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PLATFORM

Vizual Pro -
User Guide

Handy tips and Instructions for Users




Definition

&

Goals that inspire and set
direction

*  Where do I need to go?

* Think of it as a point on a
map, a destination like
Boston

Steps that measure progress
towards an objective

* Howdo |l know I'm
getting there?

* Think of it as a signpost
with a distance marker.

Tasks required to drive progress
of key results

What will | do to get there?

* Think of it as a description of
what you’ll do to get to your
destination.
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Handy tips and Instructions for Users
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How to ‘Install’ Vizual Pro

1.1. Goto Microsoft Outlook using a client App or Browser or

Mobile App

1.2 Click on ‘“The ellipsis’ at the top right-hand side

1.3 Click on Get Add-ins

= 4 New Message

v vizplatform@outlook.com

Q Inbox

? Drafts

8 Archive

> Sent

@ Deleted Items

Ea Junk Email 2
E] Clutter

E] Conversation History

v vizplatforml@outlook.com
&3 Inbox

Drafts

Archive

Sent

Deleted Items

Junk Email i

C&eavaw

Conversation History

v vizplatform2@outlook.com
@ Inbox 1
? Drafts
T Archive

D Sent
@ Deleted Items
Ea Junk Email 3

3 conversation History

= 0 & -

T/ Delete

Focused

Last Week

This Month

Last Month

= Archive

Other =

viz platform3
New Task 20/10/22
Please find the trailing...

Visual Platform
wrewtsd 20/10/22
Please find the trailing...

Visual Platform
adfghj 20/10/22
Please find the trailing...

Visual Platform
bvefwdqbrefd  20/10/22
Please find the trailing...

Dinesh Sharma ~
Logitech quot... 19/10/22
Dear Vendor, Hope all is...

Viz platform1 ~
Request for A... 19/10/22
Dear Sir or Madam: | am...

Outlook.comT... —
Verify your ac... 19/10/22
Hello Vizual Platform, T...

Microsoft Invit...
Dinesh Sharm... 14/10/22
Please only act on this e...

Microsoft acco...
New app(s) c... 13/10/22
Microsoft account New...

Q_ Search

f8 Move = Flag & Mark as Unread C) sync (e

Get Add-ins Browse, add and manage Add-ins

Customise Toolbar...

No Conversation Selected

Select a conversation to read.

October +

16 17 18 19 20 21 22

924 25 26 27 28 29

No Events

Tomorrow - Monday, 24 October 2022

2:00 PM Weekly 1x1 sync up
15 min with Anand
Online meeting

6:30 PM Weekly Sales Call

Thr Microsoft Teams Meeting
Tuesday, 25 October 2022

3:30 PM Robin [ Dinesh

30 min Microsoft Teams Meeting
6:45 PM
15 min

Weekly 1x1 with
Gustavo
Online meeting

15 min Online meeting

7:30 PM
1 hr, 30 min

Weekly AwareX
Management Call

7:15 PM I Weekly 1x1 with Andy
| Microsoft Teams Meeting
Wednesday, 26 October 2022

2:30 PM Weekly 1x1 with Bren
15 min Online meeting

Thursday, 27 October 2022

1.4. Click on’ My Add-Ins’

1.5 Click on ‘Custom Add-ins’

1.6 Click on ‘+ Add a custom add-in’

1.7 Click on ‘Add from URL’

= 4 New Message

B3 conversation History
> vizplatform@outlook.com
> vizplatform1@outlook.com
> vizplatform2@outlook.com
> vizplatform3@outlook.com

v vizualtask@bdo-ea.com

Inbox

W3

Drafts

Archive

Sent

Deleted Items

Junk Email

C&eaVva

Conversation History

“ Saved Searches
&] Flagged emails
Eal High-priority emails

E] Unread emails

S 0 & -

ADD-INS FOR OUTLOOK

Office Add-ins

Add-ins may access personal information. By turning an add-in on, you agree to its License Terms and Privacy Policy.

All

My add-ins

Admin-managed

EF> Bing Maps

Map addresses found in your email.
This add-in will send addresses to Bing
but will not share your data with any

Admin-managed

@ hdded

BDO VizualTask Pro

Task assigning robo

Required by your adminstrator

@ rdced

Custom Addins

I» Action Items

Shows Action Item suggestions from
your email. This add-in will not share
your data with any third-party service.

Admin-managed

@ hdded

You can install add-ins from a file or from a URL. -+ Add a custom add-in

No add-ins found.

I L Search add-ins

@ Viva Insights

Insights to help you protect time to get
work done, automatic to dos, and
more.

Admin-managed

@ hdded

Add from URL...

Add from File...

“~—

T LI YWE Wele exp

Last Month

W TULL UUL UIE VT W0 Uie

Lean uns week.

~

M Dinesh [ Robin

M Robi Review
Placeholder

" ¢ :
ow - Wednesday, 29 March 2023

M Smart Demo Prep call
Microsoft Teams Meeting

ay, 30 March 2023

PM Smart Marketplace
0 min Demo

Microsoft Teams Meeting

Ann s N __tan

PLATFORM
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How to ‘Install’ Vizual Pro

1.8 Enter the URL
https://vizualpro.app/asrfnx80lkae8ks9kdl01yemde/manifest-swaca7s.xml

1.9 Click on ‘Install’

1.10 Once the installation is successful, close the window

® Office Add-ins =t 28

Warning

= @ New Message

E] Conversation History

+
> vizplatform@outlook.com This custom add-in may access your M T W T F s
personal data and send it to a third-party
. service. 6 27 @ 20 30 31 A
> vizplatform1@outlook.com

It has not been verified by Microsoft. Make
sure you trust the source of the add-in. 2 3 4 5 6 7 8

> vizplatform2@outlook.com v

Dinesh [ Robin

Microsoft Teams Meeting

> vizplatform3@outlook.com

q Robi Review
v vizualtask@bdo-ea.com Placeholder
Inbox Microsoft Teams Meeting
(7]
7’ Drafts c .
T Archive H ManagementCalt
: (T .
B Sent

Iﬁ] Deleted Items

€3 Junk Email e e b el

. LT :

@ Conversation History

ow - Wednesday, 29 March 2023
v Saved Searches

M E Smart Demo Prep call
B3 Flagged emails

Microsoft Teams Meeting

@ High-priority emails lay, 30 March 2023

B3 Unread emails M
0 min

Smart Marketplace
Demo
Microsoft Teams Meeting

~ o
) = Last Month
[ &

= 250 DAA IR VVRON RO T N N >

Pl
1]}
L]

L]

VIZUAL
PLATFORM



https://email.vtp-bdo-ea.com/manifest.xml
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How to create a ’'New Task which is linked to any emails’ in Vizual Pro

2.1 Access ‘Vizual Pro’ Add-In 2.4 Click on’ New Task’
2.2 Go to ‘Inbox’ and click on ‘One of the emails’ 2.5. Select ‘Email Task’

2.3 Click on The ellipsis’ at the top right-hand side and select ‘Vizual Pro’ 2.5 Enter all the inputs and click on ‘Save Task’

Q search <G

Q search El & New Message W Delete 3 Archive £g Move [ Flag v [ MarkasUnread () Sync K Share to Teams =+ &D

