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Creating an Account

In order to create an account on timetoreply™ (TTR) follow these steps:

1. Visit https://portal.timetoreply.com/register and register for an account.
2. Follow the signup wizard that will take you through the following steps:
a. verify your email,

b. create or join a company,
c. setup your business hours,
d. add agents (mailboxes),
e. setup complete.
3. To verify your email you will receive an email. Find the email in your inbox or junk folder and
click on the button that says Verify now. If you do not receive the email please contact
support@timetoreply.com

® timetoreply Team 9:02 PM
Verify your email address Inbox - Launchsite
TimeToReply Hi Dane, Welcome to TimeToReply. For your
security, we need to verify we have the correct email address...

4. Either create a new company or join an existing company if someone in your company has
already set up a TTR account and you want access to the data in the account.

5. Setup your business hours if you want the response time calculations to only include the time
that has elapsed during business hours. Otherwise set up the business hours to 00:00 and 24:00
to exclude business hours and track around the clock. How it works: If you set your business
hours to 09:00 to 17:00 and an email comes in at 08:55 and your agent responds at 09:10, the
response time will be 10 minutes as only 10 minutes of business time has elapsed. The first 5
minutes of the 15 minutes were out of business hours and therefore not included.
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https://portal.timetoreply.com/register
mailto:support@timetoreply.com

Taols | Account [ Company | Business Hours

Please enter some business hours before proceeding.

@ % \°] ¥ v
WVerify Your Email Create or Joina Setup Business Hours Add Agents Setup Complete
Address Company Add some of your company  Once you have added some
Verify your email address by You need 1o create a new s 2 %gf"&'-' oAt sl e e
clicking an the link sentto  company, or join an existing us your business hours tracking their reply times satting up TimeTofieply
your email address one

Company Business Hours

Tell us about your business hours so that we can calculate fair reply times

Add Business Hours: | Day v | From v Ta v Add Business Hours

6. The next step is to add your agents. Click on Add Agent Now. If you are using Gsuite, IMAP, MS
Exchange or 0365 you can select the appropriate option and complete the fields to add your
agent. The standard option is to add each mailbox one-by-one and each mailbox owner will
receive an authentication email which includes a link they need to click to give TTR permission to
track their email performance.

If you are using 0365, you can choose to bulk add agents by selecting the Bulk Add option and
then choosing the 0365 option on the next page. When using the Bulk Add option, you need to
authenticate with an 0365 admin user’s credentials once and then you will be redirected back to
TTR where you will see a list of all the mailboxes on your 0365 account. Simply tick the
mailboxes you want to track and click Add and the mailboxes will be tracked by TTR.

7. Once you have added your agents, your setup is complete and you can navigate away from the
wizard.
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Agents/Mailboxes (a.k.a mailboxes)

Gsuite
1. When in the dashboard, click on Add/Remove Agents on the left menu.
2. On the next page click on Bulk Add.
3. Choose the Gsuite option.
4. Follow the instructions on the next page:

Before you get started with G Suite Bulk add functionality, you need to complete a few steps in your G Suite account in order to allow TimeToReply to connect with your
account. Following the steps below, you will be granting TimeToReply permission to read Gmail Metadata, and read a list of all the users on your G Suite Account

.com to leg in te your G Suite Admin Panel

Click "Advanced settings"

Click "Manzage API client access”

S R S

You should be presented with a screen that allows you to add a new API client, and shows your existing AP Clients. Should you ever wish to revoke access to your G

Suite Account, you can simply remove our Client ID from this screen.

For Client Name, enter TimeToReply app Client ID: 106363700407289388807

7. For "One or More API Scopes”, enter the following: https:f/www.googleapis.com/auth/gmail. metadata,
https://www.googleapis.com/authfadmin.directory.user.readonly

o!

Once you have completed the steps above, we also need to know which G Suite Administator email address we should use. Timetoreply will impersenate this Admin account
{with read-only permissions) to list all users within your G Suite account. This will allow you to tick each one you want to add as an agent in TimeToReply.
5. Once you have completed these steps, enter your GSuite admin email address at the bottom of
the page and click “Continue to agent selection”.
6. You will be directed to a page that will list all of the mailboxes on your Gsuite
environment. Simply “tick” the ones you want to add to timetoreply™ to be tracked and
click “Save Agents”.
7. Your mailboxes will be connected to timetoreply and the system will start analyzing your
email header information to produce email reply time metrics and advanced email
analytics.

0365 / Office 365

1. When in the dashboard, click on Agents/Mailboxes on the left menu.
On the next page click on Add Now button

3. Enter the agent’s / mailbox name, enter the email address and select the Microsoft / 0365
option from the dropdown and click Send Invite.

4. Aninvite email will be sent to the mailbox you have entered and it will include an authorization
link/button.
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Dane Test Company wants you on TimeToReply. Inbox %

timetoreply Team 9:06 PM (1 minute ago) 4
tome [~

Hi Dane Test,

‘Your company (Dane Test Company) wants to start tracking your email
response times with TimeToReply

For us to do that, we need your permission!

Simply click the button below, and sign in to your company email
account to grant us access.

Authorize TimeToReply

Thank you for using our service!

Regards,
TimeToReply

The mailbox owner needs to click on Authorize TTR.
5. The link will redirect them to a Microsoft login page. The user will need to log into the Microsoft
0365 account that is being added to TTR and click on the button to Grant TTR access.

Bn Microsoft

Sign in

dane@ttrshared.onmicrosoft.com)|

No account? Create onel

Can't access your account?
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6.
7.

Thank You!

We have successfully added your
account to TimeToReply. The owner of
the account has been notified that your
mailbox has been linked to Time To
Reply. ¥ou can close this window.

Once permission has been granted, you can refresh the Add/Remove agents page in the
dashboard and you should see a ‘tick’ next to the mailbox that has just been added.
Approximately 10 minutes later there should be data in the dashboard for that mailbox. You can
see if there is data by going to the Overview Report or the Message Logs in the dashboard.

0365 Bulk Add Agents / Office 365 Bulk Add Agents

IMAP

Go to Agents/Mailboxes and click on the bulk add button.

On the next page, click on the bulk add agents button under the Microsoft Office 365 option.
You will be redirected to an 0365 login page. Sign in using a super admin account and accept the
permissions.

You will be redirected back to TTR where you will see a list of all of your mailboxes. Tick the
mailboxes you want to add to TTR and click save agents.

Go to Agents/Mailboxes and click on add agent or add another.

On the next page enter the agent or mailbox name, email address and choose IMAP under the
type dropdown and click send invite.

A box will appear labeled IMAP details. Enter your hostname, port number, encryption type,
mailbox username, and password, and click save credentials to add your mailbox to TTR.
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MS Exchange

1. Go to Agents/Mailboxes and click on add agent or add another.

On the next page, enter the agent or mailbox name, email address and under type, add MS
Exchange and click send invite.

3. An email will be sent to the mailbox you are trying to add. The email will include an
authentication link.

4. Click on the authentication link and you will be directed to a page where you will need to click
on the MS Exchange option. Enter your email address and password and click sign in.

