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What is Teczo Mailing Services?

Teczo Mailing Services is a Teczo feature that will give Teczo users the following benefits:

1. Send emails to a set of partner contacts.
2. Track correspondences through the Teczo platform.

Send Email to Filtered Partner Contacts
Here’s how to send email to filtered Partner Contacts:

1. Go to Partner Profile Module and filter the list according to your desired fields either using Basic
or Advanced Search.

— ) pasic search »
State Open - Country All - Person All > lal -
Importance All - Industry Segment Advertising - Date All M -
Partnership Type Al - Status Al -
My Tag All - Company Tag Al =

Current (5) = Open (113)  On-Hold (3) | Closed (5) | Archived (2) | All (128) || Action [ Add Patner |

n Updated o Updated BY m Industey m

Open

[C] o9pecz013 René UAT Wierenga PPO00107 & (1 # RHWierenga ™

32 s1 Junk Meteor...
[ 113ui2013 Char Lot Bataller PPO0D042 Chartered Institute of Marketing 12 32 a1 Chiara Aina Nicole Javan
[ 29May2013 Char Lot Bataller PP000044  Search Engine Marketing Professional Organization G5 32 BH 12 JC:";': Aina Nicole
D 245ep2012 Char Lot Bataller PP0D0O0120 Consultant Forever DS 32 Char Lot Bataller...
D 313Jul2009 ;::‘I’aar"a Aina Nicole PP0O00041 American Marketing Association 12 32 us 11 ;::‘I’EBFHBAIHB Nicole
Page 1 of1 50 - Items 1 -5 of 5
20.COIM

powered

2. Click the Action Dropdown > Moderator/Owner > Send Email to Contact > Filtered selection
from the Status Bar.
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1any Tag | All ||

(2) All (129) Action

G | Part hi
e |
Moderator/Owner  » Make a comment

Send Email to Filtered
RHWisrenga Contact
Selected
ed Institute of Marketing Add Access IZ 3Z A
Engine Marketing Professional Organ Remove Access GS 32 B

Add Moderated By

ant Forever DS 32

Replace Moderated By
:an Marketing Association 12 32 ]
Replace Owner

Radss 1 of 1 Aszzign Company Tags

tgc;_( ).com Mowe To... »

powensd

3. Upon clicking the Filtered option, the wizard in modal page will be shown:
a. Step 1: Notice
Will show you list of contacts you are allowed to edit (if you are Moderator, Owner or

Module Administrator).

e C(Click ‘Next’ to continue or Cancel and return to the summary table.

= 1 1 e T LA 1 1
3 ‘ Step 1 ‘ L
- Notice L
I You are authorized to update the following item/s: I
PPO0O0120 - Consultant Forever
| You are not authorized to update the following item/s:
FPOO0107 - RHWierenga
f PPO00042 - Chartered Institute of Marketing t
E PPO00044 - Search Engine Marketing Professional Organization 1

PPO0O0041 - American Marketing Association

b. Step 2: Edit Contacts
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Will show you the list of contacts related to the filtered or selected partners you have edit
rights. Below are the parts of this step:

1) Search box —you can type and search to filter the list of contacts.

2) Left Table — list of contacts that are related to the filtered or selected partners.

3) Right Table — list of contacts where the emails will be sent. By default, the default
partner contacts are pre-selected. (See Set Default Partner Contact on how to set
default partner contacts.)

e Select contacts in the left table.

e Review your list of contacts in the right table then click ‘Next’ button.
e You can go back to Step 1 by clicking the ‘Back’ button.

e Click ‘Cancel’ to return to the summary page without sending email.

Note: Contacts that are displayed in gray fonts do not have an email address. You can define
an email address by editing the details of the partner contacts through the Contact
Management module.

Step 2
Edit Contacts

Philips Solitaire ﬁ:f&ilfg Institute of
Search Engine Marketing

EETEEENETEIETETSE Professional Organization

Warning: Contacts displayed in gray font do not have email address. You can define
'l email address via Edit page of the contact details.