Archive — Re: Priscillah Githanga shared "Vizual Task Pro-New

S) Focused  Other = Features" with you O « « ~
= (4 New Message W Delete & Archive Eg Move [X Flag & MarkasUnread () Sync (e G0 B sent - I
W Deleted Items. 29 Today ° o ’ Th:com Y
@ . ) foreT . o ° dinesh@vizualplatf... To: @ Priscillah Githanga; Cc: @ George Ndungu; +3 more +
. ) - Priscillah Githa... 2:30 PM Email Task ateTime"
= & ED Conversation Hist
= Deatt Focused Other Service proposal request 6 o &K O~ October =+ onversation History J— ok you priscilan.
rats X g ) B e Sle I oatloortee Thank you Prisci... 2:30 PM ;:rai:avﬁ have the review meeting tomorrow so that training can happen on Il e sk To Do
& Archive Last Week Viz platform1 <) idnesday, 19 October 2022 at 4:26 PM & W T W T B s priscilah Githanga -
i izplatformi@outlook.com i Dinesh, Plea... Yesterday BestRegands: Priscillah Githanga shared "Vi..*
To: vizplatform2(  fj Send to OneNote Zivizplathon : ) ) -
B> sent Outlook.com T... e 24 25 26 27 28 29 g'"ezh@‘”zua'e"" 7 o Assignee : Priscillah Githanga
@ Pl . . 20110/22 VizualTask Pro Manage Task > vizplatform2@outlook.com sarGeoras: festerday On 2023-03-28 21:01, Priscillah Githanga wrote: f;rowoplencn Date : Sat 1 Apr 2023
Deleted Items ease sign in... D : Nov George Ndungu Hi Dinesh,
; ear Sir or Madam: 30 31 4 2 3 4 5 d g
) Hello Viz platform1, We... > vizplatform3@outlook.com DearDinesh,.. Yoy Please share with us the training material for review so that we can also add our ) ’ <9 Q
Ea Junk Email 2 s Dinesh Sharma input before the meeting. We can review the documentation tomorrow. Develop the project
viz platform3 I am Peter, Procurement C B5 Get Add-ins v vizualtask@bdo-ea.com Hi Priscillah, |am... (Sen Regarding the training, we can plan to have it by the end of week tentatively this slabeetindenined o
E] Clutter di . Friday. Completion Date : Sat 1 Apr 2023
No Events inesh@vizualpl... <\ y
New Task 20/10/22 & Inbox 1 ol 1800
H 1 | H i Hi Priscillah, su... 24/03/23
@) ; : K o Our organization is accept . ) provide audit (and tax)
Conversation History Please find the trailing... h T Customise Toolbar... ) 2 B : priscillah Gith: a & o VizualTas... X My Da
services for our organizatit ) 1t a proposal to us by Tomorrow - Monday, 24 October 2022 T s Hi’:js:n"s: Ma'n 323:3,23 Develop a project s y Day
o viz platform3 September 30, 2022, for consideration. A description of our organization, the services T Dinesh Sharma PR day, 19 October 2022 at 426 PN
v vizplatformi@outlook.com K needed, and other pertinent information follows: 2:00 PM Weekly 1x1 sync up e — " Dear George and.. (@I Regards Supesals el
Service propo... 20/10/22 . 5 o) 18:00
S 15 min with Anand £3 Junk Email Priscillah Githan... < PRISCILLAH GITHANG'A Subject : Service proposal request
Inbox viz platform3 Services to Be Performed Your proposal is expected to cover the following services: Online meeting £ Conversation History HiDinesh; We.. 23M03/23 Designing d .
=9 Drafts A 1. Annual audit to be completed in compliance with the above filing requirement and Dinesh Sharma o e . Assighee Dinesh Sharma Requestontrmaik
¥ ; . ) i o ank you Priscill.. Sen : com X 4
meetings with the Audit committee and or board of directors, as necessary. 6:30 PM Weekly Sales Call Saved Searches P —— Sent: Tuesday, March 28, 2023 12:49 PM N pizpitiorplgontcekicon
Archive ili izati i £ Flagged emails riscillah Githan... To: George Ndungu <george.ndungu@bdo-ea.com> i i ‘ Vi
= Viz platform1 2. Tax filings for the organization and related foundation. Thr Microsoft Teams Meeting B e riscilah Githa... 22/03/23 Cc: Dinesh Sharma <dinesh.sharma@bdo-ea.com>; Priscillah Githanga vide audit (and tax) Requestoiamedzelationnl
B sent S S 3. Quarterly reviews of internally prepared financial statements. - el This Week Soricllah githanga@bdo-ea.com>; sandeep Khapre <sandeep khapre(@bdo- Implement s Proposil to t;; by Request Date: Wed Oct 19 2022
Unread email X izati i
@ Tuesday, 25 October 2022 reademers Dinesh Sharma Subject: Re: Priscillah Githanga shared "Vizual Task Pro-New Features" with you. Assignee : Dinesh Sharma roanization, the services 16:26:20 GMT+0530 (IST)
Deleted Items . Regards test mail to ch... 26/03/23 Geare Completion Date : Fri 31 Mar 2023 * Task Title:
> Dinesh Sharma ~ i ' 5 . " g8 & test mallto/check malls a’. AlTat;\e ?eogaiefements and defects are fixed, and we are upgrading the 2 . -
E_‘ K Email 1 . Kevin 3:30 PM RObInI Dinesh . . he following services: Proposal Request
@ Junk Emai Logitech quot... 19/10/22 & i . “'%“ Bl PlEsssira 201022 1. Annual audit to be completed In compliance with tne apove filing requirement and
. . Dear Vendor, Hope all is... 30 min Microsoft Teams Meeting _ casetind the.. meetings with the Audit committee and or board of directors, as necessary.
E] Conversation History & Archive Viz platform1 2. Tax filings for the organization and related foundation. * Category :
This Month 6:45 PM Weekly 1x1 with B sent e A 3. Quarterly reviews of internally prepared financial statements. Proposal
v vizplatform2@outlook.com . 15 min Gustavo oS s > Dinesh Sharma Regards, *Value (§):
b @ Vizual Platform  ~ Online meeting €3 Junk Email 1 Logitech quot... 19/10/22 Kevin 3000 3
@ Inbox il Dinesh Sharm 15/10/22 £ 5 . Dear Vendor, Hope all is... =
Conversation History
7> Drafts FY] Grom; Microsoft Invits: 7:15 PM Weekly 1x1 with Andy This Month * Priority:
5 e @ Microsoft Invitation S Online meeting - uimlatomnagayicekcon > Vizual Platform High
rchive
: &3 Inbox 1 Dinesh Sharm... 15/10/22
> Sent Dinesh Sharm... 14{10/22 7:30 PM Weekly AwareX =P e FYI From: Microsoft Invit... Completion Date:
Please only act on this e... G- Management Call : o 26/10/2022
@ Deleted Items ! = Archive @ Microsoft Invitation...
i Mi ft Te ti Dinesh Sharm... 14/10/22
Eﬂ k | 3 @ Vlzual Platform SRR Mactng > Sl Please only act on this e... Completion Time (EAT - Kenya):
Junk Emai
2 Proposal Req... 13/10/22 Wednesday, 26 October 2022 W Deleted items 06:00/FM
: : Dear Sir or Madam: | am... . Vizual Platform
E] Conversation History £3 Junk Email 3 Proposal Req... 13/10/22 S
2:30 PM Weekly 1x1 with Bren ——— Dear Sir or Madam: | am... ssign; lo:
Last Month 25 y O GomapEin iy vizplatform2@outlook.com
Online meeting Last Month
o Vizual Platform . -
S 0 o - Thursday, 27 October 2022 B & - Nizuat Flatiorn =
Proposal Req... 22/09/22 v < Proposal Req... 22/09/22

PLATFORM
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What happens when a’ Task’ linked to Email gets created in Vizual Pro

3.1 See the confirmation message ‘Task created successfully.

3.2 The system also forwards the specific email on which the task is created to
* Task assignee
* People (emails copied) in CC field

= (4 New Message

Inbox

4 ©

Drafts
Archive

Sent

Deleted Items
Junk Email

Clutter

OCO0&&aVva

Conversation History

v vizplatforml@outlook.com

Inbox

W3

Drafts
Archive

Sent

Deleted Items

Junk Email

8 =2VvVad

Conversation History

v vizplatform2@outlook.com
@ Inbox
7 Drafts
Archive
Sent

Deleted ltems

Junk Email

C&8&&Eva

Conversation History

B &

«

W Delete T Archive £g Move

Focused Other =

Last Week

Outlook.com T...
Please sign in... 20/10/22
Hello Viz platform1, We...

viz platform3
New Task 20/10/22

Please find the trailing...

viz platform3
Service propo... 20/10/22

viz platform3
Please find the... 20/10/22

Viz platform1
Dear Sir or Mada... Sent

> Dinesh Sharma —~
Logitech quot... 19/10/22
Dear Vendor, Hope all is...

This Month

> Vizual Platform ~

Dinesh Sharm... 15/10/22
FYI From: Microsoft Invit...

Microsoft Invitation...
Dinesh Sharm... 14/10/22
Please only act on this e...

Vizual Platform
Proposal Req... 13/10/22
Dear Sir or Madam: | am...

Last Month

Vizual Platform
Proposal Req... 22/09/22

Q_ Search

K Flag & Mark as Unread (:) Sync

Service proposal request o S -
Viz platform1 <vizplatformi@outloo... Wednesday, 19 October 2022 at 4:26 PM
To: vizplatform2@outlook.com

Dear Sir or Madam:
I am Peter, Procurement Officer from HVID International.

Our organization is accepting proposals from CPA firms to provide audit (and tax)
services for our organization. We invite your firm to submit a proposal to us by
September 30, 2022, for consideration. A description of our organization, the services
needed, and other pertinent information follows:

Services to Be Performed Your proposal is expected to cover the following services:
1. Annual audit to be completed in compliance with the above filing requirement and
meetings with the Audit committee and or board of directors, as necessary.

