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Quick Start Guide for 30-Day Free Trial

Welcome to Teczo.com!

Teczo offers you a 30-day free trial through our website. This Quick Start Guide aims

to provide you with an overview of the features and resources available in your 30-

day free trial account and will walk you through the basic steps of using the platform.

You can experience how Teczo can add value to your organization.

What Resources You Have

Teczo.com is an enterprise collaboration platform. To better demonstrate how

people in an organization effectively collaborate on the platform and help jumpstart

your implementation, we have prepared a set of sample data in your account.

Click https://trial. myteczo.com/ to log in, and here is what you are going to see:

a. Users

In System Administration module, a virtual company, named MP3 Thumb INC.,

has been created with 29 users. When you first log in, you will be acting as a

System Administrator of this company. As a System Administrator, you have

full access rights to all modules and user accounts. You can also create new

users for your own employees or colleagues.

Company Information

Company Mame:

MP3 Thurnb, INC.

Industry:

IT and Electronics

Contact Person:

David Jones

Contact No.:

415-000-0000

Email:

Address:

1234 Teczo Drive, San Francisco, CAS4101

Country:

United States

Date Subscribed:

Figure 1. A Virutal Company: MP3 Thumb INC.
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Employee User

Username {Ema Full Name Department Supervisor
¥pe Type
n Karan Basha Full time User Research and INDIA - Jowar Verma 04MovZ006  24]anz0i0
Development Bangalore
q q Usa - =an
u Mary williarms Full tirme User Managerent Joseph Johnson 10MewZ001l  ZEJanzZolo
Francisco
Michael Smith Full time User Managernent Usa - 3an 15Aug2000  26Jan2010
Francisco
Lucas Milller Full time  User Sales EE?E":NY - oliver Smith 20Au02007  25Janz010
Marayan Bisht Part tirme User Research and INDIA - Arpita Kapoor 290ct2006  06Decz00?
Development Bangalore
u Clivia Jones Full tire User Logistics UK - Landon Mary Williams 08Aprz009  25Janz0i0
Oliver Srnith Full tirne User Sales Uk - Londan Dravid Jones Z50ctz001 241anz010
Parvati Shah Intern User Receereh and B - Karan Basha 01Jul2009  D4Deczoo9
Development Bangalore
Usa -
Richard Taylor Consultant  User External Washington Joseph Johnson 281an200% 22lanz0i0
[als
: : CHIMA - :
Shunde Li Full time User Sales . David Jones 0ZSepZ006  25JanzZ010
=hanghai
} ) Hurnan USA - San
Barbara Miller Full time User Resaurces and F . Jaoseph Johnson 19Feb2z003  28Jan2010
. rancisco
Admin
Matthew Davis Full time User Finance \L(IGS:;(- e Joseph Johnsan 153MayZz002  Z1JanzZol0
Meirmel Wang Full tirme User Logistics CHINA - Mary Williams 05May2008  20Mow2009
Shanghai
Hannah R GERMANY - m
Schmidt Part time User Logistics Munich Mary Williams 28Aprz00e 24Janz010
Suresh singh | Full time | SYStem | Information THDITA - Marayan Bisht 3Mayz007  28Janz010
Admin Technology Bangalore
M 4 2 b M Fage size: Fage 1 of 2, itemns 1 to 15 of 28

Figure 2. 29 Sample Users

User Type Access Rights

System Administrator All modules

User Assigned modules

Table 1. Access Rights Hierarchy

For the details of the list of users, please refer to the appendix.

b. Organization and module data

In System Administration module, the organization information and sample data

for specific modules have also been set up, such as departments, offices, product

lines, industry segments, units and so on.
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Departments

€D Add new recard {7 Refresh

Abbreviation Description

Cs Customer Service o
EXT External &
FIMN Finance _-{\.
HR A Human Resources and Admin &
T Information Technology o
L Legal 1=
LOG Logistics
MGT Management -_\’-‘
MET Marketing =
RND Research and Development I

5L Sales o

O % N N NN NN N YNl
|

Add new record @ Refresh

Figure 3. Sample Data for Departments

For the details, please refer to the appendix.

c. Topics and comments

In each module, we have created 5-10 sample topics with comments, which

demonstrate how each team in different locations within an organization can

collaborate seamlessly on our platform.