5. You should automatically be redirected back to TTR. However, if we were not able to connect to
your mailbox, you may be required to enter some advanced settings. If so, enter your Exchange
username and Exchange server address.

6. Once successful, you will be redirected back to TTR and you should see a tick next to your
mailbox, indicating it has been successfully added.
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Reports

Overview Report

The report overview page allows you to view data for your entire account or you can filter to a specific
mailbox, team, individuals, group/shared mailboxes, customers and suppliers.

The first section of the Overview Report contains your date range selection boxes, search by email
subject and most importantly two boxes that allow you to query your data. The way that one would
query data is always “Show stats for x” when communicating with “when communicating with y”.

From To Search Email Subject
(2]
Nov 4th 2019 Nov 11th 2019
Show stats for: When communicating with:
My Company _.‘ Anybody
Choase fram your company or type a customer domain or email address Choase from your company of type a customar domain or email address
More Settings 4

&o Reply Time Goals & Advanced Filters [VRE] 0 0

For example:

Show stats for My Company when communicating with Everyone Else would show you your stats for
how your company is responding to everyone external to your company (i.e. ignoring all internal email
communication).

Show stats for John Smith when communicating with @cocacola.com would show you how your agent
John Smith is communicating with anyone at your customer Coca Cola.

Show stats for John Smith when communicating with sarah@cocacola.com would show you how your
agent John Smith is communicating with your customer Sarah from Coca Cola.

If you click on “More Settings” a panel will appear that has numerous additional settings. You can use
these additional settings to filter your data by toggling the switches on/off. If you want to see all
inbound email conversations that have not received a reply from your company you can toggle
“Outbound” and “Internal” off under Conversation Types and toggle “Have Replies” and “Have
Forwards” off under Should The Conversation Have Replies. That will mean that only Inbound and Have
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No Replies will be toggled on and you will see stats for inbound conversations that have not received a
reply.

From To Search Email Subject
12}
Mov 5th 2019 Now 12th 2019
Show stats for: When communicating with:
My Coempany ‘_. Anybody
Choase from your company or type a customer damain or email address Ehoose from your company or type a customer domain or email address
More Settings w
Show Conversations With Initial Reply Times Over: 00h:00m
Conversation Types Should The Conversation Have Message Classifications Message Types
Replies
() Inbound D First (:' Inbaund
‘ ) Have Replies
D Qutbound D Reply c Quthound
D Have Mo Replies
@D internal @ recty-au @D ntermal
. . . D Have Forwards .
You are including all conversation D Forward You are including all message types
types ‘You are including conversations that

have replies, those that don't have You are showing calculating, first,

replies or those that have faorwards.

reply, reply=-all, forward messages, but

excluding all other classifications.

e Reply Time Goals 43 Advanced Filters [TREE] o|0

The next section displays your volumes of conversations, no. of emails received and no. of emails sent. If
you click the +More button you will see more information about each of those volumes.

Email and Conversation Totals v
Conversations Emails Received Emails Sent
6288 8165 6848
O Mare @ Mare @ More

If you click on +MORE below the Conversation, Emails received or Emails Sent stats, you will get a
detailed breakdown of the metrics. The definitions are explained below:

Total Conversations

The total number of email conversations or threads. Note, that the total
number of email conversations could be 10, but the total number of emails
397 could be 100 if there were 10 emails back and forth per conversation. So the
Total Conversation is the total number of conversations and not the total
number of emails/messages.

TOTAL
CONVERSATIONS
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Internal Conversations
The total number of conversations that occur between two agents on
timetoreply™.

INEOUMD

CONVERZATIONS

379

Inbound Conversations

The total number of conversations that have been started as a result of an
inbound email being the initial email (first email) to the conversation. If a
customer emails in and starts a new email conversation thread that is seen
as an inbound conversation.

QUTBCUND

COMNVERSATIONS

949

Outbound Conversations

The total number of conversations that have been started as a result of an
outbound email being the initial email (first email) to the conversation. If
one of your agents sends an email to a customer and starts a new email
conversation thread that is seen as an outbound conversation.

CONVERGSATIONS

WITH REPLIES

] CFLIE

Tatal 33
Agent: 28

Conversations With Replies

The total number of conversations that have received a reply. The total
includes agent replies and external replies. The agent total is the number of
conversations the agent has responded to.

COMPLETION

7.05%

Completion Ratio

The number of inbound conversations divided by the number of agent
conversation replies gives you the completion ratio. This is the percentage
of new inbound emails that are responded to by your agent(s).

TOTAL

Tatal: 611
Agent: ?9

Total Messages
The total number of messages (sent and received) in the system.
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FIRST

First Messages
The total number of emails that start a new conversation. l.e. the total

MESSAGES
number of initial emails (sent or received that start a new conversation).
rotal: 400
Agent: 14
Reply Messages
r""b ) The total number of messages that were replies, whereby the respondent
; | ?-é clicked ‘reply’ to respond to the email. This does not include ‘reply all’ or
o ‘forward’.
Agent: 26 orward
Reply All Messages
T The total number of messages that were replies whereby the respondent
MESSAGES
a8 clicked ‘reply all’ in response. This does not include ‘reply all’ or ‘forward’.
Tatal:
Agent: 25
Forward Messages
rRTAAnD The total number of messages that were forwarded.
MESSAGES
Total: 87
Agent: 14

ANVG. INITIAL TTR

01h:04m:59s

Average Initial Reply Time

The average response time of your company,
team, shared mailbox or agent (depending on
what filter you have applied), to first emails. I.e.
new emails that start a conversation. Also known
as ‘average first response time’'.

AVG. OVERALL TTR

01h:39m:28s

Average Overall Reply Time

The average response time of your company,
team, shared mailbox or agent (depending on
what filter you have applied), to all emails (first
emails and all other conversational emails).
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There are two “Average Reply Time” blocks. One with green numbers and one with blue numbers. The
green numbers take business hours into account, while the blue numbers ignore business hours and
take all the time that has elapsed between receiving an email and replying to an email when calculating
the email response times.

The numbers are all averages. There are three stats, namely; (Average) Initial Reply Time, (Average)
Overall Reply Time, and (Average) Forward Time.

The Initial Reply Time looks at how long your company has taken to respond to the first email in every
conversation and averages the reply time.

The Overall Reply Time looks at how long you take to respond to every email received (first email and
subsequent email replies) and works out the average time taken to reply.

The Overall Forward Time looks at how long you take to forward any email received and works out the
average time it takes your company to forward emails.

If you click on +More, you will see a percentile breakdown of how many emails you respond to within
the different time bands. For example, even if your average initial response time is 19m:08s, your
business might be responding to 80% of emails in under 10 minutes. You can set your own Reply Time
Goals (bands) by clicking on “Reply Time Goals” in the top section below More Settings.