2. Tax filings for the organization and related foundation.

3. Quarterly reviews of internally prepared financial statements.

Regards,
Kevin

VizualTas... X My Day

Sorted by "Completion DateTime"
Created By Me To Do

sub task 1 4

Assignee : Ganesh

Completion Date : Fri 28 Oct 2022
530

4
Proposal Request
Assignee : viz platform2
Completion Date : Wed 26 Oct 2022
5:30

New Task Created £

Assignee : Dinesh Sharma
Completion Date : Mon 24 Oct 2022
5:30

Vendor Requirement s

Assignee : viztestplatform1
Completion Date : Sun 23 Oct 2022
5:30

Create Task

Created task successfully

3.3 Task details are populated into database

3.4 Email trails are populated into database

PLATFORM
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How to create a 'New Task which is internal and not linked to any emails’ in Vizual Pro

2.1 Access ‘Vizual Pro’ Add-In 2.4 Click on’ New Task’
2.2 Go to ‘Inbox’ and click on ‘One of the emails’ 2.5. Select ‘Internal Task’

2.3 Click on The ellipsis’ at the top right-hand side and select ‘Vizual Pro’ 2.5 Enter all the inputs and click on ‘Save Task’

Q_ search e L
Q search = 4 New Messa i 5 i
= ge W Delete T Archive g Move K Flag v & Mark as Unread () sync i Share to Teams GD
T Archive Eosiisad o — Re: Priscillah Githanga shared "Vizual Task Pro-New © « « ~ VizualTask... X M
— . S " i y Day
— New Message W Delete & Archive Eg Move [X Flag & MarkasUnread () Sync (e — Features" with you.
i i for dil h i pl. d: 2:30 P
. . To: @ Priscillah Githanga; Cc: @ George Ndungu; +3 more v
@ Inbox _ : £ Junk Email 3 v ° dinesh@vizualplatf... ‘;3 e
_ Focused  Other = Service proposal request : S &S~ October + - Priscillah Githa... 2:30 P\ Email Task ateTime"
7/ Drafts dinesh@vizualplatf... Thank you Priscillah.
E Archive Last Week Viz platform1 <\ i idnesday, 19 October 2022 at 4:26 PM s M T w T F s > vizplatform@outlook.com Thank you Prisci... 2:30 PM graigavg;s have the review meeting tomorrow so that training can happen on Internal Task To Do G0
o Priscillah Githanga '
To:  vizplatform2( i@ Send to OneNote X Hi Dinesh, Plea... Yesterday Best Regards, . § s
B sent Outlook.com T... ~ : 24 25 26 27 28 29 > SR 2 o Bhasi prscllah Sithengashared B I | VizualTask.. X MyDa
Pl P 20/10/22 VizualTask Pro Manage Task N dinesh@vizualpl... ~ inesl Assignee : Priscillah Githanga y Day
W Deleted Items Hjlaos\iijlggtlg;m‘[ We Dear Sir or Madam: 30 31 %"’ 2 3 4 s > O ErRE Dear George,... Yesterday On 2023-03-28 21:01, Priscillah Githanga wrote: Campletion Date : Sat 1 Apr 2023 - -
Ea i E 2 i T George Ndungu Hi Dinesh, 5.0 Go Back 9
M . Dear Dinesh,...  Yesterd
viz platformS I am Peter, Procurement C B'j" Get Add-i > vizplatform3@outlook.com cerones eeterdey Please share with us the training material for review so that we can also add our Sk et s
Clutter € -Ins Dinesh Sharma input before the meeting. We can review the documentation tomorrow. evelop the projec Subject : NA
- New Task 2011022 0 ization i t id di d Hg B ~ vizualtask@bdo-ea.com HiPriscllah; tam... €B0 Regarding the training, we can plan to have it by the end of week tentatively this Fedfz g '
B3 Cconversation History Please find the trailing... ur Prgamzatlon Is ac'cep. s Terl 5, >'Pr0V| e audit (and tax) dinesh@vizualpl... < Friday. Completion Date : Sat 1 Apr 2023 Requestor Email: NA
services for our organizatit ) 1t a proposal to us by Tomorrow - Monday, 24 October 2022 & Inbox 1 Hi PriScillah, SiL. 2408123 18:00
o viz platform3 September 30, 2022, for consideration. A description of our organization, the services 2 Drafts 2 PR —— Requestor Name: NA
q X 2 4 . : s
v vizplatformi@outlook.com Service propo... 20/10/22 needed, and other pertinent information follows: 2:00 PM Weekly 1x1 sync up 3 Archive Hi Denish, Man... 24/03/23 Devsoplpro/ecy R t Date: NA
i ) equest Date:
15 min with Anand B sent ; Assignee : Dinesh Sharma
Dinesh Sharma i k
& Inbox viz platform3 Services to Be Performed Your proposal is expected to cover the following services: Online meeting T Deleted Items 8 Dear George and...  Sent Regards f;rgop\enon Date : Sat 1 Apr 2023
= [ Please find the... 20/10/22 1. Annual audit to be completed in compliance with the above filing requirement and €3 Junk Emal priscillah Githan... < PRISCILLAH GITHANG'A o
meetings with the Audit committee and or board of directors, as necessary. 6:30 PM Weekly Sales Call R — Hi Dinesh, We... 23/03/23 — ’ ask Title:
T Archive Viz platform1 2. Tax filings for the organization and related foundation. 1hr Microsoft Teams Meeting Dinesh Sharma - : T P —
> Sent Dear Sir or Mada — 3. Quarterly reviews of internally prepared financial statements. + Saved Searches Thank you Priscill... ~ Sent ;;:TTi::;:y wialola ZO?;;Zm%SPM m.com> Completion Date : Sat 1 Apr 2023
W Tuesday, 25 October 2022 £ Flagged emails Priscillah Githan... < To: George Ndungu <george.ndungu@bdo-ea.com> R * Category :
Deleted Items . - _ Priscillah Githa... 22/03/23 Cc: Dinesh Sharma <dinesh.sharma@bdo-ea.com>; Priscillah Githanga
> Dinesh Sharma ~—~ E:g,an RS, X X 3 High-priority emails S <priscillah.githanga@bdo-ea.com>; Sandeep Khapre <sandeep.khapre@bdo- Implement s Proposal
Ea Junk Email 1 Logitech quot... 19/10/22 Vi 3:30.PM Robin / Dinesh B3 Unread emails . = - . o i .
30 min . . Dinesh Sharma Subject: Re: Priscillah Githanga shared "Vizual Task Pro-New Features" with you. Assignee : Dinesh Sharma N
; : Dear Vendor, Hope all is... Microsoft Teams Meeting test mail to ch... 26/03/23 Completion Date : Fri 31 Mar 2023 Status :
£ Conversation History : Dear George, o
B8 ) test malltolcheckmallsist: All the requirements and defects are fixed, and we are upgrading the Open
This Month 6:45 PM Weekly 1x1 with S | st Weok
. . rchive Hi Denish, Man... 24/03/23
v vizplatform2@outlook.com . 15 min Gustavo *Value ($):
> Vizual Platform  —~ Online meeting B sent Dinesh Sharma
@ Inbox 1 Dinesh Sharm... 15/10/22 (ﬁ] Deleted ltems 8 Dear George and... ~ Sent Regards
= FYI From: Microsoft Invit... . : L. .
=9 Drafts Z15.8M Weekly 1x1 with Andy £3 Junk Email Priscillah Githan... < PRISCILLAH GITHANG'A * Priority:
15 min i i i Dil .. 23/03/23 i
= Archive @ Microsoft Invitation... Online meeting £ Cconversation History Fil Dinech; We o8 Medium
Dinesh Sharm... 14/10/22 . Dinesh Sharma
> Sent Please only act on this e... 7:30 PM . Weekly AwareX v S ds h Thank you Priscill...  Sent From: dinesh@vizualplatform.com <dinesh@vizualplatform.com> Completion Date:
1hr. 30 aved Searches e
T Deleted 1t r,30min | Management Call o . Sent: Tuesday, March 28, 2023 12:49 PM 01/04/2023
eletec items Vizual Platform Microsoft Teams Meeting £ Flagged emails P'_"S?'||ah_G|than--~ a To: George Ndungu <george.ndungu@bdo-ea.com>
€3 Junk Email 3 ' . ) Priscillah Githa... 22/03/23 Cc: Dinesh Sharma <dinesh.sharma@bdo-ea.com>; Priscillah Githanga
Q Propo§al Req... 13/10/22 Wednesday, 26 October 2022 &3 High-priority emails This Week <priscillah.githanga@bdo-ea.com>; Sandeep Khapre <sandeep.khapre@bdo- Completion Time (EAT - Kenya):
B3 conversation History Dear SiForMadam]L.af:. £ unread emails ea.com> 06:00 PM
. . i Subject: Re: Priscillah Githanga shared "Vizual Task Pro-New Features" with you.
F— 2:30 PM Weekly 1x1 with Bren Dinesh Sharma ! € ¥
i test mail to ch... 26/03/23 o
13 min Online meeting o test mail to check mails a Dear George,
" = 8 =) All the requirements and defects are fixed, and we are upgrading the Gave TEd
=z O e} Vizual Platform R
act Waal
Proposal Req... 22/09/22 Thursday, 27 October 2022

PLATFORM
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What happens when a’ Task’ not linked to Email gets created in Vizual Pro

3.1 See the confirmation message ‘Task created successfully.

3.2 The system also generates an email content based on the
task title, task comments and forwards that generated email
to

* Task assignee

* People (emails copied) in CC field

3.3 Task details are populated into database

3.4 Email trails are populated into database

= @ New Message

Inbox

4@

Drafts
Archive

Sent

Deleted Items
Junk Email

Clutter

C0&&VAd

Conversation History

v vizplatform1@outlook.com
& Inbox

Drafts

E Archive

B Sent

Iﬁ] Deleted Items
Ea Junk Email

E] Conversation History

v vizplatform2@outlook.com

Inbox

4@

Drafts
Archive

Sent

Deleted ltems

Junk Email

08 &V A

Conversation History

R

«

1

W Delete & Archive Eg Move
Focused Other =
Last Week

Outlook.com T... ~
Please sign in... 20/10/22
Hello Viz platform1, We...

viz platform3
New Task 20/10/22

Please find the trailing...

viz platform3
Service propo... 20/10/22

viz platform3
Please find the... 20/10/22

Viz platform1
Dear Sir or Mada... Sent

> Dinesh Sharma ~
Logitech quot... 19/10/22
Dear Vendor, Hope all is...