[ Back ” Next H Cancel

c. Step 3: Compose Message
You can compose your message through this page. Below are the parts of this step:

1) Greetings — where you can type your own greetings e.g. Dear, Hi, Hello
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2) Salutation — you can check this if you want to include the salutation of your contact, if
there’s any (values are defined in the contact details through the CM module) e.g. Mr,
Ms, Mrs.

3) Subject — main subject of your email or message.

4) Message box with Editor — place where you can compose your email message.

e Fill in the different parts in this step.

e Fields displayed in yellow are required to be filled in.

e You can go back to Step 2 by clicking the ‘Back’ button.

o Click ‘Next’ to see preview of the email.

e C(lick ‘Cancel’ to return to the summary page without sending email.

i s A

Step 3
Compose Message

Greetings: Dear Wwith Salutation I
Subject: Introducing Teczo Platform '
BIUS EE=E EE XX == a2=|2 &
\ \With regards to Friday’s (2013-11-15) hyTeczo software update, relesse version 5.2, here are some changes you should tske note of: -

e Affects ALL wsers (modules & features):

1. Extending the use of Immediate Respondents (All Modules)

I Immediate respondents will now receive a notification through email and Tegzo messaging that the details of the topic they are assigned to have been updated. i

g 2. Multiple archiving and deleting of attachments in topic details [All Modules) I
Attachments are now equipped with the option to select one of more attachments at once. With this, users are now able to archive or delete one or maore attachments through ﬂ
the topic details page in one go.

3. Switched display of NT] and Tags in summary table (All Modules)
Tag= will now be displayed first before the topic notification icons in the summary table.
4. Improved behavior for changing deadline of multiple topics (BT, BT, TS Modules)
| The behavior in changing deadline has been improved by providing a Today button where the date will be filled in automatically upon clicking this button.

B 5. Improvements for Workflow and Reporting (BT and T5 Modules)

a Mo Fialds Acciznod T

i ’ Back ” Next ” Cancel l

d. Step 4: Preview Message
You can preview your message through this page. Below are the parts of this step:

1) Email Message — the preview of the message that will be sent to the contacts. An auto-
generated message with sample link is also included just below your original message.
Upon sending the message, there will be a unique link in the email where the contact
can reply.

2) Paging — navigate through different email messages through the paging below the
message in case multiple contacts were selected.

e Review your message by navigating through the paging functionality.
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e You can go back to Step 3 by clicking the ‘Back’ button.
e C(Click the ‘Send’ button to send the email message to the contacts.
e C(Click ‘Cancel’ to return to the summary page without sending email.

L1 SaLus LA [

Online Business Solutions

Step 4
Preview Message

From: Teczo Mailing Service <no-reply@teczo.com=
To: Philips Solitaire <charlotte.bataller@teczo.comz
Subject: Introducing Teczo Platform

Dear Prof. Philips Solitaire,
‘With regards to Friday's (2013-11-15) MyTeczo software update, release version 5.2, here are some changes you should take note of:

Affects AlLL users (modules & features):
1. Extending the use of Immediate Respondents (All Modules)

Immediate respendents will now receive a notification through email and Teczo messaging that the details of the topic they are assigned to have been updated.

2. Multiple archiving and deleting of attachments in topic details (Al Modules)

Attachments are now equipped with the option to select one of more attachments at once. With this, users are now able to archive or delete one or more
attachments through the topic details page in one go.

3. Switched display of NTI and Tags in summary table {All Modules)

Tags will now be displayed first before the topic notification icons in the summary table.

4, Improved behavior for changing deadline of multiple topics (BT, PT, TS Modules)
The behavior in changing deadline has been improved by providing a Today button where the date will be filled in automatically upon clicking this button.
5. Improvements for Workflow and Reporting (BT and TS Modules)

a. New Field: Assigned To
An ‘Assigned To" field has been added to the Bug Tracker and Technical Support Center Modules. Users selected in this field will have rights to change
the field values of ‘Report Status’, ‘Resclution’ and ‘Assigned To' fields through the Comment Section of that topic.

