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The enhanced "Make an Appointment" module on the ASHI B2B Salesman Portal allows you to efficiently 
schedule show appointments for both existing customers and prospective customers. 
 
With this module, you can: 
 

• Schedule show appointments for multiple users or visitors in one go. 
• Send appointment details to new customers who are not yet ASHI customers. 
• Save time and effort while managing appointments for your customers. 
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Login to the Salesman Portal 
To make a new appointment, log in to the ASHI B2B Salesman Portal using the link below: 
https://www.ashidiamonds.com/Salesmen 
 
 

MAKE AN APPOINTMENT 
 
1. Once logged in, navigate to the 'Make an Appointment' section in the dashboard. Here, you can create Show 

Appointments for your existing customers as well as prospective customers. 
 

 
 
 

 
 
 

https://www.ashidiamonds.com/Salesmen
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2. You can also go to the Home page and click on 'Make an Appointment for Trade Shows' to schedule Show 

Appointments. 
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3. On clicking 'Make an Appointment’, a pop-up is displayed with the first six active shows in chronological 

order. You can select ‘Remember This Trade Show’ if you’d like to make multiple appointments for the same 
show, and then click on the Next button. 
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4. In the left pane, you can view the details of the selected show for which you want to schedule an 

appointment. 
 
5. You can schedule an appointment for an Existing ASHI Customer by selecting from the drop-down or by 

entering New Customer details manually. 
 

 
 
 
 
 
 
 
 
 
 



ASHIB2B – MAKE AN APPOINTMENT MODULE HELP MANUAL

Page 7 of 20 

 

 

 
SELECT EXISTING ASHI CUSTOMER 

 
6. You can select any of your existing customers from the ‘Select Existing ASHI Customer’ drop-down. The 

drop-down includes a "Keyword Search” feature, allowing you to search by typing a customer name, city, 
or state.  
 

7. The results are filtered based on your input, and the drop-down will display all the customers matching the 
keyword. All your existing customers are listed in alphabetical order.  
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8. Click on the Next button, and this popup will display the selected customer’s basic information, pre-filled 

and non-editable. 
 
9. You need to add Show Visitor either by selecting Existing Users or by selecting New User Option. The existing 

User Option will only appear if customers are approved on the ASHI B2B Platform.  
 

10. Once you select the existing User option, a dropdown list of all the users listed for the selected retailer. If 
there are no additional users defined in the B2B Admin Account then only Retailer Admin User will appear. 

 
11. You can select multiple users from the drop-down by clicking the checkbox next to each user. The drop-

down lists the users based on their assigned roles. 
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12. If you do not find the user, in the Existing User dropdown, whom you want to invite for the show, then you 

can opt for the ‘New User’ option to book an appointment.  
 
13. On the selection of the New User option, you need to add the Visitor Name and Email Address manually in 

the respective fields. If you want to add multiple visitors then click the ‘+’ icon to add the additional visitor. 
Click the Submit button to fix the appointment for the visitors.  
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14. Please Note: You can add up to a total of 10 users, including both Existing Users and New Users. You can 

also use both the Show Visitor Options at the same time. 
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15. You can delete any Existing User or New User by clicking the ‘Delete’ icon next to each entry. 
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16. By clicking ‘Change Trade Show’, you can switch to a different show at any time if you want to schedule an 

appointment for another show. 
 

 
 
17. You will be redirected to the ‘Please Select a Trade Show to Make an Appointment for Your Customer’ pop-

up, where you can select a different show and proceed further. 
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18. By clicking ‘Change Company Name’, you can switch to a different customer at any time if you want to 

schedule an appointment for another customer. 
 

 
 
 
19. You will be redirected to the ‘Please select an existing ASHI Customer or enter New Customer Details ’ pop-

up, where you can select a different customer or enter new customer details, and proceed further.  
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ENTER NEW CUSTOMER 

 
20. To make an appointment for a prospective customer, enter the Company Name under the Enter New 

Customer field and click on the Next button. 
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21. Enter the necessary details for the appointment – City, State, Telephone, Visitors’ Name and Email, 

Appointment Date& Time. 
 

 
 
 
22. Enter the visitor’s name and email, then click the ‘+’ icon to add the additional visitors. Click the Submit 

button to fix the appointment for the visitors. 
 
23. You can delete any Visitor Info by clicking the ‘Delete’ icon next to each entry. 
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24. Please Note: You can add up to a maximum of 10 visitors. 
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CONFIRM AND SEND APPOINTMENT DETAILS 

 
25. Review the appointment details and confirm the information you have entered. Click the Submit button to 

send the appointment details to the respective users and visitors. 
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RECEIVE CONFIRMATION EMAIL 

 
26. Once the appointment is scheduled, ASHI, the salesperson, and the customer will receive a confirmation 

email with the appointment details. 
 

27. If you have selected multiple users then each user will receive a separate copy of the Make an Appointment 
Email. 

 
28. You will receive the ASHI Copy of Email which will list all the Users that you have selected for the show. 
 

Customer Copy 
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ASHI Copy 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



ASHIB2B – MAKE AN APPOINTMENT MODULE HELP MANUAL

Page 20 of 20 

 

 

 
 
29. When an appointment is scheduled for a new customer, the ASHI copy will display “NEW CUSTOMER” for 

the ASHI Jewelsoft ID. This helps both you and the ASHI team distinguish between existing and new 
customers. 
 

ASHI Copy 

 