Average Reply Times - Taking Account of Business Hours v | A n

Initial Reply Time Overall Reply Time Overall Forward Time
01h:27m:59s 02h:48m:12s 18h:57m:42s
D More [+ D Mare

Average Reply Times - Ignoring Business Hours v A n

Initial Reply Time Overall Reply Time Overall Forward Time
06h:26m:37s 11h:29m:25s 75h:38m:41s
O Moare [+ T D Mare
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Average Reply Times - Taking Account of Business Hours

Initial Reply Time

01h:27m:59s

Overall Reply Time

02h:48m:12s

i Mcre

OF IMITIA IES UNDER 15M:005

66.72%

OF INITIAL REPLIES UNDEA 07H:00M

84.97%

% OF INITIAL REFLIES UNDER 0ZH:DOM

90.78%

% OF INITIAL REFLIES UNDER Q4H: DM

95.03%

% OF INITIAL REFLIES UNDER 0BH:DOM

9717%

% DE IMITIA PLIES UNDER 24H:00K

98.50%

FINITIAL REFLIES UNDER 48H:00M

99.61%

More Settings

- -3
Overall Forward Time

18h:57m:42s

D hore

<

a0 Reply Time Goals Be Advanced Filters [E] m

The following section is a table that breaks down the overall performance by agent/mailbox. Using the
Display Options tick boxes you can choose which columns you want to hide/display. You can rank by any
column by clicking on the header of that column. The column names are explained below:

Email Mailbox or alias that the statistics are linked to.

Conversation | The number of conversations/threads.

Internal The number of emails between two or more of the agents/mailboxes that have been
added to TTR.

Inbound The number of conversations that started with an email from an external source. l.e.
not started by one of your agents that are on TTR.

& timetoreply
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Outbound

The number of conversations started by one of your agents that have been added to
TTR.

Have Replies

The number of conversations that have received a reply.

Messages (R)

The total number of messages received by your agents/mailboxes.

Messages (S)

The total number of messages sent by your agents/mailboxes.

First (R) The total number of first messages received by your agents/mailboxes.
First (S) The total number of first messages sent by your agents/mailboxes.
Replies (R) The total number of replies received by your agents/mailboxes.
Replies (S) The total number of replies sent by your agents/mailboxes.

Reply-alls (R) | The total number of reply-alls received by your agents/mailboxes.
Reply-alls (S) | The total number of reply-alls sent by your agents/mailboxes.

Forwards (R)

The total number of forwards received by your agents/mailboxes.

Forwards (S)

The total number of forwards by your agents/mailboxes.

Initial TTR The average response time of your company, team, shared mailbox or agent
(depending on what filter you have applied), to first emails. l.e. new emails that start a
conversation. Also known as ‘average first response time’'.

Overall TTR The average response time of your company, team, shared mailbox or agent

(depending on what filter you have applied), to all emails (first emails and all other
conversational emails).

Agent Email Totals Breakdown

Table Options @

Email

VAn

dane@timetoreply.com
devon@timetoreply.com
robert@timetoreply.com

matt@timetoreply.com

Conversations Emails (R) Emails (S) Initial TTR Overall TTR Qverall TTF
471 554 126 19m:53s 17h:20m:12s 234h:40m:15!
83 96 2 7 16k

51 51 1 | (]
40 48 2 T 7
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Statistics by day: The graph includes emails sent, emails received, the average initial email reply time,

average overall reply time and the average time to forward.

Statistics By Day: November 4th 2019 - November 11th 2019

S16h:40m: bis

B33k 20m:Gls

PEOh:00m:00s
6 6h:40m:00s
BE3h:20m:00s
EDh:00m:D0s
41Bh:40m:Dbs
133h:20m:00s
260h:00m:00s
16Bh40m:00s \
\
A
\

B2h:20m:Bis

Minutes

Bih:a0m-bis
Man, dth Hay Tue, 6th Nov Wed, &th Mo Thu, 7th Mov Fri, 81h Hov Sat, #1h Nov Sun, 10th Now Mon, Tith Moy

=& Initial Reply Time Overall Reply Time % Overall Forward Time @ Emails Received ® Emails Sent

Average emails for the time interval (the date ranges selected for the report):

Average Emails Per Time Interval

Conversations Per Day Emails Received Per Day Emails Sent Per Day
76.63 90.5 18.13
© Mare [+ s O nore

Average traffic by weekday:

& timetoreply
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Average Traffic By Weekday: November 4th 2019 - November 11th 2019 ~ n

180 emails

120 emails

100 emails

swnog ewa

80 emails
60 emails
40 emails

- o

Friday Saturday Sunday

Tuezday Wednesday Thursday

sfanday

@ Emails Received @ Emails Sent

Average traffic by hour of the day:
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Average Traffic By Hour: November 4th 2019 - November 11th 2019

80-01  01-02  DZ-03

3 03-04 O04-0B 0B-06 0&-0F7 47-08  0B-DS  09-10  1-T1 M-12 12413 13- 14-18 16416 16-17 17-1B 0 18-1% 0 10-20 24-21 2422

@ Emails Received @ Emails Sent

Agent reply ratio (i.e. the percentage of emails that are being responded to per day):

& timetoreply
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Agent Reply Ratio: Movember 4th 2019 - November 11th 2019 ~ n

165 conversatians __

1.5%

136 conversatians

120 conversations

10.5% 105 canversatia

a%

ply Ratio (%)

76 conversations

SUONEEIAALGT [F15

48 canvers;

3¢ canversations

a%

san, dth Hou Tue, Bth Now

0 canversations

, Bith Kow Thu, Tth Now Fri, 81h o

th Now , 10th Now Ao, Hth Nov

-8 Agent Reply Ratio @ Conversations Without Agent Replies @ Conversations With Agent Replies
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Comparative Report

The comparative report section allows you to see how your agents are performing compared to one
another. Each graph is explained below.

All of the graphs can be downloaded at once by clicking on Download Report As PDF

You can download a specific graph by clicking on the = icon next to the graph.

Conversations: November 11th 2019 - November 18th 2019

charmainecsthepromaroup.ca -« | T S 137 1089
bert@thepromogroup.co.za 527 a1a 722 1013
ansis@thepromogroup.co.za aga 329 1012

richard®@thepromogroup.co.za a7 231 231 508

devon@thepramegroup.ca za 871 B o sos
tino@thepromogroup.co.za 161 245 158 564

chayde@thepromogroup.co.2a 11 a1 ass

gareth@thepromogroup.ca.2a 174 157 148 are
alex@thepromagroup.ca.za 350 130 108 a39

avalon@thepromogroup.co.za 14 123 362

bryan@thepromogroup.co.za 206 a2 30

jessicamthepromogroup.ca.za 85 261
maurice@thepramogroup.co.za | ECHEN 116 38 224
marco@thepromegroup.co.za a5 75 215

alysia@thepromogroup caza 18
0 S0 oo 180 200 250 300 350 400 450 500 S50 600 650 700 7S50 BOO  BSQ 900 950 1000 1050 1900 1.

