF coils, patient 
table, and workstation could be listed independently in the 
Buyer’s Guide’s Components and Software sub-category. 
  
Accessories – Products that should be listed in the “Accessories” sub-categories include: products that 
are used to address patient comfort, peripheral devices, mounting arms, labeling items, packaging, etc. 
 
Services – Services that should be listed in the “Services” sub-categories relate to how the product is 
offered as a service, such as outsourcing, leasing, and application service provider. The specific services 
that support this imaging category to the provider community, such as staffing and mobile or temporary 
placement of technology are listed separately in an aggregate Service Categories. 

 
 
 

Rules for Listings in the Buyer’s Guide 
 
We reserve the right to permanently remove companies that do not adhere to these listing rules: 
 

1. Use standard capitalization. No excessive capitalization, regardless of trademarking.  
2. No altering product or vendor name to affect positioning.  
3. Use standard punctuation. No repeated and unnecessary punctuation or symbols.  
4. No unnecessary repetition. No repeated words or phrases.  
5. No superlatives such as "Best," "Cheapest," "World's Greatest," "Top," "#1," etc.  
6. No promotional language such as "Free," "Limited time only," "Click here," etc.  
7. Do not use corporate appellations like Inc., Corp., LLC, etc.  
8. Do not add TM, copyright symbols, or other markings to product names.  
9. No inappropriate language.  
10.  Use correct spelling.  
11.  Use proper grammar.  
12.  Company name may not exceed 60 characters. No descriptive text.  
13.  Product name may not exceed 35 characters. No descriptive text.  
14.  Product description may not exceed 35 characters. List pertinent descriptive text for product here.  
15.  Adding HTML to product names, descriptions, etc. is not permitted.  
16.  A single product or service may not be listed in more than one category  
17.  OEM products only. Resellers may not list products they sell on behalf of other vendors. 

 
 

Product / Service 
 Category 

SSyysstt eemmss  

CCoommppoonneenntt ss  ––    
RReellaatt eedd  PPrroodduucctt ss  

AA cccceessssoorriieess  

RReellaatt eedd  
SSeerrvviicceess  
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Instructions for Entering Vendor and Product Info 
 

Frequently Asked Questions 
1. Where do the links on the left navigation of the Back Office managerial interface lead? 
2. How many product and/or service listings can I create? 
3. What kind of information may I include on my products and services? 
4. How do I input company information? 
5. How many characters can be included in the product name and product highlights fields? 
6. How do I upload a logo? 
7. How do I create new product listings, or modify existing product listings?  
8. How do I add or change organization executives? 
9. How do I assign a product to a category, or change the category a product resides in? 
10.  How do I add or edit product attributes to a product listing? 

 
 

Answers to Frequently Asked Questions 
 

1. Where do the links on the left navigation of the Back Office managerial interface lead? 
• Backoffice Home - This navigation link takes you to the main page for your company in the 

Buyer’s Guide Back Office. 
• Buyer’s Guide - This navigation link pops up a new browser window and takes you to the 

Buyer’s Guide (the part that buyer’s will see when surfing the Buyer’s Guide). This is useful to 
view changes to your vendor info as you make the changes.  

• Help Document - This navigation link pops up a new browser instance and takes you to this 
comprehensive PDF help document for vendor custodians.  

• Listing Guidelines - This navigation link pops up a new browser instance with a list of the rules 
vendors must follow when listing product and company information in the Buyer’s Guide. 

• E-mail Support - This navigation link initiates an e-mail to our Buyer’s Guide Support team. 
 
2. How many product and/or service listings can I create? 
A. You may create an unlimited number of product or service listings. The only stipulation is that each 
listing is relevant. There is no charge for basic listings. Paid sponsorships include all products and 
therefore do not include any free listings.   
 
3. What kind of information may I include on my products and services?  
A. See the custodian checklist on page 4. 
 
4. How do I input company information? 
A. Login to the Web-based administration tool using your custodian MemberID and password at the 
appropriate BackOffice URL 
 

a) The second table from the top of the screen is the “Vendor Information” table. Click the “Edit 
Company Info,” the “Edit Executive Info,” or the “Edit Company Logo” button to input or modify 
your vendor information.  

b) On the subsequent page, fill out all of the fields in this form. Note that some of the information 
input on this form will only show up on the front end of the Buyer’s Guide for vendors with product 
sponsorships. To see which fields come with the free listing, and which come with which 
sponsorship, see the custodian checklist on page 4. 

c) Click [Update]. 
 