AlN(B) | Cpen [8)  OrcHod(0 | Clessd (2] | drchived (03 | Mark s = ||wars dotore -

Updatud De Updatud By Forum Topic Imstiated On Inttiatud By Hoderabsdty

rpen
O FHlanin Swresh Singh FESSIIEI  Hom b furn chall s Ints =g ® in Haa fi d crivis? CTSSIEE3 H FEUTT L raschanl Smith Hickael $musth
(m] I TDmcis Swresh Singh FEMIIIEE  Language opbisss fer swr corporate weksite CTeBSESl M FSUTT L RLucas Hiller Lucas Mallar
O 2¥Hovng Aditys Pesjary PRI Tess bwldesg ewest in Bangalore CTRENE M FSUTT L Aditys Pesjary  Adftya Ponjery
O TR Adibps Poajary FROM S Fraam shuttia bus servics (Bangakara) CTOMD S L 2R Aditpm Prajary Aditya Pacjary
D Ee L) Jowaph Jahnaon PR [ [ Should wa sxpard and recrut faabar? CTOM DX " 2Mavls Earbars Milar Wichasl Smith
D Ee L) Earbars Milar FROMI00 Erargy carmarsshon e work CTO DS " 2Mavls Earbars Milar Mamm Warg

Clesed
(] fpl Lo ] Ha Zhars PR Shadl we partiipate in thie Shing TechTeohTach Far 20107 SO L] 2ok R He Zhire He Zhang
O fecl Lo ] Fiohss! Smikh FANME p=sn 4 reiee offios i Egapt CTOm 3 H 2itkanl S FMihesl Zmnih Wichad Bmith

Figure 4. Sample Topics in Forum Module
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What You Can Do
a. Modify your password

You can change your password by clicking the My Account icon on the top right

corner.

N~ @]

Figure 5. My Account Icon
b. Add/modify user accounts

You can add new users to your own system or modify the existing user accounts
to meet your business needs. You may select and control each user’s access

rights for certain modules accordingly to their responsibilities.

SAnbesl | 0 actve O Sunparded

Userznde: |Hl:lIND-CI!- Employes Typm:  [Ful e w]
Salubstion) W ser Typel

Giwem Mamel | |[Cavid SmgereRtor | | N Fillara -

Famudly Hamel | [Jaress GERRT (BB | 100w 000 =
Diffscn: |I.E.i| San Franciocg wl End Datn:
Departssan | = Hame Phonel [1-415-E55565E

(] |EP, Sz | e Phone
Username (Email) | Hahile

1 T drive, At 05

a5 5 Swn Frarceco CAR101

You hawe | 200 ahiareohars remn s

Fap/Poutal Codn:

| see | seegooss || Feem || B |

Figure 6. Add/Edit User Accounts

Page 5 of 15

User Guide www.teczo.com



Quick Start Guide for 30-Day Free Trial

User Module Access : UCOD00028

Module Admin Delete
select all O O O O
™ General
Actions O O
Announcernent O O
Contact Management |:| D |:| D
Farurn O O
v Operations, HR, Finance
Time And Attendance O L]
v Product Development
Bug Tracker O O
Product Development Tracking O O
Technical Support Center ¥ IF]
~ Sales and Marketing
Custorner Projects O O
Partner Profile O O
[ Save ] [ Save & Close ] [ Feset ] [ Back ]

Figure 7. Grant Access Rights to Users

c. Add/modify organization/module data

You can add or modify data to your organization or specific modules so that they

match the real situation in your daily business.

