MoCo™ SMS Suite

Quick Guides for Direct Marketing and CRM
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Chapter 1: Introduction

1.1 Purpose

The purpose of this document is to provide a Quide Guide for customers who are using MoCo for direct
marketing and customer relationship management (CRM).

1.2 Target Audience

The target audiences of this document are all customers who will be using MoCo to perform direct marketing
and/or CRM. This includes all sole proprietors, marketeers, small business owners, retailers, spa and beauty
centre operators, restaurant owners, etc.



Chapter 2: Client Database Management
2.1 Export Address Book to file

The entire address book can be exported to either a csv (comma-separated values) file or a tab-delimetered file.
Both types of files can be openned by Microsoft Excel. You can choose which field within the database to
export out.

To Export Address Book,

Step 1: From the File menu, click on the Export Address Book

Step 2: On the Export Address Book dialog, check the individual field name checkbox to select the export
content. Click on the Browse button to select the location and file name of the saved file.

Step 3: Select the type of output file by choosing the delimeter type. You can choose either “Comma” or “Tab”.

Step 4: If you wish to include contact group information in the exported file, checked the “Include contact group
information” option.

Step 5: Click Export button to complete operation.

2.1.1 Open Exported File using MS Excel

To open the exported file in MS Excel:
Step 1: Open Microsoft Excel.

Step 2: Click “Open” under the “File” menu. A dialog box will be displayed for you to select the file to open.

Qpen e
Laok in: [ MaCo TestBed v| @ @ X cu - Toos-
N [Z] account Shest.txt [Z) Query Reports.txt
\_\ﬁ [Z] Survey Result, bxt
My Recent [Z] Survey Winner Result.txt
CremmErs [Z) Today Report.txt
—
B 1mport addr book 1.csv
D B 1mport addr book 2.csv

eskkop
L import Addr book 3.csv
g Bl 1mport Addr book 4.csv
__J L] 1mport addr book 5.csv
My Documents | ] Import Addr book 6.csv
B tmport Addr book 7.csv
= [Z] MoCalognzo32007 . kxt
:ﬁg [£] MoCoLog2 1022007  kxt
My Computer | (2] MoCoLogZ2z022007.txt

5 rien .
Wy Hskmark:
Places Files of bype: | Text Files (*.prn; *.bxt; *.csv) v

Step 3: Select the file and click “Open”. You will see a warning message box as below. Click “Ok”.

Microsoft Excel

This file is not in a recognizable format,

= If you know the File is From another program which is incompatible with Microsoft OFfice Excel, dick Cancel, then open this Fils in its original
e Y application. If you wank to open the file later in Microsoft Office Excel, save it in a format that is compatible, such as text format.
+ If you suspect the file is damaged, click Help For more information about solving the problem.
« If you still want to see what text is contained in the File, click OK. Then click Finish in the Text Import Wizard,

[ o ] [concel | [ hew ]

Step 4: You shall see the “Text Import Wizard — Step 1 of 3” dialog box as shown below. Make sure the
“Delimited” option is selected. Click “Next” button.



Text Import Wizard - Step 1 of 3 @El

The Text Wizard has determined that vour data is Delimited.
If this is correct, choose Mext, or choose the data type that best describes vour data.
Original data kype

Choose the File kype that best describes your data:

(iDelimited} - Characters such as commas or tabs separate each field.
() Fived width - Fields are aligned in columns with spaces between each Field.
Start import ak pow: 1 = Fil= origin: 437 : OEM United States k"

Preview of file C:hTempliMoCo TestBed\Export Addr bookl.csv.

|L |["Dennis Chang","+6581181254","", 2
[2["Foo Chee Yong", "+6556582152 Friends;:,

|2 ['Daniel Chua", "+6598465863","" Friends;,

[4["Eric Boo","+8581583851" ",

[E['Chany Cheow Too", "+£E81Z35211", "% 3

Step 5: You shall see the “Text Import Wizard — Step 2 of 3” box. Make sure the “Tab” and “Comma” options
are selected. Click “Next” button.

Text Import Wizard - Step 2 of 3 EJE|

This screen lets vou set the delimiters vour data contains. You can see
howe vour text is affected in the preview below.,
Delimiters
Tab [ semicalon
[] space [] ther:

[] Treat consecutive delimiters as one

Text gualifier: 4
Data preview
Lermis Chang re531181254 s
Foo Chee Tong fEEIEa22]1EE Friends;
Laniel Chua Fe538465863 Friends;
Eric Boo Fe581983951
Chang Cheow Joo FEE21Z393zZ11 w

[ Cancel ][ < Back ” [ext = H Finish ]

Step 6 : You shall now see the “Text Import Wizard — Step 3 of 3” box. Click on the column that represent the
mobile phone numbers, and then select “Text” option under the “Column data format” selection.