5. How many characters can be included in the product name and product highlights fields? 
A. The product name may not exceed 35 characters, and the product highlights field may not exceed 35 
characters. 
 
6. How do I upload a logo? 
A. Login to the Web-based administration tool using your custodian MemberID and password at the 
appropriate Back Office URL  
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a) The second table from the top of the screen is the “Vendor Information” table. Click the “Edit 
Company Logo” button.  

b) Read the logo specifications on this page, paying particular attention to the logo dimension 
requirements. Only logos of the exact dimensions 120H x 160W pixels will be accepted by the 
system. If your logo’s aspect ratio doesn’t work well with this rectangular aspect ratio, you’ll have 
to resize your logo and place a white background around it to fill out these exact dimensions. If 
you need help with this, contact us at the Support e-mail address.  

c) Click the [Browse] button, and then locate your logo graphic file on your computer’s hard drive.  
d) Once you’ve located your logo graphic file, click [Open]. 
e) Next, click [Update].  
f) Note that the logo only shows up on the front end of the Buyer’s Guide for vendors with 

sponsored products. 
 
7. How do I create new product listings, or modify existing product listings?  
A. Login to the Web-based administration tool using your custodian MemberID and password at the 
appropriate Back Office URL.  
 

a) Scroll down the page and locate the "Product Information" table.  
b) Hyperlinked names of all of your products will be listed in a table, organized by product category. 

You will also see a [Create Product] button at the bottom of this table, which you can use to 
create new product listings. To modify an existing product, click on any hyperlinked product name 
and you will be taken into a product detail page.  

c) On this "Product Detail" page, you can modify product info (this is where you can change the 
product name), product type (which category a product is listed under), and product attributes. To 
edit any of these, just click on the [Edit] button in the appropriate table, make any changes you 
desire, and click [Update]. 

 
8. How do I add or change organization executives? 
A. Login to the Web-based administration tool using your custodian MemberID and password at the 
appropriate Back Office URL. 
 

a) The second table from the top of the screen is the “Vendor Information” table. Click “Edit 
Executive Info” button to input or modify your executive information.  

b) To add an executive listing, click the [Create] button at the bottom of the table on this page. Enter 
the requested information, and click [Create].  

c) To edit an existing executive listing, click any of the hyperlinked executive names. This brings up 
their profile. Edit any field you want, and then hit [Update]. 

d) To delete an existing executive listing, click the hyperlinked executive name you want to delete. 
This brings up their profile. Click the [Delete] button. 

e) To modify the order in which the executives will be listed on the front of the Buyer’s Guide, click 
the [Up] or [Down] button to the left of each executive name. 

f) Note that executives only show up on the front end of the Buyer’s Guide for vendors with 
sponsored products.  

 
9. How do I assign a product to a category, or change the category that a product resides in? 
A. Login to the Web-based administration tool using your custodian MemberID and password at the 
appropriate Back Office URL. 
 

a) Before you assign a product to a category, you must first create a new product listing. See #7 for 
instructions on how to create a new product listing. During the new product listing creation 
process, you will be forced to choose a category to place the product or service you’ve created. 
You simply click the radio button next to the appropriate category from a list of categories. You 
may want to research the categories on the front end of the Buyer’s Guide before selecting the 
best category.  

b) To change the product category for an existing product listing, click on any of the hyperlinked 
product names in the “Product Information” table. This will take you to the product detail page on 
the Back Office. You can edit any of the product information here by clicking on the appropriate 
[Edit] button, inputting or changing information in the fields, and then clicking [Update]. 
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c) NOTE: When you change an existing product listing’s category, all of your product attribute data 
will be erased. You should copy this information into a Word file before changing a product’s 
category, so you can paste the data back in once the product listing has been re-categorized.  

d) To re-categorize a product listing, click the [Edit] button in the “Product Type” table.  
e) Check the radio button for the new category, and then click [Update]. 