® internal @ Inbound Outbound

The Conversation Graph shows the total number of internal, inbound and outbound conversations

during the selected date range. Internal conversations are conversations between two or more agents
who have been added to your TTR account. Inbound conversations are conversations that have started

as a result of an external person (customer, supplier, agent not on TTR) sending a new email to your
company. Outbound conversation is a conversation that has started as a result of one of your TTR
agents sending a new email to an external person (customer, supplier, agent not on TTR).

& timetoreply
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Avg Initial Time To Reply: November 11th 2019 - November 18th 2019

bernard@thepromogroup.co.za

marco@thepromogroup.co.za

maurice@thepromogroup.co.za

garsth@thepromogroup.co.za

sales@thepromogroup.co.za

avalon@thepromogroup.co.za

devon@thepromogroup.co.za

alex@thepromogroup.co 2a

chayde®thepromagroup.co.za

bert@thepromogroup.co.za

jessica@thepromogroup.co.za

tino@thepromogroup.co.za

M con:o8mi0as

- 00h:14m:04s

B coni7mizos

B oon7mizrs

B oonzamists

B ooh:2smios

_ 00h:26m:55%
I oon:s0m:ss
D oh:oim:ads
I -+

@ Avg Initial Time To Reply

The Avg Initial timetoreply™ graph shows each agent’s average initial response time in hours: minutes:

seconds format.

Emails Received: November 11th 2019 - November 18th 2019

ansis@thepromagraup.co.za

charmaine@thepramogroup.ca.za

bert@thepromegroup.co.za

tino@thepromegroup.ca.za

chayde@thepramegroup.co.za

richard@thepromogroup.co.za

gareth@thepromogroup.ca.za

alex@thapromagroup.ca.za

devon@thepromagroup.co.za

bemard@thepramogroup.co.za

avalon@thepramogroup.co za

jessica@thepramogroup.ca 2a

sales@thepromogroup.co.za

maurice@thepromogroup.co.za

bryan@thepromogroup.ca.za

marco@thepramogroup.co.za

alysia@thepromogroup.co.za

= B
216 526 lzse
T -

295 Bl s
221 |~ Bl

1000 oo 1200 1300

® First @ Reply Reply-All @ Forward
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The Emails Received graph show the number of emails each agent/mailbox has received. It is broken up

s

into “first”, “reply”, “reply-al
has received, “reply” is the number of replies the agent has received, “reply-al
reply-all replies the agent has received and “forwards” is the number of forwards the agent has
received.

III

and “forward”. “First” is how many new inbound conversations the age

I”

is the number of

Emails Sent: November 11th 2019 - November 18th 2019

salss@thspromagroup.coza T o2 773
sareth@thepromearoun.co.-a | N B 8s T -+
bernard@thepromogroup.co.za B
mautice@thepromogrovp.co.za NI - TN 7=

bert@thepromogrovp.coza  [[EEH NN 2o HEEM s>

devon@thepromegroup.coza N = EE 122

bryan@thepromogroup.co.2a

alysia@thepromogroup.co.za @

nt

o 50 100 150 200 350 300 350 400 450 500 550 800 850 700 750 800 BED

® First @ Reply Reply-All @ Forward

The Emails Sent graph shows the number of emails each agent/mailbox has sent. It is broken up into
“first”, “reply”, “reply-all” and “forward”. “First” is how many new outbound conversations the agent
has started, “reply” is the number of replies the agent has sent, “reply-all” is the number of reply-all

replies the agent has sent and “forwards” is the number of forwards the agent has sent.

In

& timetoreply
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Total Replies Sent: November 11th 2019 - November 18th 2019 =

marce@thepromegrous.co.zz [ I - :
charmaine@thepromogroup.coza [T -

maurice@thepromogroup.co.2a [ T -
bert@thepromegrovp.co.z: [N -

sales@thepromogroup.coza [ -

devon@thepromogroup.coza [N <=

bryan@thepromogroup.coza [ 12

alysia@thepromogroup.co.za o

o 25 50 75 100 125 150 175 200 225 280 275 300 325 350 375 400
® Tot s Se

The Replies Sent graph shows the total number of emails replies the agent sent (reply + reply-all,
excluding forwards).

Total Forwards: November 11th 2019 - November 18th 2019 =
ansie @thesromaaraus.o.:« | -1
devon@thepromogroup.co.za [N ::
bert@thepromogroup.co.za NN ::

maurice@thepromogroup.co.za [N :°
bryan@thepromogroup.coza | [ N
bemard@thepromegroup.coza [N ®
alysia@thepromogroup.co.za 0
1] 10 20 30 a0 50 60 70 80 80 100 110 120 130 140 150 160 170 180 180 200 210 220 230

@ Forwards Sent
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The Total Forwards graph shows the total number of emails that the agent forwarded.

Avg Overall Time To Reply: November 11th 2019 - November 18th 2019
ssles@ihepromogroup.coza [ oon:2om:aes
gareth@thepromegroup.coza [ 00h:38m:ass

slex@thepramogrovp.co.za [ 00h:56m:azs

mares@thepromogroup.ca.za 01h:13m:07s

chayde @thepromagroup.ca.za 01h:22m:395

barnard@thepromogroup.ca.za 01h:20m:21s

avalon@thepromogroup.ca.za 01h:40m:365

deven@thepromagroup.co.za 01h:56m:45s

jessica@thapromogroup.co.za 0zh:37m:558

tino@thepromogroup.ca.za 03h:43m:17s

ansie@thepromegroup.ca.za 05h:11m:28s

05h:25m:05s

charmaine @thapromegroup.co.za

richard@thepromogroup.ca za 05h:38m:a9s

08h:36m:00s

bryan@thepromogroup.co.za

@ Avg Overall Time To Reply

The Avg Overall timetoreply™ graph shows the agent’s / mailbox’s average overall response
time.
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Avg Overall Time To Forward: November 11th 2019 - November 18th 2019
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@ Avg Overall Time To Forward

The Avg Overall Time To Forward graph shows the average time it takes an agent/mailbox to forward an
email. Note, if the time says 00:00:00 the agent has forwarded emails outside of business hours where
no business hour time has passed.

Reply Time Percentages: November 11th 2019 - November 18th 2019 =
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The Reply Time Percentage graph shows the percentage of replies that happen in under 2 hours, in
under 8 hours, in under 24 hours and over 24 hours.

Forward Time Percentages: November 11th 2019 - November 18th 2019
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The Forward Time Percentage graph shows the percentage of forwards that happen in under 2 hours, in
under 8 hours, in under 24 hours and over 24 hours.

Interactions Report

The Interaction Report shows an agent’s / mailbox’s top interactions. I.e who that person is interacting
with. To generate an interaction report, start typing the name of one of your agents into one of the 3
boxes provided:

Choose up to three agents to compare. The top 20 interactions are shown for each agent.

Dane

The report will appear below. You will be able to see how many emails were exchanged between the
agent and the mailbox on the left-hand side of the graph.




