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Manual & SLA Reminder

Users can set manual reminder for certain emails to receive timely alerts in QMT. This will help users to
complete their tasks without missing SLA.

SLA reminder will help user to identify the emails which are nearing its SLA breach time. These reminders will
be generated by system.
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Steps to add a Reminder:
A - Click the marked icon
B - Select the option “Add Reminder”
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Query Management Tool

Reminder:
]

¥ Reminder From | 194an-2017 | B | | 09

Comments Test Reminderl

Steps to Set a Reminder:

A - Set the Start Date

B - Set the Due date

C - Set the Reminder date and time

D - Add comments

|‘JsAr(h:No

' Management Tool

Reminder Notification:

Test Reminder

Test Email -4
Shruti Mayekar@sutherlandglobal.com

A - The notification will be shown here

amiuserz@sutherlandglobal.com

Workitemid: WI201701895007E77 19E

B — On clicking icon, the detailed list

Subject: Test Email - 4

Tew Dt B will be populated
e C — Click on the details, to navigate to

Please do not change the subject line in all communications to this query

workitem

From : Shruti Mayekar@sutherlandglobal com
Sent : Thursday, January 19, 2017 9:02:42 AM
To :qmiuser2 @sutherlandglobal.com

cc:

Subject : Test Email - 4

Test Email - 4

Regards,

SUTHERLAND ~ Shruti Mayeker

Manager, Platform Solutions Group

4t Fioar, Liberty Towers, Reliable Plaza

QMT Version 3.0.5 2016 @) ST

TOC
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Email Archival

Closed & Irrelevant emails can be archived so that only emails that are pending for action will be available
under mailbox. This will help the user to view appropriate emails and also improve the performance.
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Archive Workltems

Template From Date To Date

——| TEMPLATE_EMAIL '| |D'—)e:—2-:-'lﬁ ‘ B ‘ |1£‘—Jaanl]'IT ‘ ::] ‘

Status Count
A <4-- Archive
Assign to Analyst 51

Inbox Allocator 8
Junk Allocator 4
Inbox A
Close Allocator 14
Skin Selection @ @@ @8 QMT Version 3.0.4 ©2016 #9) ST I

Steps to Archive:

A — Select of the Archive tab to go to Archive Workitem page
B - Select the Template

C - Select From Date

D - Select To date

E - Click on Search Icon

F - The search result will be displayed here

G - Select the Status to be archived

H - Click on Archive button

QMT 3.0 Powered by Sutherland 3
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Mailbox

Arranged By: Date « Desc:

¥ hitesh.chouhan@sutherlandglobal.com

RE: test email - please ignore this

hitesh.chouhan@sutherlandglobal.com

TEST EMAIL - 12-0 -1

Naveen.Kulkarni@sutherlandglobal.com
TEST MAIL 1.38PM

Naveen.Kulkarni@sutherlandglobal.com
TEST MAIL - 15.53PM

& TEMPLATE_EMAIL

Inbox
Naveen.Kulkarni@sutherlandglobal.com

TEST MAIL

Naveen.Kulkarni@sutherlandglobal.com

test mail

Naveen.Kulkarni@sutherlandglobal.com

test mail - 6.58pm

traveluatqmt.sutherlandglobal.com/Mailbox/Index?SId=5T000356&TId=TPO00059&Is Arch=Yes#

Query Management Tool

& Tld=TPO000598&UsArch=Yes

Action Trail

m Artachment Trail

Workltemld: WI201701891727ADAATD

Subject RE: test email - please ignore this :
From: hitesh.chouhan@sutherlandglobal.com
To: gmtuser2@sutherlandglobal.com

Cc: jayesh.desai@sutherlandglobal.com

Productivity Trail

12]an 2017 03:09 PM

Allocator
Allocator ~

Categorization

¥ Full Screen

% 3 Artachments

Wimage: Wimage002.png  Iimage003.png

Replied this email, when it was in archive,

Hitesh Chouhan
Lead, Platform Solutions Group

SUTHERLAND

GLOBAL SERVICES
4th Floor, Liberty tower,Reliable Plaza,Airoli
Thane Belapur Road, Navi mumbai 400708
Avaya: 580640
Mobile: +91 9820910089
3
| PLATFORM SOLUTIONS GROUP
~
T S T S S T St PN PR JO O SO

QMT Version

Steps to UnArchive:

A — Click on the Archived Records tab to view the archived data.

B — Select the emails to be unarchived.

C — Click to UnArchive button.