 
 
10. How do I add or edit product attributes to a product listing? 
A. Log in to the Web-based administration tool using your custodian MemberID and password at the 
appropriate Back Office URL. 
 

a) To add or edit product attributes for an existing product listing, click on any of the hyperlinked 
product names in the “Product Information” table. This will take you to the product detail page on 
the Back Office. 

b) The bottom table on this page called “Product Attributes,” displays a list of the product attributes 
specific to the category that your product is listed in. Click the [Edit] button at the very bottom of 
this “Product Attributes” table.  

c) Fill out all the applicable fields on this product attribute input page, and then click [Update]. You 
can view how your product attributes are listed on the front end of the Buyer’s Guide by visiting 
the product detail page for this product listing.  

 
 

Screenshot of the Buyer’s Guide Front End 
Note: The actual page may change as new features are added. The following samples depict the 
AuntMinnie.com Buyer’s Guide; layout will vary with Web site. 
 

Main Buyer’s Guide Page 

 
Figure 1  
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Category Page (Product Listings) 

 
Figure 2 

 
 

Compare Products Page 

 
Figure 3 
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Send RFP Page 

 
Figure 4 

 
 

Product Detail Page 

 
Figure 5 
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Vendor Detail Page 

 
Figure 6 

 
 

Vendor Listing Page 

 
Figure 7 
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Screenshots from Buyer’s Guide Back Office 
Back Office Main Page 

 
Figure 8 

 
 

Edit Vendor Information Page 

 
Figure 9 
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Edit Organization Executives Page 

 
Figure 10 

 
 

Edit Company Logo Page 

 
Figure 11 
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Create New Product Listing Page 

 
Figure 12 

 

 
Product Details Display Page 

 
Figure 13 
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Edit Product Information Page 

 
Figure 14 

 

 
Edit Product Type (Category) Page 

 
Figure 15 

 
 
 

Edit Product Attributes Page 

 
Figure 16 
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Buyer’s Guide Listing Packages 
 
In addition to the FREE Courtesy Listing, vendors have two product-listing packages to choose from – 
each subsequent level providing incrementally more product exposure and lead-generation potential. 
There’s a listing package suitable to meet any vendor’s budget and goals. Please refer to the Buyer’s 
Guide Feature Summary page for details on the sponsorship levels. Call the Sales Representative or 
send e-mail to the Support e-mail address. 

 
Glossary of Back Office Terms 

 
Product Name – The product category page and the product detail page on the front end of the Buyer’s 
Guide show the product name followed by the product highlights. Use this product name field for the 
official product/service name and/or model number. No descriptive text is allowed in this field; instead you 
may use the product highlights field to add an additional 35 characters of descriptive text. This product 
name may not exceed 35 characters.  
 
Product Highlights –The product category page and the product detail page on the front end of the 
Buyer’s Guide show the product name followed by the product highlights. Use this product highlights field 
for brief descriptive text and to list major differentiating features. This field may not exceed 35 characters.  
 
RFP Contact E-mail – To facilitate the generation of leads, vendors can receive abbreviated RFPs from 
prospective customers through the Buyer’s Guide. This RFP contact e-mail is specific to each product, so 
a vendor can direct leads for each product to the appropriate person within their company. All RFPs for 
this product listing will be sent to the e-mail address specified in this field. If there is no e-mail address 
input, the RFP functionality will be turned off. Additionally, the RFP functionality is only enabled on 
sponsored products.  
 
While it’s termed an RFP, this buyer-to-seller communication mechanism is more of a structured RFI 
(Request for Information), collecting data such as: general RFP description, budget range, purchase 
timeframe, contact information, job level, specific questions, etc.    
 
Ask Vendor?E-mail – To facilitate the generation of leads, vendors can receive questions from 
prospective customers via e-mail by clicking a Contact button on the front end of the Buyer’s Guide. This 
Ask Vendor?E -mail address is specific to each product, so a vendor can direct e-mail questions for each 
product to the appropriate person within their company. All e-mails initiated by the Contact button will be 
sent to the e-mail address specified in this field. If there is no e-mail address input, the Contact button will 
not be visible on the front end of the Buyer’s Guide. Additionally, the Ask Vendor?E -mail functionality is 
only enabled on sponsored products. 
 