Dane's top interactions

wordpress@ihb.solarcrystal.co.za

netifications@intercom-mail com

robert@tin

areply.cam

tqedirey@vgraupinternational com

mark@tim.

oreply.com

no-reply@limetareply.com

inylas cam
ansan_stephen@inlogys com
ski@eaglehilis.com
suppart@siripe.com
no-reply@understand. io

shrig staines@es gt eam
freemanh@narmanequipment_cam
infa@twitter.com

news@mails takealot com

wardp Ipaint. previewnysite.co. 2a

hallo@hyparl

estelie@aerahealthcare co.uk
bigdeal @daddysdeals.co.za

dane@timetareply.com

From skt@eaglehills.com:
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Filters (Controlling your data)

TTR allows you to create filters on top of the data that is ingested so that you can exclude emails that
you do not wish to be included when looking at your data and reports. For example, if you receive
emails from LinkedIn that never require a response you may want to exclude LinkedIn emails from the
data and reports.

Alternatively, you may want to filter down to a specific domain name or email address and only view the
data for that particular domain or email address.

The Filters section allows you to achieve this.

We have 3 different levels of filters available:
e Domain level filters
e Email level filters
e Advanced filters.

The Domain and Email level filters can be found under the Filters link on the dashboard menu.

The Advanced Filters section can be found under the Filters link on the menu and in the top right corner
of all of the report pages and log pages.

Domain-Level Filters

Domain filters (fastest)

Blocked domains give you the ability to prevent any threads containing these domains from affecting your reports. If, for example, you get a
daily newsletter, you can block the sending domain here. We have also just launched Whitelisting mode. In whitelisting mode, only the domains
below (and your own domains) will be considered in reports. This is useful if you have specific customers you would like to keep track of.

Enable whitelisting mode

Add domains to block e

To block particular certain domains (i.e. all email addresses that use that domain) from being
included in the statistics you can enter the domains you want to block one-by-one in the field
provided and then click “Block these X domains”.

To unblock a domain tick the blocked domain and click Unblock selected domain.
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If you unblock a blocked domain all of your historical data will now include the unblocked domain data.

The system by default ingests all data and then you can use these filters to filter our certain data you
don’t want, however, you can elect to use “Whitelisting mode” instead. With “whitelisting mode”
enabled, the system will only ingest data from the domains that you add to the whitelist and ignore
everything else.

Email Address Level Filters

Email filters (fast)

Email filters allow you to be a little more specific than domain filters. You can block any threads containing specific email addresses from
showing up in reports. You can also use email filters to narrow down your whitelisted domains if you have enabled whitelisting mode. For
example you could block a specific email address such as "notifications@example.com" even if you have whitelisted the "example.com”

domain.

Add email addresses to block

ﬁ Alternatively, upload a CSV of amail addresses to block

To block particular email addresses from being included in the statistics you can either enter the
email addresses you want to block one-by-one in the field provided or alternatively you can
upload a .csv file.

To unblock an email address tick the blocked email addresses and click Unblock selected email address.

If you unblock a blocked email address all of your historical data will now include the unblocked email
address data.

Advanced Filters

Advanced Filters allow you to “filter in” or “filter out” emails based on conditions you create when
creating an advanced filter.

For example:
If you want to only view data where john@companyA.com emailed into your company you would create
a filter that says:

Filter when FROM -> EQUALS -> john@companyA.com
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Filter Name
jehni@companyA.com

Field Operator Value Add

If you want to exclude all emails where john@companyA.com was in the FROM address you would

create:

Filter when FROM -> DOES NOT EQUAL -> john@companyA.com

Filter Mame
jehnE@companyd. com

Field Operator Value Add

From W | does not equal b innnﬁ_i-cn-'war'g,-.ﬁ..c-:ﬂ

Update Filter

If you wanted to exclude all emails that were between people who work at your company you could
create:

Filter Hame

Intarnal Emails

Field Operator WValue Add
From R does not contain R [0y DL O Ny o
Type Field Operator Value Add  Remove

and R4 To w does nat contain b (@Y oUrcOmpEany.com H
Update Filter

Sheduled Reports

If you would like to receive any of the reports via email, you have the ability to set up scheduled reports.
You can choose the type of report, set your filters and choose between PDF or Excel format. Scheduled
reports can be set to be received daily, weekly on a specific day or monthly on a specific day and time.
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Create A Scheduled Report

Set up a scheduled report to show the information you need

Set up the type of report you want, and how often you want to get it.
Mame

Type Owverview PDF {An overview of your company's parformance) R

Description  Snap shot of your overall performance. Includes email valumes, response times and agent break down table.

Frequency Weekly (the report will contain data about the past week, and be sent every week) W
Time of day Hours Minutes
= ° 0
Custom Email Addresses e
Days of the week [you can Monday [0 Tuesday [0 Wednesday O Thursday O Friday O saturday [0 Sunday

choose multiple days)

Set up any filters you would like to be applied to your report.

Show stats for: When communicating with:
My Company ._' Anybady
Choose from your company or type a customer domain or email address Chaase from your company or type a customer domain or email addres s
More Settings L4

Downloading Reports

If you want to download any of the reports you can do so by clicking the Download button and choose
PDF, Excel (xIsx), Excel (xIs), or CSV.

* Download

FPDF
Excel {xlsx)
Excel {xls)

Cav
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The report download will be based on the date range and filters you have selected prior to clicking the
button. If you would like to download specific graphs you can click on the burger icon (three lines) and
choose a download option.
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Exporting Data To Excel or CSV

You can export your data to excel or CSV by going to either the message logs or conversation logs pages
and clicking on Export to Excel button in the top right-hand corner.

NOTE: Exporting from the conversation log will only provide the first emails for each conversation. If you
export from the messages log you will receive ALL email data.
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Email Logs

TTR’s Email Log section displays all of the email data TTR has ingested. TTR displays the data in two
views, the Conversation Log and the Messages Log.

Conversation Logs

The Conversation Log displays all of your email data grouped by conversation or thread. Instead of
seeing a flat view of all of your emails in chronological order, the Conversation Log displays the emails in
conversations that can be expanded by clicking on the arrow icon next to the initial email.

When filtering by different date ranges, TTR will first look for all conversations that started within the
specified date range and then find all of the emails that belong to those conversations that fall between
the date range. If a conversation started outside of the date range it will appear in the Conversation Log,
but it will be blacked out showing that it falls outside of the date range or filters that have been set.

Please note that you can scroll left and right in the table on the conversation logs screen

If you click on the blue arrow, you can expand the conversation and view messages that form part of the
conversation.