QMT 3.0 Powered by Sutherland




Productivity Tracking

Users will have an option to start & stop while working on an email. This will help in identifying the actual
time spent on a request and also gather average time taken by a user to work on email requests.
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Mailbox  ZRefresh ©
Arranged By: Date = Descending } Attachment Trail Action Trail
QMT-DEMO
Shruti.Mayekar@sutherlandglobal.com
Test Email - 4 *
= TEMPLATE_EMAIL Workltemld: WI1201701895007E7719E
Subject Test Email - 4 % 2 Attachments
Inbox Shruti.Mayekar@sutherlandglobal.com B
From: Shruti.Mayekar@sutherlandglobal.com 19 Jan 2017 09:02 AM

Test Email - 3
Tao: gmtuser2@sutherlandglobal.com

Shruti.Mayekar@sutherlandglobal.com
Test Email

Shruti.Mayekar@sutherlandglobal.com
Test Email

Shruti.Mayekar@sutherlandglobal.com

Test Email

Shruti.Mayekar@sutherlandglobal.com
Test Email - 1

Shruti.Mayekar@sutherlandglobal.com
Test Email -2

1 Page Size: 20 ~

Skin Selection @ @ B8 QMT Version 3.0.4 ©2016 #5) T T

Steps to Start a Productivity Tracking:
A — Click on Start button.

QMT 3.0 Powered by Sutherland 5
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Allocator
Allocator ~

Q Query Management Tool A =

Mailbox
Arranged By: Date = Descending Attachment Trail Action Trail Productivity Trail Categorization
‘QMT-DEMO
Shruti.Mayekar@sutherlandglobal.com . A Reply  « % For ® Full Screen
Test Email - 4 *
& TEMPLATE EMAIL Workltem|d: WI1201701895007E7719E
Subject: Test Email - 4 % 2 Attachments
Inbox Shruti.Mayekar@sutherlandglobal.com . b
H From: Shruti.Mayekar@sutherlandglobal.com 19 Jan 2017 09:02 AM
Test Email - 3
To: gmtuser2@sutherlandglobal.com
Cc
Shruti.Mayekar@sutherlandglobal.com .
H
Test Email * Wimage002.png
Shruti.Mayekar@sutherlandglobal.com . Test Email - 4
b
Test Email N
Regards,
SU Shruti Mayekar
Shruti.Mayekar@sutherlandglobal.com . L IHER[:AI‘!D Manager, Platform Solutions Group
Test Email *
4th Floor, Liberty Towers, Reliable Plaza
Thane Belapur Road, Navi mumbai 400708
Shruti.Mayekar@sutherlandglobal.com . Avay.a: 560624
H Mabile: +91 9689916642 (P)
Test Email -1
Shruti.Mayekar@sutherlandglobal.com .
Test Email - 2 *
1 Page Size: 20 -~
Skin Selecti (11 1] QMT Version 3

Steps to Stop a Productivity Tracking:
A — Click on Stop button.

QMT 3.0 Powered by Sutherland 6
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Mailbox  ZRefresn (7] !
T T
Arranged By: Date + Descending Email Trail Attachment Trail Action Trail | ! Categorization
QMT-DEMO
Shruti.Mayekar@sutherlandglobal.com . % Full Screen
Test Email - 4 "

= TEMPLATE EMAIL

klternld: WI1201701895007E7719E Y

Inbox Shruti.Mayekar@sutherlandglobal.com Created Net Total

Test Email -3 . Status User Role Date Start Date/Time End Date/Time Time Time i
Inbo Allocator  Allecator 19/ 7 19/01/2017 092509 19/01/2017  09:26:36  Tminutes i
Allocator :

Shruti.Mayekar@sutherlandglobal.com . 22minutes
Test Email N

Shrutl.Mayekar@sutherlandglobal.com
Test Email

Shruti.Mayekar@sutherlandglobal.com
Test Email

Shruti.Mayekar@sutherlandglobal.com
Test Email -1

Shruti.Mayekar@sutherlandglobal.com
Test Email -2

1 Pa

Skin Selection @ BE @8 QMT Vi

Steps to View Productivity Trail:
A — Click on Productivity tab for trail details

B — Detailed productivity trail will be shown here

QMT 3.0 Powered by Sutherland 7
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&« C | @ traveluatgmt.sutherlandglobal.com/Mailb sArch=No#

Q Query Management Tool
Mailbox  ZRefresn (7]

Arranged By: Date = Des

Attachment Trai

QMT-DEMO
Shruti.Mayekar@sutherlandglobal.com

T ¥ Full Screen
Test Email -4 *
&= TEMPLATE_EMAIL Workltemld: WI201701895007E7719E
Subject: Test Email - 4 % 2 Attachments
Inbox Shruti.Mayekar@sutherlandglobal.com . :
: From: Shruti.Mayekar@sutherlandglobal.com 19 Jan 2017 09:02 AM
Test Email -3