4 4 B M Preview 1 of 1

m

O e —

=

’ Back H Send ” Cancel ]

Send Email to Selected (Checked) Partner Contacts

Here’s how to send email to selected (checked) Partner Contacts:

Page 5 of 13 How to Use Teczo Mailing Services V1.

1. Go to Partner Profile Module and filter the list according to your desired fields either using
or Advanced Search.

Basic

Search PP () Basic Search &
State [gpn  [7] Country person [ [=]an -]
mEoEnss |- iy @ Advertising -] Date [ [] [an -]
‘ Current (5) | Open (113) = On-Hold (9) = Closed (5) | Archived (2) | All (129) ‘ Action Md Partner ‘

CEEEINET m e

Open
ec; ené ierengs i » unk Meteor...
[ 09ec2013 René UAT Wi PROD107 RWisrenga N kY] 51 Junk Mets
11Jul2013 Char Lot Bataller PP0OO0D042 Chartered Institute of Marketing 12 32 AU 11 Chiara Aina Nicole Javan
[ 110ul h I hartered Tnstitute of Mark hiara Aina Nicol
Chiara Aina Nicol
] 29May2013 Char Lot Bataller PP000044  Search Engine Marketing Professional Organization Gs 32 BH 12 lara Aina Nicole
Javan
[ zasep2012 Char Lot Bataller PRO0120 Consultant Forever DS 32 Char Lot Bataller...
D 313ul2009 JC:‘I’BB:IB Aina Nicole PP0O00041 American Marketing Association 12 32 us 11 ;::‘I’aar"a Aina Nicole
Page 1 ofl 50 o Items1-50f 5
teczo.com
powered

2. Select the partner profile from the list by checking on the first column of the item on the
summary table.

00.01
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Open

[ o9pec
117ulz
29Man
[ zaser
[

31]ul

3. Click the Action Dropdown > Moderator/Owner > Send Email to Contact > Selected selection
from the Status Bar.

Tag [ All [™]
All (129) Action |
€] | Part hi
Moderator/Owner = Make a comment yb
Send Email to Filtered
Wierenga Contact
Selected

nstitute of Marketing Add Access IZ 3Z
ne Marketing Professional Organization Remove Access G5 32
Forewver Add Moderated By 0s 32
Marketing Association Replace Moderated By 45 32

Caonlara Mumar

4. Follow the number 3 step of Send Email to Filtered Partner Contacts.

Send Email to Contacts through the Related Contacts Tab

Here’s how to send emails to contacts through Related Contacts Tab:

1. Go to Partner Profile module.
2. Select a partner where you’re assigned as Owner and/or Moderator to see the details.
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| Search PP

Come = ] @

Advanced Search ¥ ‘

Current (113) = Open (113)

Open

O] ospeczo13 René UAT Wi
12Sep2013
[ 113012013

=

PPO00178 - Partner Profile
Tags

Customer Code:

Immediate Respondents

Importance:
Description
Description

Miscellaneous

Char Lot Bataller

Char Lot Bataller

Country: Canada (CA)
Submitted By: | Char Lot Bataller

On-Hold (3)

erenga PP0O00107

Z0
PPO00178

PPO00059 Blackberry

# RHWisrenga

Partner Profile

Closed (5) | Archived (2)  All (129) |[ Action

IN
DS

su

Add Partner

T e N ey -~ pem Py ey

Junk Meteor...

Char Lot Bataller...

Chiara Aina Nicole

2 Javan...

Comments Related Contacts Related Projects

o comments posted.

Related Emails Notes

~ 53ysiy ssa00y ‘

3. Click the Related Contacts tab. You will see the list of contacts related to the partner. Contacts

)

with the icon *® before the name are set as default contact (See Set Default Partner Contact
on how to set default partner contacts).