Table Options @

Subject From To cc Type Initial TTR Messages Date {
RE: TD carla@monsterpe.co.za gareth@thepromogroup.co.za €« 01m:58s 1 Nov 191

> quote 2019
1:04:2
RE: Order elize@entrypro.co.za gareth@thepromogroup.co.za €« 09m:45s 13 Nov 191

> confirmation 2019
4626 11:04:2
RE: The gareth@thepromogroup.co.za ec.enterprises@outlook.com 2> 09m:40s 8 Nov 191

> pages and 2019
the code 10:59:0
RE: Mug nicole@thumbzup.com avalon@thepromogroup.co.za > 05m:03s 19 Nov 191

> Enquiry 2019
10:43:5
RE: Quote yvette@konesolutions.co.za richard@thepromogroup.co.za <« 05m:15s 6 Nov 191

> 7977 2019
10:43:1
RE: SAlIA- gareth@thepromogroup.co.za hanneke vanderwesthuizen@wits.  cyril.prinsloo@wits.ac.za « 141h:53m:33s 26 MNov 191

> USBs ac.za 2019
10:42:0
Re: Rooted 7netanja@gmail.com marco@thepromogroup.co.za 2> 39m:34s 10 Nov 191

> Kids Order 2019
10:35:4




Subject

Screen Cleaner
ork Attached for
rder DE191 (Excluded

applied filters

RE: Screen Cleaner
Artwork Attached for
order DE (Excluded
from statistics due to
applied filter:

Re: Artwork Attached
for order DE191

RE: Artwork Attached
for order DE191

Re: Screen Cleaner
Artwork Attached for
order DE191

Screen Cleaner
Artwork Attached for
order DE191

RE: Artwork Attached
for order DE191

Re: Artwork Attached
for order DE191

Raply All

n
n

-

(_
o
>

From

kim@mamelamediz

demi@thepromogroup.c

kim@mamelamedia.co.za

ansie@thepromogroup.co.za

kristy@mamelamedia.co.za

kim@mamelamedia.co.za

demi@thepromogroup.co.za

kim@mamelamedia.co.za

To

ansie@thepromogroup.co.za

kim@mamelamedia.co.za

demi@thepromogroup.co.za

kristy@mamelamedia.co.za

ansie@thepromogroup.co.za

ansie@thepromogroup.co.za

cc

ansie@thepromogroup.co.za
kim@mamelamedia.co.za

demi@thepromogroup.co.za
ansie@thepromogroup.co.za

demi@thepromogroup.co.za
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Type

TTR

10m:06s

10s

02m:43s

13m:Q7s

12m:28s

11m:562s P

TTR (No
business
hours)

16m:156s

h:56m:11s

10m:06s

10s

02m:43s

13m:07s

12m:29s

1Im:52s

Date

Nov 19th
2018
10:10:16

Nov 19th
2019
09:55:01

Nov 14th
2018
12:02:06

Nov 14th
2019
11:69:00

Nov 14th
2019
11:58:50

MNov 14th
2019
11:56:07

Nov 14th
2019
11:565:28

Nov 14th
2018
11:564:52
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Message Logs

The Messages Log does not group the email data into conversations/threads and instead shows each
email individually in chronological order.

When filtering by a date range, TTR will look for all emails that fall within the date range.

TOTAL FIRST REPLY REPLY ALL FORWARD
MESSAGES MESSAGES MESSAGES MESSAGES MESSAGES AVERAGE
OVERALL TTR
Received: 8165 Received: 3796 Received: 2594 Recieved: 1137 Received: 631 03h:18m:05s
sent: 6848 sent: 2159 sent: 2551 sent: 607 sent: 1526 ' )
Table Options @
Subject From To {o{c] Class TTR Date
TRAVEL WALLETS mervin@jade-elephant.co.za avalen@thepromogroup.co.za nikita@jade-elephant.co.za * N/A Nov 18th 2019 23:28:14
jade-elephant@outlook.com
Re: TPG - 210D black celeste.govender3@gmail.com  chayde@thepromogroup.co.za - 09h:43m:47s Nov 18th 2019 23:18:47
drawstring bag
We miss you! Make sure you're info@send.grammarly.com bert@thepromogroup.co.za * N/A Nov 18th 2019 23:08:33
logged in.
Quote ec.enterprises@outlock.com gareth@thepromegroup.co.za * N/A Nov 18th 2019 22:36:02
RE: TPG - Workwear desirerprinsloo0@gmail.com tino@thepromogroup.co.za - 06h:04m:58s Nov 18th 2019 22:16:58
Pre-Black Friday Deals at sales@esquire.co.za sales@thepromogroup.co.za * N/A Nov 18th 2019 21:38:39
Esquire- Part9
[Request a quote] sales@thepromogroup.co.za sales@thepromogroup.co.za *- N/A Nov 18th 2019 21:23:06
systemfbadd22a19bea@inboun
d.trustedcompany.com
[Request a quote] sales@thepromogroup.co.za sales@thepromogroup.co.za o MNIA Nav 18th 2019 21:07:32
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Teams

The Teams section allows you to add various agents/mailboxes to a team so that you can view their data
collectively. For example, if you create Team 1 and you assign Agent 1, Agent 10 and Agent 20 to Team
1, when you filter by Teams > Team 1 in your reports you will see data pertaining only to Agent 1, Agent
10 and Agent 20 both collectively and individually depending on what report you are viewing.

Teams are not linked to a specific group mailbox and include all email performance of the agents that
have been assigned to the team.

A Team does not have an associated email address. Reporting will show any emails for any of the Team members.

You have successfully added the following Teams:

Name Members Actions

Legal Team 5 Edit

Customer Groups

Create “Customer Groups” either by domain or by loading a group of email addresses. Once you have
created a Customer Group it will become available as a filter option in your reports. For example, if you
create a customer group called “Top 20 customers” you can use this as a filter in your reports to see how
you are performing to your “Top 20 customers”.

Customer Groups
Customer Groups allow you to easily select groups of email addresses and domains for reporting purposes.

Allows you to narrow down reparting

Saves you time when running common reports

Customer Group Name

Customer Group Type

Emails R

Email Addresses

ﬁ Alternatively, upload a €SV of email addresses to add
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Customer Groups

Customer Groups allow you to easily select groups of email addresses and domains for reporting purposes.

Allows you to narrow down reporting
Saves you time when running common reports

Customer Group Name

Customer Group Type

Domain

Email Domain

& timetoreply
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Group Mailboxes / Shared Mailboxes

A Group is similar to a Team except that it is linked to a specific group / shared mailboxes. For example,
if you create Group 1 and assign Agent 1, Agent 10 and Agent 20 to Group 1 and you assign
support@yourcompany.com as the group mailboxes linked to Group 1, when you filter by Groups >
Group 1 you will see data pertaining to Agent 1, Agent 10 and Agent 20’s performance to the group
mailbox support@yourcompany.com and none of their other email performance that is not related to
the group mailbox.

When adding a group or shared mailbox to timetoreply™, the setup varies based on how your group
mailbox / shared mailbox is configured and how you respond from it.

Shared mailbox where you respond directly from the shared mailbox itself.

If you have a shared / group mailbox where you respond back to customer enquiries directly from the
shared / group mailbox itself, then you would add the shared / group mailbox as if you were adding an
agent / individual mailbox to timetoreply™ via the Add/Remove Agents page. TTR would be able to track
the shared / group mailbox as a whole and provide statistics for the shared / group mailbox, but with
this setup, we won’t be able to provide statistics of who is responding to the shared / group mailbox
emails.