Office Code: [05Az Office Phone 1 [1-212-1234567

Office Name: ||_ISA - New Tork Office Phone 2: |

Email: |inf0@mp3thumb.cnm Fax: |1'212'7654321

- A

Figure 8. Add/Edit Office Information

d. Add topics and comments in each module

By adding topics and comments in corresponding modules through our user-
friendly interface, you can experience how effectively people across different

teams and regions collaborate in your company.
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[— T Blmik soiaen
M- s B OJ OO -
‘Whan doarsg tenhirs], [ reabze= that shen furrarg tta daviess atf or en, thara w8 Hassk seramn for s
P 2 pinik: bigfores thes biok forssn is shaen
1 cheschosid e et res ared Toained that this seas ivtendad. Ths Heok sorsen sts 100 kg, Canae
shorien k7
Deescraption
Worde 45 Charscter: 156
Statn: Priorty: |Hoh -
Fraedwit Ling| || WPEPSRS b AF gl T | Harradh Syharal W
T wemRy: Il:ilu'hq:l'lc w Hug Stafus: Panding -
Inbresdmcud In: | Dadgn a Imitial nadliinn: O4Fob1d

Reyiged Deadline
Immediats Esspondmmbs: || s ek Hes i s e 2 (L D0 275 -

Espersrds: | |MF1, BHad scramn

Figure 9. Report Bugs in Bug Tracker Module

By now, you should have an overview of what you can do on Teczo.

Create accounts for your colleagues and invite them to collaborate on Teczo. You

will soon find out how Teczo can make a difference in your business.
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Appendix

1. Company Info

Company Information

MP3 Thumb, Inc.

IT and Electronics

[Your Name]

123456789

info@mp3thumb.com

1234 Teczo Drive, San Francisco, CA94101

USA

Start Date of Free Trial

2. User List

Full Name Offices Position User Type

[Your Name] USA - San Francisco | [Random] System Administrator

Michael Smith USA - San Francisco | Chairman User

Joseph Johnson USA - San Francisco | CEO System Administrator

Mary Williams USA - San Francisco | COO User

Daniel Brown USA - San Francisco | CTO User

David Jones USA - San Francisco | EVP, Sales and Marketing | User

Barbara Miller USA - San Francisco VP, Human Resources User

Matthew Davis USA - New York CFO User

Joshua Garcia USA - New York VP, Sales (Americas) User

Chris Jackson USA - Washington DC Legal Advisor User

Richard Taylor USA - Washington DC Consultant User

Meimei Wang CHINA - Shanghai VP, Operations User
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Shunde Li CHINA - Shanghai VP, Sales (APAC) User
He Zhang CHINA - Shanghai Marketing Executive User
Lucas Mdller GERMANY - Munich Sales Manager User
Hannah Schmidt GERMANY - Munich Logistics Manager User
Nancy Hobbs GERMANY — Munich Product Marketing Manager User
Aditya Poojary INDIA - Bangalore General Manager User
Hriday Guha INDIA - Bangalore Engineering Director User
Jowar Verma INDIA - Bangalore Project Manager User
Arpita Kapoor INDIA - Bangalore Project Manager User
Karan Basha INDIA - Bangalore Senior Engineer User
Narayan Bisht INDIA - Bangalore Senior Engineer User
Parvati Shah INDIA - Bangalore Engineer User
Suresh Singh INDIA - Bangalore Engineer System Administrator
Oliver Smith UK - London VP, Sales (EMEA) User
Olivia Jones UK - London VP, Operations User
Henry Williams UK - London Purchasing Manager User
Juan Carlos Hernandez | MEXICO - Mexico City Sales Manager User
Fernando Martinez MEXICO - Mexico City Application Engineer User

User Guide
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3. Data Maintenance

Shared
Code Description
Categories SNM Sales and Marketing
RND Research and Development
OPM Operations and Management
EXS External - Social
EXE External - Environmental
EXH External - Health and Leisure
Departments SLS Sales
MKT Marketing
FIN Finance
RND Research and Development
LOG Logistics
LAW Legal
MGT Management
HRA Xgrr::;n Resources  and
EXT External
IT Information Technology
Cs Customer Service
Employee Types Cco Consultant
FT Full-time
IN Intern
LE Left Organization
PT Part Time
oT .Other
Offices Code Name Phone/Fax Email
USA1  USA - San Francisco 415-123-4567 info@mp3thumb.com
Page 10 of 15
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USA2 USA - New York 1-212-1234567 info@mp3thumb.com
USA3 USA - Washington DC 1-202-1234567 info@mp3thumb.com
CHN CHINA - Shanghai 86-21-12345678 info@mp3thumb.com.cn
DEU GERMANY - Munich 49-089-1234567 info@mp3thumb.com.de
IND INDIA - Bangalore 91-080-1234567 info@mp3thumb.com.in
MEX MEXICO - Mexico City 52-55-1234567 info@mp3thumb.com.mx
GBR UK - London 44-020-1234567 info@mp3thumb.com.uk
Operating Systems Win7 Windows 7