This screen lets you select each column and set Colurmn data Format

the Data Format. ) General
‘General' converts numeric values to numbers, date ®
walues to dates, and all remaining values to text, ) pate: MDY ~

() Do not jmport: column (skip)

Data preview

E—— | R

Dennis Chang 45
Foo Chee Yong Friends;

paniel Chua Friends;

Eric Boa

Fhang Cheow Joo 3
< >

Step 7: Click “Finish” button. The exported file shall be successfully loaded into Microsoft Excel. You can now
save it into MS Excel format.

2.2 Import contacts into Address Book

You can import contacts information into MoCo’s Address Book. The import file can be either in csv (comma-
separated-values) format, or a tab-delimetered file, or a MS Excel file (*.xIs).

MoCo’s import function is extremely user friendly. You will be able to assign any column to import a specified
field in MoCo’s address book. There is no fixed structure for importing data.



2.2.1 Prepare Import File (csv/txt) from existing database

To prepare import file (csv/txt) from your existing Microsoft Excel spreadsheet,
Step 1: From the File menu, select “Save As ...” option.

Step 2: A “Save As” dialog box will appear.
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Step 3: Key in the file name to be saved and select the type of file to be saved. For csv file, select “CSV
(comma-delimited) (*.csv)” as the file type. For tab-delimited file, select “Text (Tab-delimited) (*.txt)” as the
file type.

Step 4: Click “Save” button. The below warning box may appear. Just click “Yes” button.

Microsoft Excel

Export Addr bookl.csv may contain Features that are nok compatible with C5Y (Comma delimited). Do you want to keep the workhook in this Format?

y « T bep this Format, which leaves aut any incompatible Features, dick es.,
+ Ta preserve the features, click Mo, Then save a copy in the latest Excel format.
« Ta see what might be last, <lick Help.

[ res | [ w0 | [ Hem |

Step 5: The csv / txt file is saved successfully. Close the MS Excel application.

2.2.2 Prepare Import File (MS Excel) from existing database

To directly import the address book from a MS Excel sheet, you need to convert the “Mobile Number” field
(and whatever number fields you have in your database) into a Text field:

Step 1: Open the existing excel file using Microsoft Excel. A sample of the excel file is shown below:

| A | B | c | D | E | F
1 |Mame Raw Maobile  Address DOB Gender Sraup
2 |Chee Yong 91112222 Blk 23 Potong Pasir #14-03 11141975 Male Mernber
3 |CEL 592221111 123 Eunos Road /201572 Male Mon-mermber
4 |Dennis 892223333 Blk 3 Geylang Road #01-234 11121975 Male Wember

Step 2: Convert column B (“Raw Mobile”) into TEXT:
2a. Highlight the column (in this case, column B) to be converted.

2b. Select from menu, “Data -> Text to Columns ...” option.



2¢. The dialog box shown below will be displayed. Click the “Next” button.

Convert Text to Columns Wizard - Step 1 of 3 ]

The Text Wizard has determined that your data is Delimited,
If this is correct, choose Mext, or choose the data tvpe that best describes your data.
original data type
Choose the File type that best describes your data:
(& Delimited:

- Characters such as commas or kabs separate each Field,
() Fixed width

- Fields are aligned in columns with spaces between each Field.

Preview of selected data:

|1 [pas Mobile A%
[zb111zz22

[z kesazzzii1a

l4 bzzzazss

[s beazaaas FE

2d. The dialog box shown below will be displayed. Click the “Next” button again.

lumns Wizard - Step 2 of 3

This screen lets vou set the delimiters your data contains, You can see
how wour text is affected in the preview below,
Belikery [C] Treat consecutive delimiters as one
Tab [ semicalon [ camma s
[ space [] other:

Text gualifier: | ' !

Data preview

Paw Mobile s
blllzzzz

leso2z21111
bzzz3aaa
b3azdd444

Cancel < Back

2e. The dialog box shown below will be displayed. Select “Text” and click “Finish” button.

Text to Columns Wizard - Step 3 of 3

This screen lets wou seleck each colurmn and set Colurnn data Format
the Daka Format.,

) General

‘zeneral’ converts numeric values to numbers, date
walues to dates, and all remaining walues to bexk,

) Date; | MOV |

() Do not import column (skipd

Destination: | $641
Craka preview

>

e




2.2.3 Configure type of Import file

Before importing the Address Book, you need to select the type of import file that MoCo needs to import.

