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1.0 What is Action Required By (ARB)?

Action Required By (ARB) is a feature that aims to help users prioritize which topics or items to deal with. Owners and
moderators can assign action items to other users from within various modules. This feature is designed with
functionality that will help the assignee and owner to be notified of updates. All modules except Lead Management,
Timesheet and Hourly Report are equipped with this feature.

2.0 View action items in various modules

Product Development Sales & Marketing Operations & Admin Time & Attendance System @mﬁ@@@
Logged on as Charlotte Bataller on 24Sep2014
‘ search R D Quick Search (7] Advanced Search ¥ | [ ]
Current (118) | Open (118) | On-Hold (84) = Closed (57) | Archived (22) | all (261) | Action Add Topic ‘
open ()
| 18Sep2014 Charlotts Bataller FRO00547 & [Srtest Charlotts Bataller... I
1 185ep2014 Charlotte Bataller FROD0546 [g new Charlotte Bataller... —
Deta Edit (2 |
3
&
Tags 2
=
Quick Search Advanced Search ¥ ‘ 7
4
Immediate Respondents S
Current (1) Open (1) On-Hold (0) | All (1) Add Action ‘
Priority: Low
Action Title Action Type Action Status Assigned To
Description
(? Open
Miscellaneous -] 225ep2014 =F L 7 iy Action for FRO00547 - 2pE rvan Oab
Category: P test Ty
Submitted By: Charlotte Bataller Page 1 of1 0 - Items 1-1of 1
Submitted On:  18Sep2014 03:56 PM
Initiated By: Charlotte Bataller
Updated By: | Charlotte Bataller

Select a topic from a module summary page by clicking the topic item to open the details page.

*Users can also double click the item to open a dedicated page for the topic details.

Click the Actions tab located in the comment column. The actions are grouped per state: Open and On-Hold.
Double click an item in the Actions tab summary list to see the complete details of the action item in a separate
tab.
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3.0 Add a new action Item in a Module topic

1. Follow steps 1 to 2 of View action items in various modules.

2. Click the Add Action button to open the add action page. You can only add an action item if you’re the Module
Administrator, Owner and/or Moderator of the topic and you have Write access rights to the Action module.

Assigned To

‘ Current (1) Open (1) On-Hold (0) All (1)

Action Title Action Type Action Status

Open

1 p ., Action for FROD0S547 -

Lot
225ep2014 test

3-PE Bryan Oab

3. Fillin the details and add access for other users from the access rights list.

»

Add Action Access Rights m F

Action Title | /Action for FROD0547 - test Type a name.. X

=] 100-Acre-Wood

{JF] Cute Test Rabbit
[7] Mikasa Ackerman
=H[] ACS Africa

[C] Markszph 3

[C] michael Banting
[T miles Edgeworth
[Tl test test

=[] ACS Holland

swteopen [7] Priority
~[] acsrich1
Assigned To -] acsrich2
AdionType | [sselect>= || Action Status [ jim boy
Moderated By | | Charlotte Bataller Follow up | [[] @ [T Mark 7 Francisco
[T misturr Crawford
Owner | | Charlotte Batall
arlotte Bataller =[] ACS Hong Kong
Revised Deadline % Completed - [ Chi Kit Wona

"
i
8
i
v
i

Description

Department | | <Select>

i

Initial Deadline

‘ ~[[] jars jars
+{] Julia Weng
Keywords -[] Mark Gmail2 Franciscoedited

Immediate
|Please select users [+

|

Charlotte Bataller [C] Mark Teczo 4 Francisco
This field cannot be modified once you save this record. [F] René (QA) Wierenga

By

[C] well tast
<] ACS Philippines
~[[ Bianca Cabingan
+[] Bryan 0ab
+[¥] Charlotte Bataller
[T erik fox -
[C] 3ohnrey Angolluan
[C] Malu Pineda
[C] Margerry Ann Noval
[[1 Mark Anthony Olaes
+{] Mark QA Francisco
+{] Martin Chan
~[F] read only
7] Rebie Estares
] rich Delavin
[ richard Delavin (acs)

+Add attachments  § Remove attachments Maximum 8MB par fila

SavedClose || Close

Notes:

> The Action Title field is automatically filled with the editable value “Action for ID — Module Topic Title”. The
suggested value is to help the user identify the action item through the Action module.

» Make sure to fill in the Assigned To, Action Type and Action Status fields, so the assigned user will be
notified of the action and knows what he or she is supposed to do in a glance.

> Check “Follow up” if you require weekly notifications to the assignee and owner of the action item to be
sent out.

> Required fields in yellow need to be filled in to successfully save the new action item.