This option requires you to have login details for the shared / group mailbox itself and this often isn’t the
case. If you don’t have user credentials to log into your shared / group mailbox and you are using 0365,
you can use the “bulk add” option in the Add/Remove Agents page to add the shared / group mailbox by
authenticating with an 0365 super-user account and then selecting the shared / group mailbox from the
list of mailboxes on your 0365 environment.

Shared mailbox where your agents respond to emails that enter your shared mailbox where you have
“send on behalf of” enabled on your mail server.

If you want to see the individual performance statistics of who of your agents are responding to your
shared / group mailbox, you need to have “send on behalf of” enabled on your mail server so that when
one of your agents are responding to a mail that has come into the shared / group mailbox, when they
respond, your mail server picks up who the agent was that responded. With “send on behalf of”
enabled, instead of adding your shared / group mailbox as an agent, you would add each of the
individual agents who respond to the shared / group mailbox and not the shared / group mailbox itself.
Once you have added all of your individual agents that reply to the shared / group mailbox, you would
need to create a Group under “Group Mailboxes” on the left-hand menu. Give your Group a name and
enter your shared / group mailbox email address in the field provided, click “Save” and on the next page
you will be given the ability to assign your agents to the Group Mailbox so that we can track their
individual performance to emails that they deal with for shared / group mailbox.
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Account Settings

Profile

Go to Account Settings > Profile
Under this section, you can edit your basic profile information and change your account timezone.

Business Hours

To edit your account business hours go to Account Settings > Company and click on “edit business
hours”. Update your business hours and click Save.

Note: changing your business hours will only affect new data and have no effect on historical data.

Adding Additional Admin Users

In order to add an additional admin user, the new user would be required to register for a TTR account
by visiting https://portal.timetoreply.com/register.

During the registration process, they will be asked to either create a new company or join an existing
company. They would choose to join an existing company and find the company you have already
created.

They will request to join your existing company and you will receive a Join Request via email. Accept the
Join Request to allow the new user to have access to your account as an admin.

Join Requests

If you would like to have multiple admins log into your account, they can register for a TTR account by
visiting https://portal.timetoreply.com/register. During the registration process, they will be asked to
either create a new company or join an existing company. They would choose to join an existing
company and find the company you have already created.

They will request to join your existing company and you will receive a Join Request via email. Accept the
Join Request to allow the new user to have access to your account as an admin.

You can also view Join Requests from your dashboard by going to Account Settings > Company > Click on
“Join Requests”.
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Users

Users are able to log into the system to view the data. Their mailbox does not have to be tracked to be a
User. There are 3 levels of Users: Administrators, Managers, and Agents. Administrators have full access
to the system, the billing information, the ability to Agents/Mailboxes and control the rights given to
other Users. A manager can view specific mailboxes/teams or groups and doesn’t have access to account
settings or the ability to add or remove agents. An agent you invite to also be a user can log in and view
their own data only. They also do not have access to account settings and cannot add or remove

mailboxes.
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Glossary / Terminology

Agent
An agent is a staff member who you add to timetoreply™ (TTR) by adding their mailbox to be monitored. When we refer to
adding an agent, this is the same as adding a mailbox.

Advanced Filters

Advanced filters are filters that you can use to be very specific about which emails to either “filter out” or “filter in” to your
reports and email logs. You can create a filter that looks at the FROM, TO, SUBJECT or CC fields and you can choose between
the following operators: “contains”, “equals”, “ends with”, “begins with”, “does not contain”, “does not equal”, “does not end
with”, “does not begin with”. Finally, you can specify a value to the system to look for. For example, a filter that is set up as
follows: FROM “contains” value="@timetoreply.com” will only display emails where the FROM contains @timetoreply.com. If
we use “does not contain” instead of “contains” in this example, then you will filter out all emails that do not contain

@timetoreply.com and you will only be left with emails that include @timetoreply.com.

Field
We use the word “field” in our advanced filters section to describe the TO, FROM, CC and SUBJECT fields.

Operator
We use the word “operator” in our advanced filters section to describe the choices you have to filter by. The choices are:

“contains”, “equals”, “ends with”, “begins with”, “does not contain”, “does not equal”, “does not end with”, “does not begin
with”.

Value

The “value” in our advanced filters section is what the system must look for in the field that you have chosen. So if you have
chosen to filter by the FROM field and you want to look for FROM addresses that contain @timetoreply.com for example, the
“value” would be @timetoreply.com

From
The field in an email header that explains who sent the email / which mailbox the email came from.

To
The field in an email header that explains who the email was sent to / which mailbox the email was sent to.

CC
The field in an email header that explains who the email was copied to / which mailbox the email was copied to.

Inbound
If the original direction of an email conversation was an incoming email to the company, we call that an inbound email. E.g. a
potential customer emails your company and asks a question. That would be deemed an Inbound email.

Outbound
If the original direction of an email conversation was an outbound email from one of your agents on timetoreply™ to an
external company/mailbox, we call that an outbound email. E.g. a new email that one of your sales reps sends to a potential

customer prospecting for new business would be deemed an Outbound email.

Internal
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An Internal email is an email where the TO and FROM both contain an agent on TTR that has been added to your account. So if
you have Agent A and Agent B on your TTR account and Agent A sends an email to Agent B, this will be deemed an Internal
email.

Note: If you have staff who are not added to your TTR account who receive an email from an agent who is on your TTR account,
this will not be deemed as an Internal email. We only mark internal emails between agents who are on your TTR account.

Reply / Replies
A reply is when a person responds to an email by responding or replying back to the FROM address (i.e. the person who sent
them the email.)

Replies in our dashboard are the number of emails that have received a reply from your agents. If you are looking at
company-wide data, Replies will include all of your agents’ replies in the count. If you are looking at a specific Agent, Team or
Group Mailbox, the Replies will be the total number of replies during the selected date range for that Agent, Team or Group
Mailbox.

No Replies

No Replies in our dashboard are the number of emails that have NOT received a reply from your agents. If you are looking at
company-wide data, the No Replies number will include all of the emails that your agents have NOT replied to. If you are
looking at a specific Agent, Team or Group Mailbox, the No Replies will be the total number of No Replies during the selected
date range for that Agent, Team or Group Mailbox.

Forwards
Forwards in our dashboard is the number of times we have picked up that an email has been “Forwarded” by one of your
agents.

Conversation

A conversation is a string of emails that all belong to the same thread. For example, if a customer emails one of your agents and
they email back and forth by replying to the same email they receive each time, all of those emails from a single conversation. A
conversation could also be referred to as a thread.

Note, for a conversation or thread to exist, each party needs to be replying to the original email instead of creating a
completely new email to respond. If either party creates a new email to respond, that will be seen as the start of a new
conversation/thread.

Initial Email
An initial email is the first email in a conversation. So if a customer emails in and the email is the start of a new
conversation/email thread, that is called an initial email or first email.