To: qmtuser2@sutherlandglobal.com

Shruti.Mayekar@sutherlandglobal.com

Test Email N BimageD02.png
Shruti.Mayekar@sutherlandglobal.com . Test Email - 4
Test Email *
Regards,
T Shruti Mayekar
. _SUTHERLAND ~ Shrutt Mayeker s Group
Test Email *
4th Floor, Liberty Towers, Reliable Plaza
Thane Belapur Road, Navi mumbai 400708
Shruti.Mayekar@sutherlandglobal.com . Avay.a: 580624
H Mobile: +91 9689916642 (P)
Test Email -1
Shruti.Mayekar@sutherlandglobal.com .
Test Email - 2 .
1 Page Size: 20 ~
javascriptreturn(0) QMT Version 3.0

Productivity Notification:
A — The notification of emails whose productivity is in stared mode will be shown here
B — On clicking icon, the detailed list will be populated

C — Click on the details, to navigate to workitem

TOC
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Work Offline

These feature will enable user to take actions on email without refreshing the mailbox. The action taken by
user in offline mode will be synchronize once user switches the view to Online again.

User can also click on Refresh button to get the real time workitem count & workitem list while continue to
work in offline mode.

1
1

(_

C | ® traveluatgmt.sutherlandglobal.co

Allocator
Allocator ~

Mailbox £ Refresh

______

Arranged By: Date = Descending | Artachment Trail Action Trail Productivity Trail Cartegorization

% Show Duplicate Mail o=l SN TRty

QMT-DEMO
Draft Shruti.Mayekar@sutherlandglobal.com

Test Email -4 -
= TEMPLATE_EMAIL Workltemnld: WI201701894984B0E331

Subject: Test Email % 2 Attachments
Inbox Shruti.Mayekar@sutherlandglobal.com :

: V @ X 19 Jan 2017 08:39 AN
Test Email - 3 From: Shruti.Mayekar@sutherlandglobal.com 19 Jan 2017 O AN

To: gmtuser2@sutherlandglobal.com

Shruti.Mayekar@sutherlandglobal.com

Test Email

Shruti.Mayekar@sutherlandglobal.com

Test Email

Shruti.Mayekar@sutherlandglobal.com
Test Email

Shruti.Mayekar@sutherlandglobal.com
Test Email - 1

Shruti.Mayekar@sutherlandglobal.com
Test Email - 2

1 Page Size: 20 ~

Skin Selection B B @@ ® QMT Version 3.0.4 £2016 9;._;7.1‘7;3

Steps to Work in Offline Mode:

A — Click on the switch to toggle between online & offline mode.

TOC
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Email Notification on Ul

All new emails can be naotified on screen so that users can work on such cases.

4

&« C | ® traveluatgmt.sutherlandglobal.com/ sArch=No# | @ :

2 0 Analyst

Analyst ~

4

Query Management Tool

Mailbox

Arranged By: Date » Attachm y Trail Categorization
QMT-DEMO
Draft nisha.sarna@sutherlandglobal.com @ Start ¥ Full Screen
TEST EMAIL 02-01-2017 - 1

Workltem|d: WI20170189093767794  hitesh.chouhan@sutherlandglobal.com

testing

& TEMPLATE_EMAIL

Subject: test email for tanusree % 7 Attachments

Assign to Me # hitesh.chouhan@sutherlandglobal.com
From: hitesh.chouhan@sutherlandglol . D17 05:13 PM

‘ % test email - 05-01-2016 - 1 .
To: gmtuser2@sutherlandglobal.com hitesh.chouhan therlandglobal.com pe

test email with larg

ENt - No attachment

hitesh.chouhan@sutherlandglobal.com .
. H
test email for tanusree test email - please ignore - 271216 - 2
hitesh.chouhan therlandglobal.com
© 16 Jan 2017. 02.
hitesh.chouhan@sutherlandglobal.com
NEW TEST EMAIL - 28-12-2016 - 1 test email - please ignore - 271216 - 1
hitesh.chouhan therlandglobal.com
hitesh.cheuhan@sutherlandglobal.com . Otekn20t70zt0PM .4 -
TEST EMAIL 02-01-2017 - 1 .
=You have 49 more newly assigned
workitem(s).
hitesh.chouhan@sutherlandglobal.com
test email - 05-01-2016 - 1
hitesh.chouhan@sutherlandglobal.com
test email - please ignore - 271216 - 2
1 > » Page Size: 20 A
traveluatgmt.sutherlandglobal.com//Mailbox/Index?S|d=ST0003518(TId=TP000059&sArch=No# QMT Version 3

New Email Notifications:
A — New email notification with an incremental / decremented counter is displayed here
B — On clicking icon, the detailed list will be populated

C — Click on the details, to navigate to workitem.