Comments

[l "“ Andy Lau
= Andy Lau
|:| Cory Gay
[T ulrich Pittman

@ Delete Link

Related Contacts

HP

Ortho-McMNeil Pharmaceutical, Inc.

Rockwell Medical

Related Projects Related Emails

Notes

| sendEmail || Add New

Contact ] [ Add From Existing ]

n Contact Name Company Name Primary ph

34256587
34256587
6789093

345678934

Page 1 of1 i0

CN Char Lot Bataller
CN Char Lot Bataller...
us Char Lot Bataller
us Char Lot Bataller

Items 1 - 4 of 4

4, Select one or more contacts from the list and click ‘Send Email’ button.

Comments

- | Andy Lau
H Andy Lau
Cory Gay
[T ulrich Pittman

w Delete Link

Related Contacts

n Contact Name Company Name Primary ph

HF

Ortho-McMeil Pharmaceutical, Inc.

Rockwell Medical

Related Projects Related Emails

Notes

| Send Email || AddNew Contact || Add From Existing |

34256587
34256587
6789093
345678934

Page 1 of 1 10

CN Char Lot Bataller
CN Char Lot Bataller...
us Char Lot Bataller
us Char Lot Bataller

Items 1 -4 of 4
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5. Follow the number 3 step of Send Email to Filtered Partner Contacts.

Tracking Related Emails

All emails sent though the Partner Profile are being tracked through the Related Emails tab either in
Partner Profile or Contact Management Module. Replies from sender and recipients are recorded as

well. Here’s how to see the email details:
Partner Profile Module

1. Go to Partner Profile and select a partner in the summary table to see the details.
2. Click the Related Emails tab.

Comments Related Contacts Related Projects Related Emails
+ 02:45 PM Introducing Teczo Platform Char Lot Bataller
Page 1 of 1 i0 » Items1-1o0f1

3. Thelistis grouped per Subject. Click the plus sign on the first column to expand the list.

Comments Related Contacts Related Projects Related Emails Notes
T oot Upiate Subyee e
- 02:45 FM Introducing Teczo Flatform Char Lot Bataller

Updated On Updated By Contact Name Company Name

Chartered Institute of

v 02:45PM Philips Solitaire Philips Solitaire Marketing

Page - of 1

Page 1 of 1 10 Items1-1o0f1

4. Double click the desired contact in the list to see the email details in a new tab page which is
composed of the following:

a. Original Message — details of the original message sent to the contact with the following:
1) Subject — email message subject.
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2) To - name of the recipient and email address.
3) From — company user who sent the email.
4) Date — date when the email was sent.

b. Correspondences — replies from the recipient or the moderators of the Partner or Contact.

Original Message Correspondences Click to Reply

Subject | Introducing Teczo Platform
To  Philips Solitaire <charlotte.bataller@teczo.com= B I US

]
><
><
il
1
]
U]
v
i

From | Char Lot Bataller <charlotte.bataller@teczo.com=
Date 10Dec2013 02:19 PM
Message

Dear Prof. Philips Sclitaire,

With regards to Friday’s (2013-11-15) MyTeczo software update, release version 5.2, here are some
changes you should take note of:

Affects ALL users (modules & features|

1. Extending the use of Inmediate Respondents [All Modules)

Immediata respondents will now receive 2 notification through email and Teczo messaging that the
details of the topic they are assignad to have been updated. Send I [ Reset I [ Close
2. Mubtiple archivi ing of i ils (All Modules)

Attachments are now equipped with the aption to select ane of more attachments at ance. With
this, users are now able to archive or delete one or more attachments through the topic details page
inonego. K 4 » Bl Pagesize: 10 Change
3. Switched display of NTI and Tags in summary table (All Modules)

Tags will now be dispiayed first before the topic notification iconsin the summary table

4. Improved behavior for changing deadline of multiple topics (BT, PT, TS Modules)
The behavior in changing deadline has been improved by providing a Today the dats Thanks a lot.
will b filled in automatically upon clicking this buton.