Step 1: At the MoCo software, select “Configuration Settings”. A dialog box as shown below will appear.

Configuration Settings

Basic
General

Scheduler

Appointment Book,
Device

G5M Terminal

& Address Book

&3

¥ Auto-insert Area Code -

Area Code to be auto-ingerted : +B5

Default SMS Subscription
* By default, subscribe bo SMS

™ By default, do nat subscribe to SMS

Default Import Address Book Delimiter

Farmat for imparting address book :

SpreadSheet Name ;

Duplication Check.

S Excel -
Sheetl %

™ Enable Duplication Check when adding/updating contacts

-

Cancel ‘ i |

Step 2: Under “Format for importing address book”, select the type of import file you are going to import into
MoCo’s address book. For MS Excel file, you will need to specify the SpreadSheet name also.

Step 3: Click “OK” button.

2.2.4 Import csv/txt/excel file into MoCo

To import from csv file into address book,

Step 1: From the File menu, click on the Import Address Book

Step 2: From the Open dialog box, select the csv or txt file to import into the database. Click “Open” button.

My Recent
Documents

u

Desktop

L'

My Documents

My Computer

5
My Network.
Places

= & cf E-

xport Addr book.csv
B import Addr book 1.csw
Bk Impork Addr book 2.csv
E=E] trnport Addr book 3.csw
L) Import Addr book 4.csw
B trnport Addr book S.csw
Bl Impart Addr book 6.c5v
k) trnport addr book 7.csw

File name:

Files of type:
I~ Open 55 read-only

[E sport £.didr book T esv = Open
[ Comma Separated Values Files [~.csv) =1 Cancel

Step 3: On the Import Address Book dialog, match and select the correct field of each column. If you do not
select a field name above the column, that particular column will not be imported.



Import Address Book

Impart process completed

Mame ﬂ Mobile Number ﬂ MRIC

Dennis Chang +6591181254 STOLZ345A

Foo Chee Yong +E6596988152 571234366 Friends
Daniel Chua +6598465863 ST234567C Friends
Eric Boo +6551983951 573456780

Chang Cheow Joo +6581239211 S7456789E

Hark Loong +6598268922 S7567890F

Kahshin +6593625065 STE7E912G

Mun Kiat +E597429045 S7TE0123H

‘wilzon Chia +6596885045 578912341

< >

Import Cancel

Step 4: If one of the column of your database contains the name of the contact group, you can select the option
“Contact Group” for that column. For contacts who are members of multiple contact groups, the contact group
names are separated by semicolons within the column.

Mabile Mumber ﬂ MRIC ﬂ Contact Group
+6591151254 S701Z23454

+6595988152 571234366 Friends; Class &
+6508465863 S7234567C Friends;
+6581953951 573456780 Friends;Class B
+6581239211 S7456739E

+B598265922 S7SETE90F

+6593625065 SFETEI1ZG

+6597429045 S7789123H

+6596585046 S7EI1234]

Step 5: Click Import button to start importing.

Step 6: A dialog box as shown below will appear, displaying the contacts that are imported successfully and
those that failed.

Import Result

- Passed C

|

Tatal number. 3

 Failed C

Total number: 0

Chang Cheow Joo
Daarel Chua
Denris Chang
Eric Boo

Fao Chee Yong
Hark Loong
Kahshin

Mun Kiat

filson Chia

Cantact Name

| Rizason of Failure

Save Result

Proceed Cancel

Step 7: To save result of the import process, click “Save Result”. The result is saved into a text document.

Step 8: To proceed with the import process, click “Proceed” button. To abort the import process, click “Cancel”
button.



Chapter 3: Creating Templates

MoCo’s Template Editor allows user to create reusable SMS messages. Frequently used SMS can be saved as
template and recalled when needed. User will be able to access the created template by right-clicking of the
mouse button in all “Message” text boxes, and then choosing from the options “Insert Template” or “Append
Template” to include a template into the message.

To add a new template,

2 .
Step 1: Click on = A button to clear Template Information area.

Step 2: Enter template information (template name and content) into respective fields.

r Template Information

Template Mame : Fromotion Template

Template Content : Dear customers, we are having a promotion fram 3rd April to 20 April. All items
will be &t least 30% discounts. Come while stocks last. - From ABC stare.

[153 characters]

Al P

Step 3: Click on — | to save template.

When a template is created successfully, the template name will appear on the List of Templates box.

3.1 Message Tags

MoCo supports the use of “Message Tags” for creating dynamic message content.