4. Click Save & Close to save and go back to the Actions tab or Close to cancel adding a new Action.
Note: Action items successfully added from a module will also automatically be reflected in the Action module
summary table as a new item.
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4.0 Diagram showing ARB Usage
| Source Topic \
[ Set Assigned To,

eI ] Create ARB
Deadline

v Owner: From Source Topic
v Assigned To: person
assigned to do action

.l. /7/\

Contains link to Action topic
W v" Shows members, age (time
elapsed since last update),
\_ status
~
v Marked with ARB NTI
v" Linked to Source Topic
v" Will show up in Actions Tab
S
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5.0 Topic indicators related to Action items in a module and to the topic’s action tab

Meaning

Shown in

Icon disappears

The action item is a newly created

Actions tab to all topic

3 days after the action

action item members item was created
L™
Changes have been made to the details | Actions tab to all topic When you view the action
= of this action item members item details

Comments have been added to this
action item

The number indicates how many new
comments since you last accessed the
action item

Action tab to all topic
members

When you view the action
item details

Access rights have been changed for
this action item

Action tab to all topic
members

When you view the action
item details

L1

You have been added to the action
item

Action tab to the user
who has been added

When you view the action
item details

The action item has passed the
deadline and is overdue

Hovering over the icon will display the
number of days, weeks, months or
years it was overdue

Module Summary Table
including Action Module
to all topic members

When the action item is
moved to Closed or
Archived

The Action item has been assigned to
you

Action Module Summary
Table to the assignee of
the action item

When the action has
been assigned or
transferred to someone
else

#

You have one or more unread action
items

Module Summary Table
to all topic members

When the action item has
been Read

RED
Deadline

The action item is more than 1 day
overdue

Hovering over the icon will display the
number of days, weeks, months or
years it was overdue

Action tab to all topic
members

When the deadline has
changed to a future date
or the action item is
moved to Closed or
Archived
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6.0 Notifications and Reminders

Once an Action Item has been created and linked, the owner and moderators of the source topic and also the assignee
of the action item will receive notices and reminders through Teczo messaging and email. Below the various notices are
listed.

Notifications & Reminders

Weekly notices about the status | Action item owner and | Every Monday until Email and Teczo Messaging
of the Action item assignee (assigned to) the action item was (Notifications tab)
closed

If the Action item “Follow Up”
field has been enabled or
checked

Weekly Reminder of your Action item

Here are the updates of your action items in myteczo.com:

1. ACDO1753 - action title 3
Action Type: something
Action Status: 1234567891asfasfsdf=dfgsa sadfgsadgsadgsadg sadgas
Assigned To: Alma Marie Calma
Submitted On: 22May2014 10:38 AM
Deadline: 28May2014
Remarks: Due 4 months ago

2. ACD01773 - 1051h
Action Type: fancy
Action Status: testl
Assigned Tao: Bianca Cabingan
Submitted On: 27Aug2014 04:54 PM
Deadline: 284ug2014
Remarks: Due 1 month ago

3. AC001774 - 1051h-1
Action Type: test1.
Action Status: test3
Assigned To: adas asdasd
Submitted On: 27Aug2014 05:12 PM
Deadline: 29Aug2014
Remarks: Due 1 month ago

Notification that the Action item | Action item owner and | Upon saving the Email and Teczo Messaging
has been updated assignee (assigned to) updated action item (Notifications tab)
Action - 4 3

Action item has been updated

Action iterm AC001921 - PPO05974 - TESTING ARB has been updated.
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Notifications & Reminders ‘

Notification that a comment has | Action item owner and | Upon saving the
been posted on the Action item | assignee (assigned to) comment to the
action item

Email and Teczo Messaging
(Notifications tab)

Action item has been updated and a comment has been posted

Johnrey Angolluan commented and updated the status of the Action item AC000991 - F.
Comment 1 by Johnrey Angolfuan on 125ep2014 10:20 AM

testing zxc

Updated Status:

Action Status: Mew to In progress
Assigned To: No Value to Biancs Cabingan

Reminder before Action item Action item owner and | 5 daysand 1 day
deadline assignee (assigned to) before the deadline

Email and Teczo Messaging
(Notifications tab)

Action item deadline of completion is in 5 days

The deadline for the completion of your Action item AC001844 - ARB EWAN is on 095ep2014,

the Closed state.

Please ignore this meszage if the Action item has already been completed. To stop receiving this reminder, please move your item to

A daily reminder that the Action | Action item owner and | Every day after the

item deadline has passed assignee (assigned to) deadline until the
Action item is closed
or archived

Email and Teczo Messaging
(Notifications tab)

Deadline for the completion of Action item has ended

The deadline for the completion of the following Action items has passed:

- AC000100 - OWUINIBWI] PCGERCIPEL TGFICCLZIW VRYLVIOWWD DIBNUQVZTO
- AC000353 - AC testing....01

- AC000415 - Adding Action....

- AC000864 - Automated Testing: Mowving on to the Mext Page [47542]

You may revise the deadline through editing the Action item if needed.

the Closed state.

Please ignore this message if the Action item has already been completed. To stop receiving this reminder, please mowve your item to
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