5. Improvements for Workflow and Reporting (BT and TS Modules]

Reply 1 by Philips Solitaire on 10Dec2013 02:45 PM

Keep me updated with recent changes.
a.  Mew Field: Assigned To

An *Assigned To' field has been added to the Bug Tracker and Technical Support Center
Maodules. Users selectad in this fild will have rights to change the field valuss of Report
Status’, ‘Resolution’ and *Assigned To' fislds through the Comment Section of that topic.
b.  Changing Fields through Comment Section

Report Status, Resolution and Assigned to fields can now be changed through the
Comment Section. Any user in the topic selected in the ‘Moderated By, "Owner’ or
“Assigned To’ fizlds will have the right to use this functionality.

. Added ‘Report Status’ and ‘Resolution® fields in TS Module

“Report Status’ and ‘Resolution’ fields are now available in the Technical Support Center
madule.
6. Changes in Product Line and Product Selection (TS, PT, PC, BT, QI Modules)
The following changes have been implemented
# Product Line can now be chosen independently from Praduct
‘® Product will be filtered upon selection of 2 Product Line
# Product Line is automatically set upan selection of a Product

Best Regards,
Charlotte Bataller
Teczo.com, Ltd.

Contact Management Module

1. Go to Contact Management module and select a contact in the summary table to see the details.
2. Click the Related Emails tab.

Comments Partner Profile Related Projects Related Emails
02:45 PM Philips Salitaire Introducing Teczo Flatfarm Char Lot Bataller
Page 1 of 1 10 » Items 1-1of 1

5. Double click the desired email or subject in the list to see the email details in a new tab page
which is composed of the following:

a. Original Message — details of the original message sent to the contact with the following:
1) Subject — email message subject.
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2) To - name of the recipient and email address.
3) From — company user who sent the email.

4) Date — date when the email was sent.
b. Correspondences — replies from the recipient or the moderators of the Partner or Contact.

Send Replies to the Recipient

A company user who is assigned as Owner and/or Moderator of the Partner or Contact can reply to the

recipient. Here’s how to reply:

1. Follow the steps in Tracking Related Emails.
2. Write the message in the reply box.

Correspondences Click to Reply
BIUS E=s=E=2/xx == =2 ¢g
Send || Reset || Close
4 Fl m [y 1] Dana cizar 10 ~hanna

3. Click the ‘Send’ button to send the email.
4. Click the ‘Reset’ button to empty the reply box or ‘Close’ button to cancel without sending the

reply.
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Sample Email Received by the Contact or Recipient

Bl v ] @

g E 3 x L‘E 5) \ﬁ % & safe Lists - l 2::“5'

Reply Reply Forward | Delete Moveto Create Other | Block | o junk | Categorize Follow Markas
to All Folder~ Rule Actions~  Sender - Up~ Unread | W Select~

Respond Actions Junk E-mail \Fi Options Tl Find

From: Teczo Mailing Services [no-reply @teczo. com] Sent: Tue 12/10/2013 3:42 PM
To: Andy Lau
Co
Subject: Merry Christmas

i

Hi Andy Lau,

Itis the month of Cakes and Candles,

Snow and Songs

Carols and Joys,

Laughter and Love,

Its DECEMBER...

Cheers,

Charlotte Bataller

Teczo.com

This is an auto-generated email from myteczo com, please visit the link below to reply to this message:

If the link above is not active, please copy and paste the full address into your web browser and press ‘Enter’ or ‘Return’ on your keyboard.