Listof Templates

r Template Information

Template Name: Test Template

Template Content Hi <<Riecipient Names>, please remember to come for your appointment at
<chppt Dater>, <<Appt Timex>. To confim, reply S5 “Confim <<Appt Delete
Names>". - FromABC Dental Template

Unda

Update
u Templle
Copy
Paste

Delete = Clear

167 characters] =l  Enlries
Restipient's Name

Recipient's Number ~ ———1
Originatar's Name

Originator's Number

Specic Date

specfic Tine

Appointment Date

Appointment Tine

Appointment Name

You can insert message tags into templates by right-clicking of the mouse, and then select “Insert Message Tag”
to insert the appropriate message tags.

Currently, MoCo supports the use of the following message tags:
e Recipient’s Name — This tag shall be used to insert the name of individual recipients at the time of sending.

-10 -



Recipient’s Number — This tag shall be used to insert the mobile phone number of individual recipients at
the time of sending.

Originator’s Name — This tag is only used in the “Forward to selected Recipients” action of the “Automatic
Response System”. It shall insert the name of the originator of SMS into the message.

Originator’s Number — This tag is only used in the “Forward to selected Recipients” action of the
“Automatic Response System”. It shall insert the mobile number of the originator of SMS into the message.
Specific Date — This tag is only used in the Scheduler. It shall insert the specific date of the scheduled SMS
sending into the message.

Specific Time — This tag is only used in the Scheduler. It shall insert the specific time of the scheduled SMS
sending into the message.

Appointment Date — This tag is only used in the Appointment Book. It shall insert the appointment date into
the message.

Appointment Time — This tag is only used in the Appointment Book. It shall insert the appointment time
into the message.

Appointment Name — This tag is only used in the Appointment Book. It shall insert the appointment name
into the message.

-11 -



Chapter 4: Customer Relationship Management (CRM)

MoCo’s Event Manager allows user to create periodic event to send SMS. With Event Manager, greeting
messages like Birthday, New Year, Christmas and Anniversary can be created and SMS will be send
automatically once the date is reached.

4.1 Add new Event
4.1.1 Add new Event based on Specific Date

To add a new event based on Specific Date,

Step 1: Click on ENzS button to clear Event information area.

Step 2: Enter event information into respective fields.

r Event Infarmation

Evert Name |New “Vear Giestings

Message Content Hi <<Recipient Name3 >, wish you a Happy New Yearl
[49 charactrs]

Message Type:  |Nomal Text v|  EventStatus: [Suspend -
Evert Timing Infarmation
% Based an Speciic Date € Based on Addiess Baok
Spesific Date - Dec 3l B
Period Ay -
Freferred Time to SM5 | 20:00 =i =

Evert Recipients
& Eveyons in Address Book

" Selected Recipients

e Event Name — Enter a name for the event.

e Message Content — The SMS content to be sent when the event’s date is reached. You can use template
and message tags here also.

e Message Type — Indicate the type of message to be sent. Options are “Normal”, “8-Bit Data” and
“Unicode (Chinese Text)”.

e Event Status — Suspend or Active. If event status is “Suspend”, sms will not be sent even if the event’s
date is reached.

e  Specific Date — The date at which the sms will be sent.

e Period — Annually or Monthly. In above example, if “Annually” is selected, the sms will be sent out
every year on 31% December. If “Monthly” is selected, the sms will be sent out on the 31% of every
month.

e Preferred time to SMS — Indicate the preferred time of the day to send out sms. SMS will only be sent
out when both the event’s date and the preferred time is reached.

e Everyone in Address Book — Select this option if the sms is to be sent to everyone within the Address
Book.

e Selected Recipients — Select this option if you only want to send event sms to selected recipients. You
can use the Advanced Search Engine for selection of recipients, or simply select from a list of contacts
and/or contact groups.

g addMew

Evert

Step 3: Click on = to save event.

When an event is created successfully, the event name will appear

-12 -



on the List of Events box.

4.1.2 Add new Event based on Address Book

To add a new event based on Address Book,

Step 1: Click on EN button to clear Event information area.

Step 2: Enter event information into respective fields.

r Event Information

Ewert Mame |B\|thday

Message Content Hi <<Recipent Names >, happy bithday!

[38 charaners]

Message Type Normal Text v|  EveniStatus: [Suspend -

Event Timing Information

(" Based on Specific Date (* Based on Address Book

Address Book Field Date Of Bith A
e e
=1 Prefenred Time to SMS : 10:00 =

Ewent Recipients
{+ Everyone in Address Book

" Selected Recipients

e Event Name — Enter a name for the event.

