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Collaborate remotely with your teams



The collaborative
solution for a maximum
performance!

Tamplo is the collaborative working solution that
allows you to connect your meetings to a real-time

monitored action plan.
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TAMPLO STARTING KIT

CREATION OF YOUR ACCOUNT AND FIRST CONNECTION

iQuick and easy! Create your account in less than one minute and get access to your online space.
No installation required.

ACCOUNT SET UP

Customize your account based on your organization's needs.

MAIN FEATURES
Discover TAMPLO'’s strenghts.
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CREATION OF YOUR ACCOUNT AND FIRST CONNECTION

® STEP1
» Create an account by clicking on on TAMPLO’s home
page.
+ Avalidation link will be sent to the email entered.
iCheck your SPAM!
©® STEP2

* Click on the validation link.

©® STEP3
* Create a password.

©® STEP4
* Log in to your TAMPLO space.
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ACCOUNT SET UP

® STEP1

+ Ask yourself : Which are my objectives?
“l want to get out of my meetings with an action plan.”
“I want to follow up the progress of my teams.”

©® STEP2

+ On which perimeters you want to work on? With whom?
“l want to optimize collaboration within my marketing
and HR team.”

@©® STEP3

+ GO! Create your departments (marketing and HR), your
projects (social media, digital strategy, etc.) and invite your
different teams.

©® STEP4
« If you need further help or information, contact us!
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. Organisation structure

@ users

@ oOperational activities

(Can see and manage everything*>

(ORGANIZATION)
MY COMPANY

\ v
A (manager)

fm)

B
C (manager)
D

@60y

(DEPARTMENTS) (@A SALES e
MARKETING @ D (Can see and manage everything within his/her department ) RESOURCES
F L/
@ G (department leader)
(Can see and manage everything within his/her project>
'V
(PROJECTS) (R A (project leader) COMPETITION
SOCIAL MEDIA \‘ DIGITAL STRATEGY MARKET RESEARCH ANALYSIS
@o
F (follower)
A
( Limited rights to his actions )
(DASHBOARD)
(TASKS) (MEETINGS)
PHASE 1 40% Closed 60% Open
@ Post on Linkedin and Twitter Weekly meeting / MON 10h @ ‘) PHASE 2 24% Closed 76% Open
Promote the launch of TAMPLO 10 - Planning and objectives for the week onTIvE LATE srarus users

e ©

Implement images and logo in the
different social networks

Create infographies for digital
publications

- Feedback of the past week
- Customer satisfaction

Post on Linkedin and Twitter

(O create infographies for digital
publications

IMPORTANCE

40% 60%

o Late © In progress o Critical
+ Ontime © Open « Important
Less important

© Sebastien
© Adrienne
o Philip

*All roles are configurable.
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MAIN FEATURES

“ADD” MENU

CALENDAR
MEETINGS
TASKS

PROJECTS

DASHBOARD
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jCreate anything with just one click, fast and easy!

On the main menu you will find

the “add” option.

+ + + + +

ADD TASK

ADD MEETING

ADD PROJECT

ADD DEPARTMENT

ADD USER

iCreate any element you wish from

here!
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Your meetings and tasks, all in one place!

0 Add a meeting

4 January, 2021 »

L With the filters system you are able to see only your meetings or your tasks (or both). ]

Meetings (:] Tasks Y £ @
z
1 2 3 @ 9:00 Team meetini +—Fr
Prepare the documents for...
< Send monthly newsletter
5
) ? Print brochuref
— Here you will be able to see the @
4 5 6 7 10 L
® Upload Dec invoices elements [anned for the da
On the Calendaryou are ab[e ® Send monthly newsletter p 'y
to review the meetings and p o selected on the calendar.
tasks planned during the
11 12
month.

13
Translate web site content
@ Prepare posts for social...

14
Call supplier

16:00 Meeting with client Z

Prepare presentation for cl...
—— ® Launch Web site

18
Quote printing The color code indicates the status of your
meetings and the importance of your tasks
25 26

27
9:00 Team meeting

28
@ Customer follow up

@ Contact Chamber of comm..

15 16 17
a I
Go from the global view to the
g with client Y N " specific view by clicking on the
element of which you want to
obtain more information.
29 30 31 = J
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Optimize your meetings by connecting them to an action plan!

Here you will find the history of your meetings and

To access into a specific meeting, click on it from the calendar view.

closed topics, and you will be able to upload useful files.

I — ), TEAM MEETING

by Sébastien | 10 Dec 2020 | 10:00 am to 11:00 am

AGENDA

@ Amélie

Tool design

Add the topics to discuss.

- Create icons for every menu and submenu

Add your decisions and add
- Create pages for meetings, services, projects and tasks
- Design the pop-up windows for every function relevant information.

- Include the logo in every page footer

v

@ Information (1) v o Information

A ..
—,Q\— Decisions (3) v

L——p @) Decision

Tasks (2) a

®
0@
@ Comments (2) v

Add or create tasks related @ Task

Prepare pop up windows designs

Subtasks v | 10Dec2020 v (D CEED

to the meeting.