This Month

> Vizual Platform —~

Dinesh Sharm... 15/10/22
FYI From: Microsoft Invit...

Microsoft Invitation...
Dinesh Sharm... 14/10/22
Please only act on this e...

Vizual Platform
Proposal Req... 13/10/22
Dear Sir or Madam: | am...

Last Month

Vizual Platform
Proposal Req... 22/09/22

Q_Search
= Flag & Mark as Unread ) sync
Service proposal request S L o

Viz platform1 <vizplatform1@outloo... Wednesday, 19 October 2022 at 4:26 PM

Dear Sir or Madam:

vizplatform2@outlook.com

I am Peter, Procurement Officer from HVID International.

Our organization is accepting proposals from CPA firms to provide audit (and tax)
services for our organization. We invite your firm to submit a proposal to us by
September 30, 2022, for consideration. A description of our organization, the services
needed, and other pertinent information follows:

Services to Be Performed Your proposal is expected to cover the following services:
1. Annual audit to be completed in compliance with the above filing requirement and
meetings with the Audit committee and or board of directors, as necessary.

2. Tax filings for the organization and related foundation.

3. Quarterly reviews of internally prepared financial statements.

Regards,
Kevin

VizualTas... X My Day

Sorted by "Completion DateTime"

Created By Me To Do

s

Assignee : Ganesh

Completion Date : Fri 28 Oct 2022
5:30

sub task 1

s

Assignee : viz platform2
Completion Date : Wed 26 Oct 2022
5:30

Proposal Request

4

Assignee : Dinesh Sharma
Completion Date : Mon 24 Oct 2022
5:30

New Task Created

s

Assignee : viztestplatform1
Completion Date : Sun 23 Oct 2022
5:30

Vendor Requirement

Create Task

Created task successfully
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ﬂ How to update the Task status in ‘Vizual Pro’ and Login to ‘Vizual Pro’ server console

4.1 Task details are visible at outlook Add-In both for
* Assigner
* Assignee

4.2 Status update
e Task status can be updated from the outlook Add-In
* Once the task is assigned, the task status is ‘Open’
* The other status can be Review, In progress, Reject, Done, Approved

E 4 New Message

LJ Lonversauon History

v vizplatform1@outlook.com
@ Inbox
? Drafts 1
E Archive
> Sent
@ Deleted Items
i}

Junk Email 1

O

Conversation History

v vizplatform2@outlook.com
@ Inbox 1

7/ Drafts

Archive

Sent

Deleted Items

Junk Email 3

C8avay

Conversation History

v vizplatform3@outlook.com

Q Inbox 1

N

Drafts
E Archive

> Sent

@ Deleted Items
i}

Junk Email 1

T/ Delete & Archive £g Move

Focused Other =

Today

Viz platform1

Proposal Req... 12:53 PM

Please find the trailing...
Last Week
> Ganesh Kiran ~
New Task 20/10/22
Hi Please find the followi...
> viz platform3, Vizu...
Testing addin... 20/10/22
Please find the trailing...

> viz platform3, Gan...
Hello World 20/10/22
Please find the trailing...

> viz platform2 ~
Service propo... 19/10/22

Please find the trailing...
This Month

> @ Microsoft Invit... —
Dinesh Sharm... 14/10/22

Please only act on this e...

> @ Microsoft acco... —
Microsoft acc... 13/10/22
Microsoft account Than...

Last Month

> Outlook Team ~
Welcome toy... 10/09/22

Hi viz, Welcome to your...

Q_Search
E Flag & Mark as Unread C) Sync

FW: Proposal Request for CPA Services a S -

@ Viz platform1 <vizplatform1@outlook.com>

To: vizplatform3@outlook.com; dsharmab@gmail.com

Today at 12:53 PM

Please find the trailing mail. A task is created or update for same

From: Vizual Platform <vizplatform@outlook.com>
Sent: Thursday, October 13, 2022 6:53:34 AM

To: vizplatform1@outlook.com

Subject: Proposal Request for CPA Services

Dear Sir or Madam:

| am John, Procurement Officer from HVID International.

Our organization is accepting proposals from CPA firms to provide audit (and tax) services for
our organization. We invite your firm to submit a proposal to us by September 30, 2022, for
consideration. A description of our organization, the services needed, and other pertinent
information follows:

Services to Be Performed Your proposal is expected to cover the following services:

1. Annual audit to be completed in compliance with the above filing requirement and
meetings with the Audit committee and or board of directors, as necessary.

2. Tax filings for the organization and related foundation.

3. Quarterly reviews of internally prepared financial statements.

Regards,

John

VizualTas... X My Day

Sorted by "Completion DateTime"

Created By Me To Do
CPA Service Request u
Assignee : Viz platform1

Completion Date : Thrus 27 Oct 2022
5:30

Vizual Platform Job s

Assignee : viz platform3
Completion Date : Wed 26 Oct 2022
5:30

New Opportunity - Dinesh

Assignee : viz platform3
Completion Date : Mon 24 Oct 2022
5:30

Project Two s

Assignee : viz platform3

Completion Date : Sat 22 Oct 2022
5:30

4.3 Go to ‘Vizual Pro server console’ by clicking on any of the Task

title from the Outlook Add-In.

4.4 Email exchange on that topic gets recorded in the system and it

can be viewed from the Vizual Pro server console

4.5 Login to "Vizual Pro’ server console with your Outlook
credentials. Click on ‘Single Sign On’

VizualTas... X My Day

+ SubTask Go Back =

Subject : Proposal Request for CPA Se...
Requestor Email:
vizplatform@outlook.com

Requestor Name: Vizual Platform

Request Date: 2022-10-

* Category :
Proposal

* Status :
In Progress

* Value ($):
3500 S

* Priority:
Medium

Completion Date:

27/10/2022

Completion Time (EAT - Kenya):

VizualTas... X My Day

Update Task

Sorted by "Completion DateTime"
Created By Me To Do

CPA Service Request 4

Assignee : Viz platform1 \ 1 §
Completion Date : Thrus 27 Oct
2022 5:30

Vizual Platform Job s

Assignee : viz platform3
Completion Date : Wed 26 Oct 2022
5:30

New Opportunity - Dinesh

Assignee : viz platform3
Completion Date : Mon 24 Oct 2022
5:30

Project Two ’

Assignee : viz platform3

Completion Date : Sat 22 Oct 2022
5:30

Sign In to Vizual Pro

Create an Account

Enter Username and password to continue

Email

Password Forgot Password ?

@ This site uses cookies for analytics,
personalized content and ads. By continuing to
browse this site, you agree to this use.

Learn more
B Microsoft

vizplatform3@outlook.com

+) Single Sign On

Enter password

Forgot password?
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How to update Task with Email Trails

5.1 Email interactions or email exchanges between assignor and assignee can be 5.3 All the email interactions/exchanges are recorded in the
updated in database by clicking on ‘Update Task’ Database

5.2 Click on Edit Task Icon as highlighted with Red color border and click on 5.4 The interactions can be viewed anytime by going through the
‘Update Task’ Task report

Q sear(:h BDO EaSt Africa Se(tmgs °
GD = @ New Message W Delete T Archive f8 Move K Flag & Mark as Read ) sync - GD

ﬁ] Deleted Items 16 f PN | >

. Focused Other = Re: Request for a Service Quote VizualTas... My Day
VizualTas... X My Day £3 Junk Email Dashboard Task Flow View - Proposal Request @ Reporter : dinesh.sharma@bdo-ea.com Completion Date Time : 2023-03-25 18:00
£ Conversation History This Week Viz platform1 <vizplatformi@outlook.... ~ Tuesday, 1 November 2022 at 11:04 PM
To: Vizual Platform; vizplatform2@outlook.com; dsharmab@gmail.com + New Task Dear Sir or Madam:
+ New Task - Status
> vizplatform@outiook v @ Viz platform1,... 1
vizplatiorm@outlook.com f i ime" | am John, Procurement Officer from HVID International.
° Request for a... 01/11/22 Thanks for the opportunity, please share any additional information about this opportunity. Serited by “GemplEien REEE OKRs rroeu I :
In Progress

Sorted by "Completion DateTime"