¢ Message Content — The SMS content to be sent when the event’s date is reached. You can use template
and message tags here also.

e Message Type — Indicate the type of message to be sent. Options are “Normal”, “8-Bit Data” and
“Unicode (Chinese Text)”.

e Event Status — Suspend or Active. If event status is “Suspend”, sms will not be sent even if the event’s
date is reached.

e Address Book Field — Select the field of the Address Book on which the event is based. In the above
example, the event is based on the “Date of Birth” field of the Address Book.

e  Period — Annually or Monthly. In above example, if “Annually” is selected, sms will be sent out every
year on the birthday of the customer. If “Monthly” is selected, sms will be sent out on the day of the
“Date of Birth” every month.

e Preferred time to SMS — Indicate the preferred time of the day to send out sms. SMS will only be sent
out when both the event’s date and the preferred time is reached.

e Everyone in Address Book — Select this option if the sms is to be sent to everyone within the Address
Book.

e Selected Recipients — Select this option if you only want to send event sms to selected recipients. You
can use the Advanced Search Engine for selection of recipients, or simply select from a list of contacts
and/or contact groups.

-13-



Chapter 5: Targeted Direct Marketing

MoCo can be used to targeted direct marketing, that is, broadcasting sms to customers who most probably are
interested in your products / services.

To perform targeted direct marketing,

Step 1: From “Tools” menu, select “Send SMS” option. You can also click the & button on the toolbar
alternatively.

Step 2: A dialog box as shown below will appear. Type in the message you want to send in the message box
provided. The text on the left indicates the number of characters within the message. For “Normal Text”
message, one SMS allows 160 characters. For “Unicode (Chinese Text)” message, one SMS allows 70
characters. If the number of characters exceeds the limit, it shall be broken into multiple SMSes before sending
out.

Send SMS X

Recipients

Advanced ..

Message - This i the message | wart to serd

35 characters]

Message Type: Mol Text =

Step 3: Alternatively, you can select from a list of message templates by right-clicking the mouse inside the
message box. A context box will appear. Move the mouse to “Insert Template” option to select a pre-defined

message template.

Message : |

Message Type : Morrnal Text Delete

Append Template » I§

Insert Message Tag *

Step 4: Select the Message Type of the message you wish to send. If your message contains chinese text, you
must select “Unicode (Chinese Text)” option.

Step 5: Click the “Advanced” button.

Step 6: The “Advanced Recipient Selection” dialog box will appear. In this dialog box, you can enter your
search query (see chapter 3 Search Engine of MoCo User Manual), and then click “Search” button to retrieve
the search result. For example as shown below, you can target your SMS recipients to be males who are between
30 to 40 years old.

Advanced Search Criteria

& Seach

Male j

30-40 Clear Criteria

Includss
Number of years before today

Zh R RN RN EN RN RN EN B

-14-



Step 7: Upon clicking the “Search” button, the result shall be displayed on the lower portion of the dialog box.

Search Result
Mame ‘ Mobile ... | MNRIC User 1D Gender
Denris Chang 5911, 57012384, SelwiA
Foo Ches ‘Yong 465969, 571234368 {T)
Daniel Chua 465964, S7234567C Selected
Eiic Boo 465619, §7345678D Contacts
Chang Cheow Joo +65812.. S745E7RIE
Hark Laong 465982 S7567090F
Kahshin JERO3E. . STRTRSIZG Clear Entrizs
Mun Kiat 465974, S7769123H
Wilson Chia 465960, 57891234I
< >

Step 8: Click “Select All” button to select all the contacts retrieved from the search. You can also select a few of
the contacts by pressing “Ctrl” key and click on their individual names, then click “Selected Contacts” button.

Step 9: Click “Send” button to send the SMS.

Send SMS ]
Send
Recipients Dennis Chang:Foo Chee Yong.Daniel ChuaErc Boo.Chang Cheow
- WJooHark Loong:kahshinMun KiatMfilson Chia; Ezee)
Advanced ...
Message Thiz iz the message | want to send,
[35 characters]

Message Type MNomal Text -
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Chapter 6: Create a Marketing Campaign

MoCo’s Campaign Manager allows user to create SMS campaigns such as voting, contest or survey. With
Campaign Manager, you can create your own e-campaign to consolidate sms feedbacks or surveys in the form
of graphical representation.

£ Do 4 gt

6.1 Add new Campaign

To add a new campaign,

Step 1: Click on 2 button to clear Campaign information area.