Hyperlink 1 – To facilitate the generation of leads, vendors have the ability to create two hyperlinks out to 
any Web URLs of their choosing. This Hyperlink 1 is the first of two possible links displayed on the front 
end of the Buyer’s Guide and is specific to each product, so a vendor can direct prospective customers to 
relevant URLs for each product. These links can be used for a variety of reasons, some of which include: 
to provide prospective customers with more product information, to direct prospective customers to 
promotional collateral, to direct prospective customers to the vendor’s Web site, to direct prospective 
customers to a showroom site, to direct prospective customers to a white paper, to direct prospective 
customers to product images, to direct prospective customers to weekly or monthly Web promotions, etc. 
The uses are limitless, and vendors can change the URL and the text of the link at any time, and as often 
as needed.  
 
Use the Hyperlink 1 URL field to input the exact Web page URL, as it would be typed into a browser that 
you would like prospective customers to be directed to. Use this format: 
http://www.mysite.com/specificpage.htm  
 
Use the Hyperlink 1 Pseudo field to input the text of the link that prospective customers will see on the 
front end of the Buyer’s Guide. Common text for this link includes: Web Site, Show Site, PDF Brochure, 
White Paper, More Details, etc. This link text may not exceed 12 characters. 
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Unless there is both a URL input in Hyperlink 1 URL field AND text for the link name in Hyperlink 1 
Pseudo field, Hyperlink 1 will not be visible on the front end of the Buyer’s Guide. Additionally, the 
Hyperlink 1 functionality is only enabled on sponsored products. 
 
Hyperlink 2 – To facilitate the generation of leads, vendors have the ability to create two hyperlinks to 
any Web URLs of their choosing. This Hyperlink 2 is the second of two possible links displayed on the 
front end of the Buyer’s Guide and is specific to each product, so a vendor can direct prospective 
customers to relevant URLs for each product. These links can be used for a variety of reasons, some of 
which include: to provide prospective customers with more product information, to direct prospective 
customers to promotional collateral, to direct prospective customers to the vendor’s Web site, to direct 
prospective customers to a showroom site, to direct prospective customers to a white paper, to direct 
prospective customers to product images, to direct prospective customers to weekly or monthly Web 
promotions, etc. The uses are limitless, and vendors can change the URL and the text of the link at 
anytime, and as often as they like.  
 
Use the Hyperlink 2 URL field to input the exact Web page URL, as it would be typed into a browser that 
you would like prospective customers to be directed to. Use this format: 
http://www.mysite.com/specificpage.htm  
 
Use the Hyperlink 2 Pseudo field to input the text of the link that prospective customers will see on the 
front end of the Buyer’s Guide. Common text for this link includes: Web Site, Show Site, PDF Brochure, 
White Paper, More Details, etc. This link text may not exceed 12 characters. 
 
Unless there is both a URL input in the Hyperlink 2 URL field AND text for the link name in the Hyperlink 2 
Pseudo field, Hyperlink 2 will not be visible on the front end of the Buyer’s Guide. Additionally, the 
Hyperlink 2 functionality is only enabled on sponsored products. 
 
Active (On product info page) – If this box is checked, this product will be visible on the front end of the 
Buyer’s Guide.  
 
Active (On vendor info page) – If this box is checked, this vendor will be visible on the front end of the 
Buyer’s Guide. 
 
Contact E-mails 1, 2, and 3 – To facilitate the generation of leads, vendors have the ability to create 
three e-mail contact hyperlinks, which when clicked upon by a prospective customer will initiate an e-mail 
to a specified e-mail address that the vendor designates. Vendors can use these for international and 
domestic sales contacts, divisional sales contacts, executive contacts, etc. These e-mail contact 
hyperlinks reside on the vendor’s profile page.  
 
Unless there is both an e-mail address in the Contact E-mail field AND text for the e-mail link name in the 
E-mail Pseudonym field, the e-mail contact hyperlink will not be visible on the front end of the Buyer’s 
Guide. Additionally, the e-mail contact hyperlink functionality is only enabled for vendors with sponsored 
products. 


