How to Use Tagging leczo.com

Quick Guide
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Create My Tags
Assign My Tags

Create Company Tags (For System Administrators Only)
Create Default Tags
Create Field Tags

Assign Company Tags (Moderators and Owners Only)

Removing Tags
Removing Tags through the Details Page
Removing Tags through Action Dropdown Selection

Filtering of Tags
What is Tagging?

Tagging is a labelling feature that can be used to tag different items or records. Tagging helps the
users in organizing their records into categories. There are two types of tagging in Teczo:

1. My Tags — personal tags which can be defined and only seen by the current user.
2. Company Tags —tags which can be defined by the system administrators and can be seen by
record members. There are two types of company tags:
a. Default Tags — defined by the system administrators by assigning abbreviation and
description
b. Field Tags — data maintenance fields that are assigned by the system administrators
which can be used in different modules.
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Create My Tags

Here’s how to create My Tags or personal tags that can be assigned to one or more of user’s records or

items.

1. Onthe topmost right corner of the page, click the My Account icon.

aller i 128 2013

2. Click the My Tags tab.

Password Language Customized User Groups Dashboard Motification Settings

IMPT TZO Important from Teczo IrH:T TZO

+ Add New Record o Refresh Page 1 |of1 20 Items1-1of1

3. Click the Add New Record button.

o LM

+ Add New Record

4. Define or Type the Abbreviation (up to 8 characters), Name/Description (up to 50 characters),
select background and font colour for the tag and click Save.

1
[Add Mew Record ® (N
M

Abbreviation |

]
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B Save ¥ Cancel

Mame/Description

Colar
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Assign My Tags
A User can assign a personal tag to one or more items through the following:

1. Select one or more records or items in the summary table.
2. Click the Action dropdown selection through the state bar.

Action |
General £ I

Moderator/Owner £

3. Under the General selection click the Assign My Tags.

5] Action
General # Mark as Read I

Moderator/Owner = Mark as Unread

TECZ0O - Introduction presentz Flag z

wczo - Myteczo.com Tips ar_ClsacElag

profile - English (or calldd "c: Assign My Tags 4

e e Send to |eczo Users

Export to Excel ES
of the Software Change Nowcw vwr riyrocevocwin
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4. Select the personal tag from the list and click Save. The User can search the list by typing
characters in the search box.

] | Tag As: |

Important from Teczo (IMPT TZO)

Save Cancel

5. The Tag abbreviation will be displayed in the selected records or items in the summary table.
Hovering over the tag will display the tag name/description.
Note: Personal Tags are displayed without underline.

'693 & [ (ERES) 215 sTicky: TECZO - Introduction pres
Ii T — - -
g T d T
1476 s! ; # Important from Teczo rtenzu com Tips and Tric
1664 ;! Company profile - English {or called "Corporat
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Create Company Tags (For System Administrators Only)

Here’s how to create Company Tags or Field Tags that can be assigned by the Moderator and Owners to
one or more records or items.

Create Default Tags
1. Inthe Data Maintenance Module click the Default Tags link under Company Tags (Data
Maintenance module default page).

2. Click the Add New Record button.

Search

+ Add New Record

3. Define or Type the Abbreviation (up to 8 characters), Name/Description (up to 50 characters),
select background and font colour for the tag and click Save.

[Add New Record 4 l

Abbreviation URGENT]

Mame/Description |Urgent Matters

Sl AL~

B Save ¥® Cancel

Colar

Create Field Tags
1. Inthe Data Maintenance Module click the Field Tags link under Company Tags (Data
Maintenance module default page).

2. Click Assign Field Tag button.
1

[ Aszsign Field Tag ] |
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3. Select the desired field

Field | Category

Value

“Enter keeywords |

Category -
Certificate Type
Certification Stage
Component
Contact Frequency
Currency

[ e

4. Select one or more field values.

Value |Dperatiun5 and Managementl s |

|Enter keywords |

 Check all % Uncheck all

i

External - Health and L
External - Social (EXS) —
Cperations and Manage| _

Research and Developr

Sales and Marketing (5 -
1 F

teczo.com

Online Business Solutions

5. If desired, click the button beside the field selection to make it an automatic tag. Automatic tags
will be assigned automatically whenever the field value is selected through the add/edit page of
a record. Moderator or Owner may remove the tag if desired through details page
E Malke this field automatic tag G
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6. Upon saving, the user will be directed to edit page wherein background and font colour can be
defined. Click the pencil icon before the abbreviation. Select desired colour and click Save.