@ =

teczo com

Online Business Solutions
Sample Reply Link Received by the Contact or Recipient

This is an auto-generated email from myteczo.com, please visit the link below to reply to this message:

https fwww. myteczo. com/MailService/DefaultiFage. aspx?referenceld=4FkotAxefMrB1b 2y TKIn7 GowgQKivnm3 g4 Et6 o GROawritl iyxSig==

If the link above is not active, please copy and paste the full address into your web browser and press "Enter’ or "‘Return’ on your keyboard.
Sample Reply Page Accessible by the Contact or Recipient

teczo com

TECZO MAILING SERVICES FOR UAT PRODUCTS SERVICES RESOURCES COMPANY GET TECZO Follow us on: K3 i B3 @

Original Message Correspondences Click to Reply

Subject Merry Christmas
To  Andy Lau =charlotte.bataller@teczo.com> B I US

1]
]

From | Teczo Mailing Services <no-reply@teczo.com=
Date 10Dec2013 03:40 PM

Message

Hi Andy Lau,

It is the month of Cakes and Candles,

Snow and Songs,

Carols and Joys,

Laughter and Love,
Its DECEMBER...

Send || Reset || Close

Cheers,
Charlotte Bataller
Teczo.com No comments posted.
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Y2 Teczo - Mailing Service +
& @ https//www.myteczo.com/MailService/DefaultPage.aspxPreferenceld=4FkotAxefMrB1bZ2y7Kfn7 Gewg QKivnm3qd Et6 oGROawritl /yxSig & | |B- Google Al ¥ A 4 & -]
teczo.com
TECZO MAILING SERVICES FOR UAT PRODUCTS SERVICES RESOURCES COMPANY GET TECZO Follow us on: Bm D [m

Start Saving Now!

V" No license costs.
V" No upgrade costs.
" No maintenance fees.

Original Message Correspondences Click to Reply

Subject Merry Christmas
To Andy Lau <charlotte.bataller@teczo.com> EE xx =i ®= 9 g

From Teczo Mailing Services <no-reply@teczo.com>

Date 10Dec2013 03:40 PM
Message
Hi Andy Lau,
It is the month of Cakes and Candles,
Snow and Songs,
Carols and Joys,
Laughter and Love,
Its DECEMBER..

[ send ][ Reset |[ Close

Cheers,
Charlotte Bataller
Teczo.com No comments posted.

Set Default Partner Contact

A contact can be set as a default partner contact through the Add/Edit page of the Contact Management
module. Here’s how to set default partner contact:

1. Go to Contact Management module.
2. Select a contact that you own and/or moderate.
3. Click the ‘Edit’ button to go to the edit page.

teczo com
e Home General Product Development Sales & Marketing Operations & Admin Time & Attendance System QE%Q@
Logged on as Char Lot Bataller on 10Dec2013
| Search €M Search Resel (7} 3:“ Advanced Search ¥ | El
Current (108) = Open (108) = On-Hold (0) | Closed (6) | Archived (0) | All (114} || Action - Add Contact ‘

| updated On Updated By Display Name Company Name Primary ph Moderators

Open
03:15 PM Char Lot Bataller CM000100  Philips Solitaire Chedcredlzsnacet e Char Lot Bataller...
Marketing
O o02:35 pm Char Lot Bataller cmoogooz (1 Andy Lau He 34256587 = Char Lot Bataller...
[ ozoctzo13 Char Lot Bataller CM000026  Michale Chan 18M 65438976 us Paul Chen... hd
Edit 3
CMD00100 - Philips Solitaire l Comments Partner Profile  Related Projects  Related Emails Notes %
8
E
5 @
Immediate Respondents No comments posted. y
Company Name: Chartered Institute of Marketing

4. Locate the ‘Set As Default Contact’ below the Owner field.
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: State | Open | - |
ller : Owner |Char Lot Bataller |v |
: Set As Default Contact [

2 SEEE ﬁE—'@ \a

1
il
(il
Il
Il
]
g1

5. Tick the box to check and click ‘Save’, ‘Save & New’ or ‘Save & Close’ button to save the changes.
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