. ® Viz platform1 Our organization is accepting proposals from CPA firms to provide audit (and tax) services for our organization.
> vizplatformi@outlook.com S e From: Vizual Platform <vizplatform @outlook.com> Created By Me To Do Tasks We in\‘/ite.your firm to .submit a proposal to us by §eptgmber SQ, 2022, for consideration. A description of our Assignee ‘dinesh.sharma@bdo-ea.com
Created By Me To Do Date: Tuesday, 1 November 2022 at 10:50 PM organization, the services needed, and other pertinent information follows: b g g
: i v . <vi .com>, vi . , ) ) ) ) il
v vizplatform2@outlook.com Vizual Platform To‘ vizplatforml@outlook.com <vizplatforml w ’ mplatfo—r.mz@w R torlEi ial Audit RS Services to Be Performed Your proposal is expected to cover the following services: Priority
Please find the... 01/11/22 <vizplatform2@outlook.com>, dsharmab@gmail.com <dsharmab@gmail.com> equest for Financial Audi 1. Annual audit to be completed in compliance with the above filing requirement and meetings with the Audit
Request for Financial Audit u & Inbox Z . Subject: FW: Request for a Service Quote Assignee : Vizual Test User Vision-Strategy committee and or board of directors, as necessary. Medium
a =9 Drafts > Raj Anand ~ ) . ) ) Completion Date : Wed 2 Nov 2022 2. Tax filings for the organization and related foundation.
Assignee : Vizual Test User [T . Erop(:m R,:qg 3?/10/22 Please find the trailing mail. A task is created or update for same 23:30 3. Quarterly reviews of internally prepared financial statements.
rchive ear Sir or Madam: | am... Q
: . SETTIN
Completion Date : Wed 2 Nov 2022 B sent From: Dinesh Sharma <dsharmab@gmail.com> Regards,
: en: . 18- 4 Joh
23:30 Last Week Sent.. Tuesday, November 1, 2022 5:18:48 PM Important Task Account Settings ohn
W Deleted Items To: vizplatform@outlook.com ) )
N . > viz platform3,... < Subject: Request for a Service Quote Assignee : viz platform3
Important Task ¢ €3 Junk Emai 4 Proposal Req... 29/10/22 Completion Date : Tue 1 Nov 2022 User Management
4 . Thank you Task complet... Dear Sir or Madam: 23:30
g q Conversation Histor:
Assignee : viz platform3 Approved = Y Profile Settings p
Completion Date : Tue 1 Nov 2022 . Last Month
23:30 v vizplatform3@outlook.com . 1 am John, Procurement Officer from HVID International.
: > Viz platform1 ~ Update
& inbox 2 Service propo... 19/10/22
=9 Drafts Dear Sir or Madam: | am... Our organization is accepting proposals from CPA firms to provide audit (and tax) services for our
; . o organization. We invite your firm to submit a proposal to us by September 30, 2022, for Comments Logs Sub Tasks
B Archive @ Microsoft Invitation... consideration. A description of our organization, the services needed, and other pertinent
E Sent E\?aessehosnt\]ya:;.;n 1?1/;0{:2 information follows: Wed Mar 22 2023 17:10:28 GMT+0530 (India Standard Time) : important task, do right away
@ Deleted Items
P , @ Microsoft account... Services to Be Performed Your proposal is expected to cover the following services: Wed Mar 22 2023 17:10:53 GMT+0530 (India Standard Time) : under analysis
Microsoft acc... 13/10/22
B3 Conversation History Microsoft account Than... 1. Annual audit to be completed in compliance with the above filing requirement and meetings
. with the Audit committee and or board of directors, as necessary.
This Year
> Saved Searches . 2. Tax filings for the organization and related foundation.
@ Viz platform1 -
ate
i _I?Lop:sal Req... 12/::19/22 3. Quarterly reviews of internally prepared financial statements. P
= 8 & ankyouso much, the-. Updated task successfully < Sign Out
-/ . s Vizual Platform Pvt. Ltd. All Rights Reserved.
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ﬂ How to mark Task as Done and Approved?

6.1 Task details are visible at outlook Add-In both for 6.3 Only the Task assignor can mark the status as APPROVED

* Assigner

* Assignee 6.4 As a Task Assignor, he can goto the ‘Created by Me’ section of
Add-In and update the task status as ‘“APPROVED’

6.2 Mark status as DONE

» Task assignee, once task is completed mark as DONE. However, Task 6.5 Click on ‘Update Task’.

assignee cannot mark a task as APPROVED.

Q_ Search g Q
Q_Search = 0
= 4 New Message W Delete T Archive fe Move F Flag & Mark as Read Q) sync - GD
= 4 New Message W Delete & Archive £8 Move E Flag & Mark as Unread & sync - GD
B> sent - vizplatform3@outlo... _ . ) o uians
- Focused Other = FW: Proposal Request for CPA Services S S~ VizualTas... X My Day .
7 Drafts - vizplatform3@outl... = Archive Focused Other = FW: Proposal Request for CPA Services S & ~ VizualTas... X My Day
. : Today at 2:47 PM
Today @ viz plétformz <V|szatformZ@outlook.com> ' + SubTask Go Back B sent Today viz platform2 <vizplatform2@outlook.com> Today at 2:47 PM e
> All Accounts e p|atf°rm2 To: vizplatform@outlook.com; viztestplatform5@outlook.com; dsharmab@gmail.com @ BteE ens Ton vizplatfarm@oitlaokcon; viissipiatformB@ontlaoksom; dsharmab@gmailcon
O @ Proposal Req... 2:47 PM Subject : Proposal Request for CPA Se... £3 Junk Email 2 e @ :al AnaIan 5 46;; Subject : Proposal Request for CPA Se...
q Please find the trailing mail. A task is created or update for same roposal Req... 2 y o ; ;
v dinesh.sharma@awarex.c... Please find the trailing... g p Requestor|Email B3 Clutter Please find the trailing mail. A task is created or update for same Requestor Email:
> & Inbox 162 This Month From: Raj Anand <raj.anand26@yahoo.com> raj.anand26@yahoo.com B3 conversation History :::az:aﬂt:::hmj i From: Raj Anand <raj.anand26@yahoo.com> raj.anand26@yahoo.com
_ Sent: Sunday, October 30, 2022 9:16:08 AM . Sent: Sunday, October 30, 2022 9:16:08 AM T —
77 Drafts 5 viz platform3 To: vizplatform2@outlook.com Requestor Name: Raj Anand i s e Raj Anand - To: \‘/ﬂmatformz@ouﬂook'com A equesto e: Raj
; Subject: Proposal Request for CPA Services B : . . Subject: Proposal Request for CPA Services - 2022-10-
= Archive New Task 20/10/22 ) P q Request Date: 2022-10- o Dear Sir or Ma... 2:46 PM Request Date: 2022-10
) - Inbox
Please find the trailing... i : 17
B sent 9 Dear Sir or Madam: e 3147 = onat ) —— Dear Sir or Madam: 30;[(-:-9.1k7ﬁzl.8142
= Z rafts asl Itle:
W Deleted items 15 Visual Platform 7 RS B Archive > viz platform3,... < Request for Financial Audit
wrewtsd 20/10/22 _ Proposal Re 'Vesterda I am John, Procurement Officer from HVID International.
£3 Junk Email Please find the trailing... I'am John, Procurement Officer from HVID International. I~ B sent Thazk i, Tk comblet y
o Waiting on Customer * Category :
B Conversation istory Visual Platform Waiting on Third Part W Deleted ftems This Month Our organization is accepting proposals from CPA firms to provide audit (and tax) services for our Proposal
adfghj 20/10/22 Our organization is accepting proposals from CPA firms to provide audit (and tax) services for our 9 Y £3 Junk Email 1 orgaflizano_n. We invitg yc_:urﬁrm to submit a_proposal tous by September 30, 2022, for
v vizplatform@outlook.com Please find the trailing... organization. We invite your firm to submit a proposal to us by September 30, 2022, for B Conversation History > @ Viz platform1 ~ Fon51derfmon. A description of our organization, the services needed, and other pertinent — "
= consideration. A description of our organization, the services needed, and other pertinent * Priority: Service propo... 19/10/22 information follows: v Done
Inbox 1 . information follows: . Dear Sir or Madam: | am... _
_ Visual Platform High « vizplatform2@outlook.com ' ' ' ' Approved =
70 Drafts bvefwdgbrefd  20/10/22 @ Microsoft Invitation... Services to Be Performed Your proposal is expected to cover the following services: Open
) Please find the trailing... . . . . . & Inbox 1 Dinesh Sharm... 14/10/22 o
T Archive Services to Be Performed Your proposal is expected to cover the following services: Completion Date: = Please only act on this e.. 1. Annual audit to be completed in compliance with the above filing requirement and meetings 8000 v
> SO Dinesh Sharma ~ 02/11/2022 7 rafts with the Audit committee and or board of directors, as necessary.
Logitech quot... 19/10/22 1. Annual audit to be completed in compliance with the above filing requirement and meetings = Archive Microsoft account... N * Priority:
W Deleted Items Dear Vendor, Hope all is with the Audit committee and or board of directors, as necessary. B s Microsoft acc... 13/10/22 2. Tax filings for the organization and related foundation. High
E_‘ : 5 ' Completion Time (EAT - Kenya): eot Microsoft account Than... X . X . 9
@ Junk Emai Viz platform - 2. Tax filings for the organization and related foundation. 06:00 PM T Deleted items X 3. Quarterly reviews of internally prepared financial statements.
Last Montl i .
B clutter Request for A... 19/10/22 3 ¥ reviews of ’ df | B3 Junk Email s (C);;T;;g;;ate
. . . Quarterly reviews of internally prepared financial statements. X :
£ Conversation History Dear Sir or Madam: | am... * Assign To: B3 Conversation History Viz platform1 Regards,
izplatf @outlook Proposal Req... 22/09/22
Outlook.comT... ~ vizplatiorm@outiook.com . Thank you so much, the... John Completion Time (EAT - Kenya):
v vizplatformi@outlook.com Verify your ac... 19/10/22 Regards, v vizplatform3@outlook.com P 06:00 PM
Hello Vizual Platform, T... ; e 1zual Fiatiorm
& Inbox John cc G o @ Testing Email... 22/09/22 o
. . Pl do not ch th...
2 Drafts c > Microsoft Invit... = 0 & cesedonotenange T
. Dinesh Sharm... 14/10/22 A )
Please only act on this e... Comments:

& 8 &

> MW\ Microsoft acco... ~ Update Task
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Giving Rating and Feedback on the Task and update Task External Status?