Step 2: Enter campaign information into respective fields.

r Campaign Infamation

Campaign Name [Eeverage Suvey

Campaign Description : | Survey on pour favourite drink;
- Green Tea
B2-Red Tea
B3 - Coffes
B4 - Milo

Availatle Options

1 "3"7 1 "7
2 2 2 [
3 ’537 13 ’7
[ T w [

1o 20 Clear All Dptions

e  Campaign Name — Enter a name for the campaign

e  Campaign Description — Text description on the campaign

e Available Options — Enter the acceptable code names (Eg. B1, B2, B3, B4) for the campaign. Each
code name represent a particular selection, in this case for the Beverage Survey, B1 represent Green
Tea, B2 represent Red Tea, etc.
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e

G comemion .
Step 3: Click on - to save the campaign.

When a campaign is created successfully, the campaign name will appear on the List of Campaigns box.

6.2 Delete Campaign

To delete a campaign,

Step 1: From the List of Campaigns box, select the campaign to be deleted by clicking on the campaign name. A
blue highlight will appear.

{7 Dekete
Campaig

Step 2: Click on - " to delete the highlighted campaign.

6.3 Updating Campaign
To update an campaign,

Step 1: Select the campaign to be updated from the List of Campaigns box.

Step 2: Replace the information to be updated.

’i 7 Update

.|17 Campaign R .
Step 3: Click on /= to save the changed information.

6.4 How it Works
6.4.1 Create an ARS Rule

After you have created a campaign using the Campaign Manager, the next thing to do is to create a rule for that
campaign using the Automatic Response System.

r Rules Information

Rule Mame |Eeve|age Survery

r Condition
Sender

S HHALLEH

Advanced

Message Pattem

Begins with ‘Bev

O s |

0O Cortans .~ |

Action Type

[JAuta Reply to Sender
[[IFomward bo selected Recipients Campaign Mame:
[Clrveoke Extemal Application
[Jéutamate Shutdown Peverags Suvey
[JE#port to Text Document

[[15MS Subscription

[Register Contact

Action Parameters

[Infomation Retigval

Following the example on the Beverage Survey, you can now go to the Automatic Response System page and
create a new rule called “Beverage Survey” (or any other name you prefer).
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Select “All” for the sender condition and “Begin with: Bev” as the message pattern condition, as shown in above
screen shot.

Select the “SMS Vote/Contest/Survey” action and key in “Beverage Survey” as the campaign name. Once all
these information is keyed in, you can add the new rule to the system.

6.4.2 Wait for incoming SMS

Once you have created the campaign and its corresponding rule, the only thing you need to do is to wait for
incoming sms.

For example, the following message content would be considered as a valid vote for this campaign:
“Bev B2~

When MoCo received the above-mentioned sms, it would consider it as a valid vote for the campaign “Beverage
Survey”, as a vote towards the option “Red Tea”.

6.4.3 View Campaign Result

To view the result of a particular campaign,

Step 1: Select the campaign from the List of Campaigns box.

Wisw
Result

Step 2: Click on p 7 to view the result of the campaign.

Step 3: A dialog box will appear, displaying the result of the campaign.

SHS Result 5]
Campaign Name: Beverage Sunvay [ s
e Chat
"~ Bar Charl
r~ Campaign Description
[Srvey o your lavoueie
|
B - Green e
82 - Red Tes
B3 - Cuflew
84 - Mo
OptonMeme | vorer | Hecewed wakdhy | Massage |
o UL, Meech 20, 2007 152941 akd Bev b2
o HE59L...  Merch 20, 2007 150020 Wald Bevbd
a1 46591, March 20, 2007 15230044 Vol Bevhi
-3 VEEAL..  March 20, 2007 153047 Vol By 2
(~Sumemary Information. -
i I tgreen duglented vobes
Ogeion e [ Tetal voie i :':‘3'”“‘“’"
L1} 1
& 2
B 1
" o

The top portion of the dialog box will show the graphical representation of the campaign result. The lower
portion will show the detailed information of each votes.
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Under the “Detailed Information”, a context box will appear if you right-click the mouse on any of the vote:

Detailed Infarmation
[(Option Mame | voter | Received [ validicy [ Message
B2 +6591... March 20, 2007 15:29:41 Walid Bew b2
4, March 20, 2007 15:30:20 walid Bew b3
. March 20, 2007 15:30:44 walid Bew bl
March 20, 2007 15:30:47 walid Bew b2

[ Sunnaes
i I tanare duplicated votes

Save Information

Option Nare [ Total vote
61 1
82 2
83 1
B4 0

e Flag as Valid — Select this option to flag this particular vote as a valid vote.
e Flag as Invalid — Select this option to flag this particular vote as an invalid vote.