[ Edit Record W (u

S AL -

B Save % Cancel

Colar

7. The User can assign additional field value by clicking the Add Value button.

AT ]‘

8. Select the desired field value and click Save.
=

Add Field value b 4
N

External - Environmental (E|v

1

" Check all 3 Uncheck all

Ewternal - Environmental

I=

Bz External - Health and Leis.

[ sales and Marketing (SNM

i | 1] [ 3
ack

9. Repeat Step 6 to define the background and font colour.
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Assign Company Tags (Moderators and Owners Only)

Moderator and Owner can assign a company tag to one or more items through the following:

Select one or more records or items in the summary table.
Click the Action dropdown selection through the state bar.

Action |
General S I

Moderator/Owner S

3. Under Moderator/Owner selection, click the Assign Company Tags.

) Action |

Moderator/Owner ®

ww to turn challenges into opy
1age options for our corporat
building event in Bangalore
‘huttle bus service (Bangalore
uld we expand and recruit fa
gy conservation at work

Fage 1 of ]

Make a comment

Add Access | cris
Remove Access

Add Moderated By

Replace Moderated By
Replace Owner

Change Priority =
Assign Company Tags

Mowve To... 2

teer7n conn

A list of records or items the user is authorized to update will be shown. Click Next.
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5. Select one or more desired Tags then click Save. The user can search the list by typing
characters in the search box.

! Select Tags

! I
! i
l =
| Tag/Label Data Maintenance Type/Group
I [F] External - Social (EXS) Category
| = Operations and Management (OPM) Category
| [[] research and Development (RND) Category
q

Urgent Matters (URGENT) Default Tag
q

[T wigh (H) Priority

[ Low (L) Priority
q Medium (M) Priority

[ Back ” Save ” Close ]

6. The Tag abbreviation will be displayed in the selected records or items in the summary table.
Hovering over the tag will display the tag name/description.
Note: Company Tags are displayed with an underline.

003 {'[@ purchase more software licenses (xL2871)

005 [ Imm Revise our NDA template
oos il 2009 De —Tent purchases
_ m Urgent Matters P
007 [ UAT for sports edition Golden Eagle MP3

oo1 (' Prepare press release for launching model MP3 - E
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Removing Tags
Tags can be removed in several ways:

Removing Tags through the Details Page
1. When viewing the summary table click a record to view the details page.
2. Inthe details page, user can see the tags assigned for the record. Remove the tag by clicking the
X at the end of every tag. (Only the Moderator and Owner can remove the Company Tags.)

ACO000005 - Revise our MDA template

Tags

(=] URGENT »

Immediate Respondents
Chris Jacksaon

Priority: Medium

Removing Tags through Action Dropdown Selection
1. Select one or more topics in the summary table.
2. Select Assign My Tags or Company Tags through Action dropdown selection.
3. User will see the check boxes with the following:

a. ] Tag is not assigned to one or more records. Checking this will assign the tag to the
selected records.

b. Tag is assigned to all of the selected records. Removing the check will remove the
tag to the selected records.

C. Tag is assigned to one or more records. Clicking once will change the shade to
check and will be assigned to all the selected records.
4. Click Save to perform the desired action.

Page 10 of 11 How to Use Tagging V1.2.docx



How to Use Tagging
Quick Guide

Filtering of Tags

My Tags and Company Tags can be filtered through Advanced Search.

1. Through Advanced Search, locate the My Tags or Company Tags

teczo.com

Online Business Solutions

T I == @

Basic Search 2

Search FR
Priority Status
Tag All Smpany Tag

[~][an [-]
[]

[=] [an

2. Select one or more tags to filter and click Search.
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