7.1 The Task Assignor, can mark the task as APPROVED. 7.3 Only the Task assignor can mark the status as APPROVED

7.2 The task can be marked as APPROVED provided the task status as DONE 6.4 As a Task Assignor, he can go to the ‘Created by Me’ section of

Add-In and update the task status as ‘“APPROVED’
7.3 The Assignor can also reopen the task

6.5 Click on ‘Update Task’.

VizualTas... X My Day VizualTas... X My Day .
Q_search g n VizualTas... X My Day
+ SubTask Go Back 9 + a
— NEWAENS Sort
= W Delete & Archive €g Move [ Flag & MarkasUnread () Sync - GD v =+ New Task < Sort
v ulans Subject : Proposal Request for CPA Se... T I —
orte ompletion DateTime " . ——
T Archive Focused  Other = FW: Proposal Request for CPA Services “a S o VizualTas... X My Day . 4 P Sorted by "Completion DateTime
Requestor Email:
Sent . . . 3
> Today viz platform2 <vizplatform2@outlook.com> Today at 2:47 PM + SubTask raj.anand26@yahoo.com Created By Me To Do Created By Me To Do
@ Deleted Items To: vizplatform@outlook.com; viztestplatform5@outlook.com; dsharmab@gmail.com X
£3 Junk Email 2 e @ Raj Analnd ~ Subject : Proposal Request for CPA Se... Requestor Name: Raj Anand P
Proposal Req... 2:46 PM ) . . . . . . &
£ Clutter Please find the trailing mail. A task is created or update for same Requestor Email: Request Date: 2022-10- Request for Financial Audit CPA Service Request
Sent._ Sunday, October 30, 2022 9:16:08 AM Requestor Name: Raj Anand p Completion Date : Wed 2 Nov 2022 Completion Date : Thrus 27 Oct 2022
) Raj Anand ~ To: vizplatform2@outlook.com 530 i
v vizplatformi@outlook.com ] Subject: Proposal Request for CPA Services : 5:30
5 Dear Sir or Ma... 2:46 PM Request Date: 2022-10- * Status :
Inbox
Dear Sir or Madam: Proposal
- Yesterd Approved s . Vs
70 Drafts 1 esterday PP Important Task Vizual Platform Job
G enive ’ @ ‘F:IZ platlf:rm?”:{" t j\ | am John, Procurement Officer from HVID International. " Status : Assignee : viz platform3 Assignee : viz platform3
roposal Re... Yesterday Approved . ) ‘ )
B sent Thank you Task complet... PP Approved! , Give Feedback and ;Zgr(l;plehon Date : Tue 1 Nov 2022 E:g\pletlon Date : Wed 26 Oct 2022
W Deleted items This Month Our organization is accepting proposals from CPA firms to provide audit (and tax) services for our Ratings ' l
£3 Junk Email 1 organization. We invite your firm to submit a proposal to us by September 30, 2022, for Approved! , Give Feedback and
. ’ . . A . . . ) ) ¢
£/ Conversation History > @ Viz Platform1 ~ f:ofnmden:honf. ﬁ des.cnptlon of our organization, the services needed, and other pertinent Ratings Feedbac.k. New Opportunity - Dinesh
Service propo... 19/10/22 information follows: Appreciate the support ) ) .
Dear Sir or Madam: | am... Feedback: Z Assignee : viz platform3
v vizplatform2@outlook.com i i :
5 < Microsoft Invitation... Services to Be Performed Your proposal is expected to cover the following services: Appreciate the support y External Status: gzr(;]pletlon BERslien 2 Qe A
& Inbox 1 Dinesh Sharm... 14/10/22 |
= Please only act on this e... 1. Annual audit to be completed in compliance with the above filing requirement and meetings External Status: Won the deal
7 rafts with the Audit committee and or board of directors, as necessary. Won the deal z ¢
B Archive @ Microsoft account... N o ) 4 Rati Project Two
Microsoft acc... 13/10/22 2. Tax filings for the organization and related foundation. ating: - o
ing: ssignee : latform3 Approved
P> sent Microsoft account Than... Rating: '9 i vizp "
W Deleted Items 3. Quarterly reviews of internally prepared financial statements. Completion Date : Sat 22 Oct 2022
Last Month 5:30
Ea Junk Email a4
E] Conversation History Viz platform1 Regards,
@ Proposal Req... 22/09/22
i . Thank you so much, the... John ) ) . )
v vizplatform3@outlook.com Value ($): R Value ($):
N , Vizual Platform 8000 < 8000 S Update
Testing Email... 22/09/22
= o Please do not change th... Updated task successfull
= 0 3 Update Task B Update Task P Y
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H Dashboard — Executive and Individual Level

8.1 Login to the 'Vizual Pro’ console by clicking on any of the titles of ‘Vizual Pro 8.3 By default the user will be navigated to ‘Dashboard’ and

Outlook Add-in’ Organization Level

8.2 You will get a Sign-In option 8.4 The Organization level dashboard provides various details like
* Enter Microsoft Login credentials e Task Status, Task completion status, Number of Tasks in various

statuses like In progress, high priority, open, completed etc.

l#2Logo

Sign In to Vizual Pro 8.5 Only users with Executive role privileges can see this report

Create an Account

BDO East Africa [« Dashboard
Enter Username an: d passwor d to continue
Email
2 OKR's Completion
Password Forgot Password ? - NA
= Delay. A
-]
A OKR's P
Continue : 's Progre:
g Develop expertise in emerging techno...
{03) +) Single Sign On ) .
@d b \\/
¥ Q s (@ o] [ —
@ ) & J L
\ a1 I S P . U090 | HGHPRIORITY TASKS ~ OPEN TASKS ol
“¥oa | P Completed Tasks 8 o 1 1
et é;} o | \ "
) <
Task Status Organization Level Approved Task Statistics:

mmmmmmmmmmmmmmmmmmm

aaaaaaaaaaaaaaa
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n Dashboard — My Tasks — Individual level Task reports

9.1 Login to the ’Vizual Pro’ console
This view of the dashboard is accessible to all the individuals
in the organization

9.2 Go to ‘My Tasks’ under Dashboard
This view provides a view of my (the person who logged in to console) task performance

2

Open Tasks

0

High Priority Ta... Completed Tasks

ok
"|'; VizualTask Pro — Dashboard [ = Tasks ] [ (@ Reports ] [ S Projects ] Welcome viz platform3
it
IN-PROGRESS TASKS > HIGH PRIORITY TASKS ~ OPEN TASKS N COMPLETED TASKS
Dashboard 1 = a
8 1 1

Oranization Level

Task Created By Me Status: My Assigned Task Status :

2.0
1.8
1.6
1.4
1.2
1.0
@ #of Tasks 08
0.6
0.4
0.2
0
o) e

My Tasks P

@ Waiting - Third Party
@ Waiting - Customer
@ Done
@ Approved
@ In Progress

Open

@ Reject

© 2022, Vizual Platform Pvt. Ltd. All Rights Reserved.
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10

Task Details — To Do

10.1 Login to the 'Vizual Pro’ console

10.2 Click on Tasks

10.3 The user can click on 'To Do’ to see all tasks that are assigned to him (the
person who logs into the console with his/ her credentials). It shows all the task
details Due date, status, priority etc.

BDO East Africa

HOME

Dashboard

OKRs
Tasks
Reports

Vision-Strategy

SETTINGS

Account Settings
User Management

Profile Settings

<] Sign Out

Task List

Task List

To Do

TaskID-3

TaskID-9

TaskID-10

TaskID-12

TaskID-15

Proposal Request

Testing

aa

Implement

Develop a project

Medium

Low

Medium

Medium

Medium

Vizual Platform Pvt. Ltd. All Rights Reserved.