Convert logo to different formats
Sub tasks v | 30 Dec 2020 v

TO DISCUSS v

Add your comments. ’—b © comment

CONCLUSION

MEETING PARAMETERS

General
New design

Business development

INVITEES

Julien

@ Amélie
@

Sébastien

@
@ Vikrant
)

Emily

0 Invitees

<< BN < <]

Add your
conclusions in
order to complete

a meeting.

From here, you
can edit your
meeting

information.

Check the
people
attending the
meeting, but
also the people

not attending.
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gt
Structure your teamwork by creating tasks!

From the main menu, access to
the tasks lists.

Web site new design

—

a subtasks, upload files, and send reminders.

Here, you will find the option to clone a task, add

A\
n DASHBOARD
1]

‘-‘ {39- DAY PLAN Integrate all images on web site /
o [
MY TASKS
B : @ %
| May 15, 2020 v ® IMPORTANT %' INPROGRESS v
A }
+ =) LATETASKS :
X } ,pe v O cb
! O  Amélie O  Adriana O  Pphilippe
Don, }
S=| aLTasks ! h
l
|
@ PERSONAL TASKS | Create images to illustrate each section on the web site home page ¢———
|
(D Comments(2) & Add a description (with images, videos, links...) I @ comment

You can easily edit the information « @ Web content.doc has been uploaded.

of a task (status, importance, date...)

« @ Hi Adriana, could you please upload the web content document?

I

Add or respond to comments. ’
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Manage your projects like a PRO!

Organisation menu: access all of your projects.

Y &
(1) PROJECTS
s o o RECENTLY VIEWED (6)
[U_U] t[ES
E’n DEPARTMENTS
PRODUCT LAUNCH Social media New web site Partner X +“—
° Product development Marketing Marketing Business development
[olat*]
> [g 88 users
Open actions: (10) Open actions: (10) Open actions: (10) Open actions: (10)
0 Completed actions: (25) Completed actions: (25) Completed actions: (25) Completed actions: (25)
Status: OPEN Status: OPEN Status: OPEN Status: OPEN
Project owner: Sebastian Project owner: Sebastian Project owner: Sebastian Project owner: Sebastian
Team members (15) Team members (15) Team members (15) Team members (15)
START: 20 May 2020 START: 20 May 2020 START: 20 May 2020 START: 20 May 2020
END: 04 Jun 2020 END: 04 Jun 2020 END: 04 Jun 2020 END: 04 Jun 2020
Created by SEBASTIAN on 18 May 2020 Created by SEBASTIAN on 18 May 2020 Created by SEBASTIAN on 18 May 2020 Created by SEBASTIAN on 18 May 2020
> Investments k Quality tests
General Product development
Open actions: (10) Open actions: (10)
Completed actions: (25 .
’ . Completed actons: (25) The color code corresponds to the
Status: OPEN Status: OPEN . . .
Click ¢ ifi iect . - department of which the project is
IC oaccessa spec' Ic pro.lec ¢ Project owner: Sebastian Project owner: Sebastian
art.
p— Team members {15) Team members (15) p
END: 04 Jun 2020 END: 04 Jun 2020

Created by SEBASTIAN on 18 May 2020 Created by SEBASTIAN on 18 May 2020
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[ From the project submenu you will have access to different functionalities that will allow you to better manage your projets. ]

Eﬁ PRODUCT LAUNCH

Dashboard
‘= Tasks
F Phases

5

User stories
888 Team (8)

0 Files (5)

DASHBOARD: with the pie charts, have a global view of the progress and status of your project.

TASKS: here you will find all the tasks of the project.
PHASES: allows grouping tasks to be performed within a certain time limit.

USERS STORIES: allows you to centrilize information (text, images, videos...) that are relevant to
a project in order to create an action plan related to it.

TEAM: integrate your project team and assign different roles (By default, project manager,
project collaborator).

FILES: here you will find all the files and documents concerning the project since its creation.
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. A global view and a precise follow up of your activity!

L)

T A U O

DASHBOARD

DAY PLAN

MY TASKS

LATE TASKS

ALL TASKS

PERSONAL TASKS

HELLO SEBASTIEN, Here is some info to help you have a good overview of your work.

MY TASKS
20 late tasks (25h)

ON TIME [ LATE

¢

IMPORTANCE

—A

QYEQ
a
JUNE 23,2020
Tuesday
From the
COMPLETED TASKS gg MEETINGS TODAY /3-1\ DAY PLAN dashboard, you will
k leted duri . &2 ¢ .
the lastsevendays 0OO0Q  Nomeetings K Task have quick access to
different elements.
STATUS
. ™
Here you have a complete
® Late In progress .
on time ® Open summary of all the actions
represented on graphics:
By clicking on the graphs, you
will go from a macro view to a
specific view in two clicks.
USERS L )
10%
@ Critical @ Sébastien
Important ® Amélie
Less important 20% @ Philippe
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JOIN US TODAY!

TAMPLO TAMPLO Tamplo_com

For further information you can contact us on:

info@tamplo.com
06 65 03 85 46
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