The option “Ignore duplicated votes” can be used to ignore multiple votes on the same item from the same
mobile phone number. This option is useful if one wishes to implement a one-man-one-vote system.

gt Wame: e apo Sarvy “Dugdary Cpien
= o

B
Dokl
B

¥ lgrers duplested vobes

s Tuamaen
i

To save the campaign result to a file, click the “Save Information to File” button.

6.4.4 Making use of Campaign Result

rDetailed Information

Option Name | Vaker Received Valdty | Message
B2 +6591...  March 20, 2007 15:29:41 vald Bew bz
B3 +6591...  March 20, 2007 15:30:20 vald Bew b3
Bl +6591...  March 20, 2007 15:30:44 vald Bew bl
B2 +6591...  March 20, 2007 15:30:47 Yald Bev b2

rSummary Information

Tatal Vote

Option Name
1

E Send SMSto Al

1

1
1

I¥ Ignore duplicated votes
Save Information
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Under “Summary Information”, you can right-click the mouse on any option name and a context box will
appear.

e Send SMS to All

Send SMS to All =
Recipients Message
e Thanks For particpating, As your vots it the
5595555666 most popular choice, you are entitled to a

free gift, Please collect the fres gift st any of
our counters.|

[152 characters]

Message Type ! Normnal Text -
Send Cancel

A dialog box as shown above will appear for you to send SMS to all the voters who have selected the
option.

e  Select Winner

Select Winner &‘
rList of Mobile Mumbers
S Mumber of Winners : 1 Pick Winner
+6591111222
+6591111222 [ WWinners
+6594444333
+6595555666 Position ‘ Maobile Number
1 +6594444333

Send SMS ko Winners

Congratulations ! You are the winner for our
heverage survey

[61 characters]

Message Type : | Mormal Text -~
Send SMS ko
B Save Result Close

A dialog box as shown above will appear for you to select winner(s) from a list of voters who selected the
option.

Simply enter the number of winners and click “Pick Winner” button to randomly select a winner(s).

Upon selecting the winner, you can also send a message to the winner(s) by keying in the message and then
clicking the “Send SMS to Winners” button.
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Chapter 7: Other Features
7.1 Label Printing

MoCo allows user to perform label printing on standard label type 1029.
To perform label printing, select “Print Label” from the File menu. A dialog box as shown below will appear.

Print Label x|

Select Contact : I hang

5 ] i -
| Label ho. 1028~ | oK

Cancel

Type of Label :

Position in Label
i« Left
" Right

Step 1: Select the contact who you wish to print the label of.
Step 2: Make sure the type of label is “Label No. 1029”.

Step 3: Select the position within label for printing. Click “OK”. The below Print dialog box will appear.

fPrint 2ix]
- Printer
Mame: | Canon MP700 Piinter =1 Properties |
Status.  Ready
Type:  Canon MP700 Printer
‘where:  LUSBOO2
Comment: ™ Prirt to file
- Print 1ana Cori
= al Mumber of sopiss: |1 =]
C Pages fom[T w1
R LIkl R]
Hele | Cancel |

Step 4: Select the appropriate printer name. Click “Properties” button to set the paper size.

&% Canon MP700 Printer Properties

x|

£ Main 5 Page Setup | @ Stamp/Backaround | w# Effects | (8 Profies | i Maintenance |

cl

i

B Page Size:

4 Origntation:

L P e siee

@ Partrait

R -
£ Landscape

[5ame as Page Size =l

Printing Type:

™ Borderless Frinting

Amourt of Extension

r QR |

™ Duplex Printing

A5
WNormal-size Printing Staple Side: ' Longside stapling ¢ Shart-side stapling
Copies i = (1339
I~ Reverse Order
2 [ Callzte
Defauits
0K | Cancel | Help |

Step 5: A dialog box as shown above will appear. Note that for different printer, a different kind of dialog will

appear.

Step 6: Go to Page Setup and set the Page Size to “A5”.

Step 7: Click “OK”. You will return to the previous Print dialog box.

Step 8: Click “OK” to proceed with the printing.
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7.2 Receipt Printing

MoCo allows user to perform receipt printing on ‘A5’ size paper.

To perform receipt printing, select “Print Receipt” from the File menu. A dialog box as shown below will
appear.

Print Receipt

Reference Number | | REFOD0000D]|

Step 1: Enter the reference number of the account you want to print.