22 Mar 2023 05:10:28 pm

24 Mar 2023 02:49:54 pm

28 Mar 2023 10:24:44 am

28 Mar 2023 11:02:19 pm

29 Mar 2023 01:33:38 pm

01 Jan 1970 05:30:00 am

01 Jan 1970 05:30:00 am

31 Mar 2023 11:30:00 pm

31 Mar 2023 11:30:00 pm

01 Apr 2023 11:30:00 pm

dinesh.sharma@...

dinesh.sharma@...

dinesh.sharma@...

dinesh.sharma@...

dinesh.sharma@...

dinesh.sharma@...

dinesh.sharma@...

vizplatform1@ou...

dinesh.sharma@...

dinesh.sharma@...

Rows per page: 20 ~ 1-6 of 6

Settings

OPEN

o

10.4 Click on ‘Task Hyperlink’ to view complete details

BDO East Africa

HOME

Dashboard

PAGES
OKRs
Tasks
Reports

Vision-Strategy

SETTIN
Account Settings
User Management

Profile Settings

<] Sign Out

Task Flow View - Proposal Request @

Dear Sir or Madam:

| am John, Procurement Officer from HVID International.

Our organization is accepting proposals from CPA firms to provide audit (and tax) services for our organization.

We invite your firm to submit a proposal to us by September 30, 2022, for consideration. A description of our
organization, the services needed, and other pertinent information follows:

Services to Be Performed Your proposal is expected to cover the following services:

1. Annual audit to be completed in compliance with the above filing requirement and meetings with the Audit
committee and or board of directors, as necessary.

2. Tax filings for the organization and related foundation.

3. Quarterly reviews of internally prepared financial statements.

Regards,
John

Comments Logs Sub Tasks
Wed Mar 22 2023 17:10:28 GMT+0530 (India Standard Time) : important task, do right away

Wed Mar 22 2023 17:10:53 GMT+0530 (India Standard Time) : under analysis

Reporter : dinesh.sharma@bdo-ea.com

Settings

Completion Date Time : 2023-03-25 18:00
Status
In Progress

Assignee :dinesh.sharma@bdo-ea.com
Priority

Medium

%

o
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k8 Task Details — Created by Me

11.1 Login to the "Vizual Pro’ console 11.3 Click on ‘Task Hyperlink’ to view complete details
11.2 The user can click on ’Created by Me’ to see all tasks that are created by
Me/ Assignor of the Task (the person who logs into the console with his/ her
credentials). It shows all the task details Due date, status, priority etc.

. Task List
BDO East Africa ) Settings O
Task List
BDO East Africa Settings O
1E
reate By Me}
Dashboard
Dashboard Task Flow View - Proposal Request @ Reporter : dinesh.sharma@bdo-ea.com Completion Date Time : 2023-03-25 18:00
+ Add Task
Dear Sir or Madam: Status
| am John, Procurement Officer from HVID International.
OKRs In Progress
Our organization is accepting proposals from CPA firms to provide audit (and tax) services for our organization.
Reports Tasks We invite your firm to submit a proposal to us by September 30, 2022, for consideration. A description of our Assianesldineshen Tt
organization, the services needed, and other pertinent information follows: GRESEARCE Shanha AW
TaskID-1 Implement client ... Medium 20 Mar 2023 07:27:52pm 01 Jan 1970 05:30:00 am  priscillah.githang...  dinesh.sharma@... 9 P

Vision-Strategy R Services to Be Performed Your proposal is expected to cover the following services: Priority

1. Annual audit to be completed in compliance with the above filing requirement and meetings with the Audit

TaskID-2 Task Reminder ... Medium 22 Mar 2023 05:00:02 pm 01 Jan 1970 05:30:00 am priscillah.githang... dinesh.sharma@... Vision-Strategy committee and or board of directors, as necessary. Medium
2. Tax filings for the organization and related foundation.

STt 3. Quarterly reviews of internally prepared financial statements.
) ; B o . : SETTINGS
Account Settings TaskID-3 Proposal Request Medium 22 Mar 2023 05:10:28 pm 01 Jan 1970 05:30:00 am  dinesh.sharma@... dinesh.sharma@... Regards,
. John
Account Settings
User Management ) . . . . Comments Logs Sub Tasks
TaskID-4 Task request Medium 22 Mar 2023 05:16:28 pm 25 Mar 2023 11:30:00 pm  priscillah.githang...  dinesh.sharma@...
User Management
Profile Settings Wed Mar 22 2023 17:10:28 GMT+0530 (India Standard Time) : important task, do right away
TaskiD-5  Lead generation 15 High 22 Mar 2023 05:30:17 pm 01 Jan 1970 05:30:00 am  priscillah.githang...  dinesh.sharma@... ~ OPEN Profile Settings //
Wed Mar 22 2023 17:10:53 GMT+0530 (India Standard Time) : under analysis
Rows per page: 20 1-13 of 13 Update

<] Sign Out <] Sign Out

Vizual Platform Pvt. Ltd. All Rights Reserved.
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i¥N Reports — Organization Level

H ? H V4
12.1 Login to the 'Vizual Pro’ console 12.3 The report is ready for view
H ’ ’ { : H ’ {
12.2 The user can click on ’Reports’ followed by ‘Organization Level’ and ‘Task 12.4 There is also an option to download the report. The report
, .
Perform-ance Report .to §ee how all tasks at the orggnlzajclon level are gets downloaded in CSV file format.
performing. The details like Task status, Avg. resolution Time, Avg. Task approval
time etc. Click on ‘Generate’ to generate the report 800 Eastarica - [N N
e : Reports Reports Settngs ¥ szashboard Task Performance Report Start Date : 2023-03-08 End Date : 2023-03-29
Organization Level OKRs
Report Type * B Reports
OKRs My Tasks Vision-Strategy in Frogress ! ! ° A NA
Tasks Start s Reject 3 2 1 2 D 20 Hr 16 Min 2D 20 Hr 16 Min
E Reports 08/03/2023 Account Settings Approved 1 1 0 0D 0 Hr 08 Min 0D 0 Hr10 Min
Vision-Strategy End* UseT Manaéemem Open 8 8 0 N/A N/A
S 29/03/2023 BDO East Africa < b
Account Settings O —
User Management = sonon ;2:::: E.
Profile Settings gzz::,:ad: M~ B|~ 7 Download Q
<) Sign Out o i DEDGHC]
Vizual Platform Pvt. Ltd. All Rights Reserved. o red Min ol 1o
. Z::vgve New Folder Cancel NIA

PLATFORM
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i¥ Reports — Executive Level

13.1 Login to the 'Vizual Pro’ console

13.2 The user can click on ’Reports’ followed by ‘Executive Level’ and ‘Employee
Performance Report’ to see how all tasks at an employee level or across all the
employees are performing. The details like Task status, Avg. resolution Time, Avg.
Task approval time etc. Click on ‘Generate’ to generate the report.

Reports Settings O
Reports

BDO East Africa

HOME
Executive Level

Dashboard

e Report Type

OKRs Task Performance Report
Tasks Start *
B Reports 08/03/2023 )

Vision-Strategy End*

29/03/2023 ]
SETTINGS

Account Settings
User Management

Profile Settings

<] Sign Out

Vizual Platform Pvt. Ltd. All Rights Reserved.

13.3 The report is ready for view

13.4 There is also an option to download the report. The report gets
downloaded in CSV file format.

13.4 You can compare and contrast task performance against different
employees

Reports Settings O
Reports

BDO East Africa [<

HOME

Task Performance Report Start Date : 2023-03-08 End Date : 2023-03-29

Dashboard

B Reports
In Progress 4 4 0 N/A N/A
Vision-Strategy
Open 8 8 0 N/A N/A
SETTINGS
Account Settings Reject 3 2 1 2D 20 Hr 16 Min 2D 20 Hr 16 Min
User Management X X
Approved 1 1 0 0 D 0 Hr 08 Min 0D O Hr10 Min

Profile Settings

repot_undefined (2)

<] Sign Out
Vizual Platform Pvt. Ltd. All Rights Reserved.
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I8 Reports — Executive Level

14.1 Login to the 'Vizual Pro’ console

14.2 Similar to the previous reports, there are various reports are available, that
can be generated and downloaded

. Reports
BDO East Africa [« P
Reports
HOME
Executive Level
Dashboard
— Report Type
OKRs v Task Performance Report
Employee Performance Report
Tasks My Tasks
Tasks Created By Me
B Reports Individual Task Status Report
Vision-Strategy End *
29/03/2023 ]

SETTINGS

Account Settings

User Management

Profile Settings

<] Sign Out

Vizual Platform Pvt. Ltd. All Rights Reserved.