Total Conversations

The total number of email conversations or threads. Note, that the total number of email conversations could be 10, but the
total number of emails could be 100 if there were 10 emails back and forth per conversation. So the Total Conversations is the
total number of conversations and not the total number of emails.

Internal Conversations
The total number of conversations that occur between two agents on timetoreply™.

Inbound Conversations

The total number of conversations that have been started as a result of an inbound email being the initial email (first email) to
the conversation. If a customer emails in and starts a new email conversation thread that is seen as an inbound conversation.
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Outbound Conversations

The total number of conversations that have been started as a result of an outbound email being the initial email (first email) to
the conversation. If one of your agents sends an email to a customer and starts a new email conversation thread that is seen as
an outbound conversation.

Conversations With Replies
The total number of conversations/threads that have received at least one reply.

Completion Ratio
A ratio between conversations and conversations that have been replied to by your agents.

Total Messages
The total number of messages (sent and received) in the system.

First Messages
The total number of emails that start a new conversation. l.e. the total number of initial emails (sent or received that start a
new conversation).

Reply Messages
The total number of messages that were replies, whereby the user clicked ‘reply’ to respond to the email. This does not include
‘reply all’ or ‘forward’.

Reply All Messages
The total number of messages that were replies whereby the user clicked ‘reply all’ in response. This does not include ‘reply’ or
‘forward’.

Forward Messages
The total number of messages that were forwarded.

Avg. Initial Reply Time
The average response time of your company, team, shared mailbox or agent (depending on what filter you have applied), to
first emails. l.e. new emails that start a conversation. Also known as ‘average first response time’.

Avg. Overall Reply Time
The average response time of your company, team, shared mailbox or agent (depending on what filter you have applied), to all
emails (first emails and all other conversational emails).

Conversation Logs

A log of all of the emails TTR has tracked, displayed in a conversation view whereby messages that belong to the same
conversation thread are grouped together. When viewing data in the conversation log, the system first looks for all
conversations that have occurred during the specified time period and then assigns all of the emails that belong to those
conversations.

This is important to understand as you may receive an email that belongs to a conversation that started outside of the specified
date range. This email will not appear in the conversation log but will appear in the message log.

Message Logs

A log of every message TTR has tracked. With the message log, emails are not grouped into conversations. The system looks for
all messages that fall between the selected time period and displays them in a flat view.
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Teams
Teams allow you to group certain users together so that one can view their aggregated statistics in the report sections. Unlike
shared mailboxes/group mailboxes, a team is not assigned to a shared or group email address.

Shared Mailboxes / Group Mailboxes

Shared or group mailboxes work in a similar way to Teams. However, unlike Teams, the group is linked to a shared or group
mailbox and the statistics that we display when filtered by Team, only include email performance data pertaining to how the
agents have performed to email related to the shared or group mailbox.

Ingestion

The term used to get your data into the TTR system. Ingestion is the process of pulling your email header information into the
TTR system. The TTR ingests data automatically by default every 15 minutes to 120 minutes. This is dependent on the volume of
email traffic.

Authentication Link

TTR uses different APIs to connect to mailboxes. In order for TTR to connect securely to these APIs, the mailbox owner needs to
grant TTR permission to do so. This is done via an authentication link that is sent to the mailbox owner when adding a mailbox
to TTR. Once permission has been granted, TTR receives an access token from the API provider (Microsoft, Google, Nylas,
Mimecast). This access token is used to connect the mailbox so that TTR does not require a mailbox password. You are able to
revoke access at any time via your 0365, Gmail, Mimecast admin dashboard.
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General queries / FAQs

How to compare specific agents in the Comparative Reports section?

If you want to compare specific agents on the same graph in the comparative reports section we
recommend first creating a team and adding those agents that you want to compare to the team. Once
the team has been created you can filter by that team and you will see each agent’s performance that
was added to the team in the comparative reports.

How to add additional admin users to timetoreply™.

Additional admin users are required to sign up for their own account on TTR. During the signup process,
they will be asked whether they want to create their own company or join an existing company. The
admin user to be would select “join an existing company” and search for the company they want to join
as an admin. The primary admin user of the company will receive a “join request” via email that they will
need to approve before the new admin user will have access to the account.

How to troubleshoot if you think you are missing data in TTR.

1. Ensure your mailbox is correctly linked to TTR and that is has a “tick” next to the mailbox on the
Add/Remove Agents page in the dashboard.

2. If you have recently added the mailboxes please wait 30 minutes. If you have recently added an
MS Exchange mailbox, the initial sync can take 4 to 24 hours depending on email volume.

3. Check the Conversation Log and the Email Log as you maybe be looking for an email that
belongs to an old conversation and if you only look on the conversation log, the date range
window might not include the start of the conversation and hence will not include any
subsequent emails in that conversation, including the most recent replies which could fall within
your set date range. The Messages Log would show the most recent emails.

4. Check that there are no filters being applied.

5. If you send or receive emails via an alias, you will need to add the alias(es) to TTR by going to
Add/Remove Agents > Edit > Add Aliases.

6. Ifitisashared/group mailbox you may need to contact TTR support via
support@timetoreply.com.

How do | add a billing card?

You can add a billing card by going to Account Settings > Manage Cards > Add Card. You can change your
card at any time if your card has expired or you wish to use a different card.

Should you wish to delete your account please email support@timetoreply.com.
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How do | exclude business hours altogether?

Edit your business hours by going to Account Settings > Business Hours > change business hours to 00:00
and 24:00. That way we will include all the time that elapses instead of taking business hours into
account and excluding the time that passes outside of business hours in the calculations.

Why do some response times say 00:00:00?

If you see a response time that says 00:00:00 that means that both the inbound email and the reply
happened outside of business hours and hence no business hours have passed.

We mark these as 00:00:00 response times so as not to penalize an agent who is responding outside of
business hours.

These 00:00:00 time stamps are excluded from the email response time statistics. If your business hours
are 9am to 5 pm and an email arrives at 8:50 am and your agent responds at 9:20 am on the same day
we would mark that off as a 20 minute response time as only 20 minutes of business hour time has

passed.

Deleting an agent/mailbox

If you would like to delete a mailbox you can do so by going to the Agents/Mailboxes page in the
dashboard and clicking on the “delete” button next to the mailbox you want to delete.

Deleting your account

If you would like to delete your entire account please email support@timetoreply.com.
Re-authenticating an agent/mailbox

If we lose connection to your mailbox, you will be notified by email. In order to re-authenticate, you can

Generate Mew Authentication Link
go to Add/Remove Agents and click on which will become available if we

lose connection to your mailbox.

NOTE: For IMAP you will need to check your login credentials instead of generating a new authentication
link.

Adding an alias

If you receive emails or send emails from an alias we recommend that you add the alias to your mailbox
by going to Add/Remove Agents and clicking on “edit” next to the mailbox you want to add aliases to.
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Add your aliases and click “save”.

Adding these aliases will enable TTR to track your mailbox more accurately and pick up on emails sent
and received from the alias addresses.
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