Step 2: Click “OK”. The below Print dialog box will appear.

feeint el I

— Printer

Name: | Canon MP700 Printer =1 Properties... |

Status:  Ready

Type:  Canon MP700 Printer

Where:  LISEDD2

Comment I~ Frint to file
 Piint rang Copi

& Al Mumber of copies: |1 =]

C Pages o [T T

€ Seecon B A 3

Help | Cancel |

Step 3: Select the appropriate printer name. Click “Properties” button to set the paper size.

20
) Man % Page Setup | @ StampsBackground | aé Effects | (3 Frofiles | fi Maintenance |
g Page Size: =
4 Orientation: " Pomai © Landscaps
[I 5 Printer Paper Size [Same as Page Siz= =l

Piinting T ype: I Q Momal-size Fiinting j

I~ Borderless Printing

_ P S -—_"_ o

a5 I~ Duples Printing
Normal-size Printing Staple Side; & Lorgside stapling € Short-side stapling
Copies i = (s

™ Feverss Order
¥ Collate

RN

Defaults
0K | Caneel | Help |

Step 4: A dialog box as shown above will appear. Note that for different printer, a different kind of dialog will
appear.

Step 5: Go to Page Setup and set the Page Size to “A5”.
Step 6: Click “OK”. You will return to the previous Print dialog box.

Step 7: Click “OK” to proceed with the printing.

-22 -



7.3 Accounts System

MoCo has a built-in Accounts System for user to perform some simple accounting tasks.

To invoke the Accounts System, select “Accounts System” from the Tools menu. A dialog box as shown below
will appear.

Accounts System E‘

r#ccount Shest

Display Options

Ref. No. | Date [ chientMame [ Type | Description | amt paid
o Today's Transaction REFOO000004  August 07, 2007 13:32:10  Peter Tan Products  Something ABC 25,00

REFOO000004  August 07, 2007 13:32:10  Peter Tan Products  Something DEF 35.00
" Current Month's Transaction REFOO000004  August 07, 2007 13:32:10  Peter Tan Services Consulkation & 30,00

REFOO000004  August 07, 2007 13:32:10  Peter Tan Services Consultation B 50.00

" Customized Period

Other Options
Payment Type @
All -

Account Type @
Products, Services '] ¢ | E

Morning Balance: | 0,00 Afternoon Balance: | 140,00 Might Balance: 0.00

Tatal Balance: 140,00

Search
Add Mew Transaction Settings Sawve Accounts Sheet

7.3.1 Add New Transaction

Step 1: Click “Add New Transaction” button. A dialog boz as shown below will appear.

Add Accounts Record E|

Account Infarmation

Reference No. : REFO0000005 Assistant Name ! Eddy

Client | Supplier : John Chan Rermarks :
Payment Type ! Cash

Last Modified :
Type Description Amaunt Paid L
Products ABC 50
Services Type B2

N A R I

Save Cancel

Step 2: Key in the accounts information. For expenses, you can add a minus sign in front of the Amount Paid
value.

Step 3: Click “Save” button to add the account.
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7.3.2 Manage existing account items

Ref, Mo, | Date | Client Marme Tvpe Descripkion Amk Paid

REFOOOODO04  Augusk OF, 2007 13:32:10  Peter Tan Products Somekhing ABC 25.00

REFOOOOD004  Augusk OF, 2007 13:32:10  Peter Tan Products Something DEF 35.00

REFO00000004 AL ATSROnIE SRl BelEikon Services Consultation A 30.00

REFO0000004 Madify 51532:10  Peter Tan Services Consultation B S0.00
Delets

Prink Receipt

To manage existing account item, right-click on the item and a context menu will appear for the following
options:

o Modify — Select this option to modify the information of the account item.

o Delete — Select this option to delete the account item.

e Print Receipt — Select this option to print receipt for this account item. Remember to set the paper size
as ‘A5’.

7.3.3 Query Account System

Display ©ptions
f* Todaw's Transaction
7 Current Month's Transaction

" Customized Period

Ckher Options

Payment Type :
[ Al =

Account Type @

| Products, Services -

Search

At the Display Options, select the query parameters and click “Search” button. The list of account items that
satisfy the query parameters will be displayed, together with the calculated balances.

7.3.4 Accounts Settings

= X
Morning Timings ! |12:DD AM f=| @ |11:59 A =
Afternoon Timings @ |12:DD PrH f=| @ |05:59 FM =
Night Timings : osoop = [iimeem

Save | Caneel |

By clicking the Setttings button on the Accounts System dialog box, the above dialog box will appear. You can
set the individual timings and click Save button. The timings shall affect the calculations of individual balances.
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7.3.5 Save Accounts Sheet

By clicking the “Save Account Sheet” button on the Accounts System dialog box, you can save the currently
displayed account sheet to a HTML file.
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