Settings ©
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Handy tips and Instructions for Users
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k8 Logout

18.1 Click on Settings Icon

18.2 Click on Logout, You will be redirected to Sign In screen

- R rt
BDO East Africa [« eports Settings ‘O
Reports

Dinesh Sharma
HOME
Executive Level

Dashboard

2¢ My Profile
R *
G eport Type
Account Settings

OKRs Task Performance Report

(= Sign Out
Tasks Start *
= Y 08/03/2023 a

Vision-Strategy End *

29/03/2023 ]
SETTINGS

Account Settings
User Management

Profile Settings

<] Sign Out

Vizual Platform Pvt. Ltd. All Rights Reserved.
https://email.vtp-bdo-ea.com/home/reports#

PLATFORM
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User

Management &
Access Control

Handy tips and Instructions for Users
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il Account settings - Branding

18.1 Click on Account Settings BDO East Africa - Brandingmdmg Setings 2
_ ] e Branding IBDO BDO East Africa &

18.2 Click on Branding, Update the D
B ra N d | ng I nfO m atIO n PAGES Set your Branding Info 7% What is Branding?

OKRs The branding section helps the admin to

rebrand the Vizual Pro web application

18 . 3 Cl ic k O n Save Tasks Upload Logo I;i)s; TZZZ,c:r:T(]jptilne)T’s branding guidelines

Reports
18.3 Refresh th e SC ree N Vision-Strategy Choose file No file chosen I BDO

\ Title

° Account Settings

BDO East Africa

¢ Branding
Categories Organization Name *
Departments BDO
Region Organization Email *
User Management test@gmail.com
Profile Settings Organization Address

Organization Contact No

<z} Sign Out

PLATFORM
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8 Account settings - Categories

18.1 Click on Account Settings

Categories
Account  Categories

BDO East Africa

Settings ‘©

Branding  Categories  Departments  Region |IBDO BDO East Africa &

18.2 Click on Categories, Update the Q soa
Category details

Dashboard

Reports
Proposal proposal category & Edit W Delete
Vision-Strategy
.
Lead Generation Lead generation & Edit 1 Delete
18.3 Click on Save
Account Settings Action Action category & Edit W Delete
. Erencing Complaint Complaint Category & Edit i Delete
18.3 Next time when you create the
Client Delivery Client Delivery & Edit ] Delete

Departments

Task, these categories will appear

User Management

Others category & Edit W Delete

Profile Settings Rows per page: 20 ¥ 1-6 of 6

2023 © Vizual Platform Pvt. Ltd. All Rights Reserved. Add New Category

Name
Service request
Description

Service request

PLATFORM
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8 Account settings - Departments

18.1 Click on Account Settings 18.4 Enter the Department Details
18.2 Click on Departments, 18.5 Click on Save

18.3 Click on ‘+ Add Departments’ 18.5 The department details help to assign OKRs, view
Department level insights

Add New Department

0 Departments
BDO East Africa P Settings 0
Account  Departments

Department Name * Department Head *

Marketing virginiah.mwangi@bdo-ea.com

Branding  Categories  Departments  Region |IBDO BDO East Africa &

iotion *
Dashboard Color Description

#2e2cal Marketing Department|

Add your Departments
OKRs

Tasks search + Add Department

Reports

Vision-Strategy NAME DESC HEAD ACTION

Marketing Marketing Department virginiah.mwangi@bdo-ea.com & Edit ] Delete
Account Settings
IT IT department priscillah.githanga@bdo-ea.com & Edit 1] Delete
Branding
Finance Finance Manager daniel.mulwa@bdo-ea.com & Edit W Delete
Categories
* Departments
Region
User Management
Profile Settings Rows per page: 20 ¥ 130f3

2023 © Vizual Platform Pvt. Ltd. All Rights Reserved.
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B Account settings - Regions

18.1 Click on Account Settings 18.4 Enter the Department Details

18.2 Click on Regions — This helps to add multiple countries part 18.5 Click on Save
of a Region
18.5 The department details help to assign OKRs, view
Region Department level insights

Settings ©

BDO East Africa

Add New Region

Branding Categories Departments Region Im BDO East Africa 9
Region Name * Region Head
Add your Regions Kenya sandeep.khapre @bdo-ea.com
Description
Q search Kenya Region
NAME DESC HEAD ACTION
Rwanda Rwanda & Edit W Delete
* Account Settings
Ethiopia ethiopia & Edit W Delete
Branding
Categories Tanzania Tanzania & Edit W Delete
Departments Uganda Uganda & Edit 1@ Delete
* Region
User Management
Profile Settings Rows per page: 20 ¥ 1-4 of 4

=] Sign Ou
2023 © Vizual Platform Pvt. Ltd. All Rights Reserved.
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it User Management — Access Control

18.1 Click on User Management 18.4 You can create a new role by clicking on +Add Access

18.2 Click on Access Control — This will show all the available 18.5 The Add access will show all the features to which access can be given
roles.

18.5 Define the role, select the access and click on ‘Add’

. Access Control
BDO E Afri < Settings ©
O East ca User Management  Access Control Add New Access
Name
Dashboard Add Access Control
~ Description
Q. sear O + AddAccess
OKRs
_— Permissions
v O (@ Dashboard
Reports NAME DESC ACTION (] D Organization Level
v O (@ OKR
Vision-Strat
islon-sirategy Admin All Permissions & Edit I U D Create Org Level OKR
> O [3 Create Dept Level OKR
O [ View Org Level OKR
User Only Individual Permissions & Edit 0]

> O 3 View Dept Level OKR

Account Settings O 0 Edit Org Level OKR

Executive Executive Permissions & Edit W > O O Edit Dept Level OKR
O O Delete Org Level OKR

> O O Delete Dept Level OKR

O O Edit Individual OKR
O O Delete Individual OKR
O O Modify OKR Level

> O 3 Vision-Mission

> O 3 Reports

> O 3 User Management

> O 3 Account Settings

> O [ Global Data Access

2e2 User Managemen

Users

¢ Access Control

Profile Settings

Rows per page: 20 ¥ 1-30f 3

<] Sign Out

2023 © Vizual Platform Pvt. Ltd. All Rights Reserved.
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8 User Management — Users — View, Add individual, Bulk add using Import

18.1 Click on User Management 18.4 Add users using ‘+ Add users’

18.2 Click on Users — This shows the existing users 18.5 You can add users individually, by entering the details, specifically add the
User Type based on the access created in the previous step and clicking on
n ’Save’

® ® M Inbox (27,884) - dsharmab@gc X ‘ © (1) WhatsApp X AwareX MyAccount X # Vizual Pro X +

& C @ email.vtp-bdo-ea.com/userManagement/Users a Mt %~ » = 0O ?

800 EastAfrica [ soirs 18.5 You can export the template and add the users in the CSV format and
import the users throubh bulk import option

HOME

Dashboard Add Users

Users

BDO East Africa Settings 10
N + Add User 2, Import Users &, Download Template User Management - Users Add New User X

OKRs

Tasks Email Id
Add Users

Choose Email Id

Q search M Lane e m

Reports

Vision-Strategy

Aaron Uringtho aaron.uringtho@bdo-ea.com  User Uganda ¢ Edit w
SETTINGS L ) -
Abdoul Salam Bamporiki ... abdoul.birasa@bdo-ea.com User Rwanda ¢ Edit i Reporting To:
Account Settings NAME o ) | STATUS | ACTION
Choose Manager
.o Abdullahi Tahlil Adam abdullahi.tahlil@bdo-ea.com User Rwanda ¢ Edit ]
%5 User Management i i
3 g Aaron Uringtho User Type: & Edit i}
¢ Users Abel Segikwiye abel.segikwiye@bdo-ea.c... User Rwanda ¢ Edit ] u
- iki 1 q sers
Abdoul Salam Bamporiki ... BDO East Africa e °
Access Control
Abel Seid abel.seid@bdo-ea.com User Ethiopia ¢ Edit i Abdullahi Tahlil Adam
Profile Settings OME
Add Users
Abel Segikwiye Dashboard
Rows per page: 20 ¥ 1-20 of 318 >
Abel Seid
OKRs
Tasks
<] Sign Out Reports
Vizual Platform Pvt. Ltd. All Rights Reserved.
Ve Aaron Uringtho aaron.uringtho@bdo-ea.com  User Uganda o Edi
| UL Abdoul Salam Bamporiki abdoulbirasa@bdo-ea.com  User Rwanda £ Edit
2023 © Vizual Platform Pvt. Ltd. All Ri AccotntSeitgs)
Abdullahi Tahlil Adam abdullahi.tahlil@bdo-ea.com User Rwanda ¢ Edit
283 User Management
« Users Abel Segikwiye abel.segikwiye@bdo-ea.c...  User Rwanda & Edi
Access Control
Abel Seid abel.seid@bdo-ea.com User Ethiopia & Edi
Profile Settings
Rows per page: 20 ~ 1-20 0f 318 >
<] Sign Out
Vizual Platform Pvt. Ltd. All Rights Reserved.

PLATFORM



20

it:8 Profile Settings — Personal Info

18.1 Click on Profile Settings
18.2 Click on Personal Info

18.2 Update the Personal Info and click on "Update Profile’

BDO East Africa [¢ Personal Info

Personal Info

Dinesh Sharma &

Personal Info

First Name *
Account Settings Dinesh Sharma
User Management Last Name *
2o Profile Settings
* Personal Info Profile Pic

Choose file No file chosen

Vizual Platform Pvt. Ltd. All Rights Reserved.
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matters.
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