WinV Windows Vista

Win2K3 Windwos Server 2003

WinXP Windows XP

Win2K Windows 2000

WiIinNT Windows NT

Win98 Windows 98

WinOTH Windows Others

Mac10 Mac OS X 10

Mac9 Mac OS 9

Mac8 Mac OS 8

MacOTH Mac Others

LIN Linux

Others .Other OS

Undef .Undefined OS

Positions MGT-001 Chairman

MGT-002 CEO - Chief Executive Officer

MGT-003 COO - Chief Operating Officer

MGT-004 CTO - Chief Technical Officer

MGT-005 CFO - Chief Financial Officer

MGT-006 GM - General Manager

SNM-001 EVP, Sales and Marketing
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SNM-002 VP, Sales - Americas
SNM-003 VP, Sales - APAC
SNM-004 VP, Sales - EMEA
SNM-005 VP, Sales - Latin America
SNM-006 Sales Manager
SNM-007 Application Engineer
RND-001 Engineering Director
RND-002 Project Manager
RND-003 Senior Engineer
RND-004 Engineer
OPS-001 VP, Operations
OPS-002 VP, Human Resources
OPS-003 Logistics Manager
OPS-004 Legal Advisor
OTH-001 Consultant

Product Lines MP3 MP3 Player
TDR Thumb Drive

Salutation MR Mr.
MRS Mrs.
MS Ms.
MISS Miss

Source AM Advertisement - Magazines
AD Advertisement - TV
EX Exhibition
RE Referred
SE Seminar and Conference
WE Website
oT .Other
UN .Unknown
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Modules
( Code Description
Bug Tracker
Modules M-BH MP3 - Black Hawk
M-BR MP3 - Blue Robin
M-GE MP3 - Golden Eagle
M-RC MP3 - Red Cardinal
T-CL Thumb drive - Caseless
T-KC Thumb drive - Keychain
T-RD Thumb drive - Round
T-RT Thumb drive - Rectangular
Contact Management
Frequency H High
L Low
M Medium
Customer Project
Currency CNY Chinese RMB
EUR Euro
GBP UK Pound
INR Indian Rupee
MXN Mexican Peso
uUsD US Dollar
Size S1 Below US$10K
S2 US$10K - below $50K
S3 US$50K - below $100K
S4 US$100K - below $500K
S5 US$500K - below $1M
S6 US$1M - below $5M
Page 13 of 15
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S7 US$5M - below $10M
S8 US$10M and over
Units Pcs Pieces
Set Sets
Forum
Category Members Skipped
Partner Profile
Importance A High Importance
B Medium Importance
C Low Importance
I Inactive Relationship
4 Company Closed
U .Undefined Importance
Industry Segment CO Contractors
DI Distributor
MA Manufacturer
RT Retailer
WH Wholesaler
Partnership Types CONM Contract Manufacturers
CUST Customers
MEDI Media
OUTP Outsourcing Partners
PCUS Potential Customer
POTI Potential Investors
SUPL Supplier
OTHR .Others
UDEF .Undefined
Product Development
Stage S00 0. New Product Idea
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S01 1. Design Planning
S02 2. Design Kick-off
S03 3. Design Input
S04 4. Design Review
S05 5. Design Output
S06 6. Design Verification
S07 7. Design Validation
S08 8. Pilot Production
S09 9. Final Design Validation
S10 10. Project Release
S11 11. Product Evaluation
S12 12. Product Release
S13 13. Commercial Launch

Techincal Support

Product Champions |Skipped
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