TOC
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Save As Draft

An email for which an investigation / work is in progress can be captured as saved as draft so that the details

gathered / completed will be stored in QMT and the user can continue to add more details before finally replying
to the email.

]
1
1
&« c @1rave|uatqmt.suiherlandglabal.ccm;‘.-‘l‘.ﬂs\H:ax'Iﬂdex’SId:STGDGESB&Td:TFDGDUig&‘.IsArch:No ! b~al + I

RE:Test Email - 4 :WI201701895007E7719E - Message

[ttt | |
Cc ‘ ‘
Subject: ‘ RE:Test Email - 4 WI201701895007E7719E ‘
O& B B E @ « Q by | REr- || Styles = || Normal (... ~|| Font ~| size ~|| A~ B | i

B I USx, x F| 1= : £ BIElz = =W 1| o B EEE=eQ

Test Draft Email

Thanks
Allocator

Please do not change the subject line in all communications to this query

From : Shruti. Mayekar@sutherlandglobal com
Sent : Thursday, January 19, 2017 9:02:42 AM

o

'Drop ﬁles to upload

(or click)

Steps to create Draft:

A — Click on this button to save as draft

QMT 3.0 Powered by Sutherland 11
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Ibox/Index

(_

c ® ‘traveluatqmt.su‘therlanclg\obal.com
§

Mai?box ZRefresn (2]

1
: Arranged By: Date +

—
ft $hruti.Mayekar@sutherlandglobal.com

Descending }

QMT-DEMO
Test Email - 4

= TEMPLATE_EMAIL

Inbox Shruti.Mayekar@sutherlandglobal.com

Test Email - 3

Shruti.Mayekar@sutherlandglobal.com

Test Email

Shruti.Mayekar@sutherlandglobal.com

Test Email

Shruti.Mayekar@sutherlandglobal.com

Test Email

Shruti.Mayekar@sutherlandglobal.com

Test Email - 1

Shruti.Mayekar@sutherlandglobal.com
Test Email - 2

Skin Selection @ @@ @0

Draft Notification:

A — Notification can be viewed here

1 Page Size: 10

sArch=No

Query Management Tool

Artachment Trail Action Trail Productivity Trail

@ Stop + Reply | o
Workltern|d: WI201701895007E7719E

Subject: Test Email - 4

»F

Allocator
Allocator

Categorization

Test Draft Email

Thanks
Allocator

Please do not change the subject line in all communications to this query

From : Shruti Mayekar@sutherlandglobal com
Sent : Thursday. JTanuary 19. 2017 9:02:42 AM
To :qmtuser2 @sutherlandglobal. com

cC:

Subject : Test Email - 4

Test Email - 4
Regards,
H T Shruti Mayekar
’ & Sl.{l,‘.HER[ﬁNUD Manager, Platform Solutions Group
A 4t Floor, Liberty Towers, Reliable Plaza

QMT Version

QMT 3.0 Powered by Sutherland
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/ | Query Management Tool X ﬁ A

< C | @ gmtuatsutherlandglobal.com/M

ST000277&TId=TPO000568IsArch=N

1 zZ B Admin
Administrator v

Mailbox

Arranged

PROCESS 1-CLIENT 1

) {Draft) Naveen.Kulkarni@sutherlandglobal.com WorkitemnId: W1201612309253D12B58

WI201612309253D 12858 TEST MAIL KINDLY IGNORE - 7.30

# Full Screen

@16 Dec, 07:29PM

[ Naveen Kulkarni@sutherlandglobal.com + Bl subject: TesT MAIL KINDLY 1GNORE - 7.30
WIZ01612309251834310-TEST MAIL KINDLY IGNORE - 7.25

Naveen.Kulkarni@sutherlandglobal.com

@16 Dec, 07:25 PM
Test Draft Email & 0ie22078 0728 U
[ Naveen.Kulkarni@sutherlandgiobal.com .
2016123092505D7BC2-TEST MAIL KINDLY IGNORE ) * Thanks
= MailBox4 Admin
©16D o
() % (Draft) hitesh.chouhan@sutherlandglobal.com . Please do not change the subject line in all communications to this query

Inbox

WI201611267117D7C850-Country Manager Moving Workitem to Clase with
attachement

© 28 Nov

From : gmtuser@sutherlandglobal.com
: Sent : Friday. December 16. 2016 7:28:23 PM
To :qmtuser? @sutherlandglobal com

[ hitesh.chouhan @sutherlandglobal.com

‘WI201611267116E46105-Testi

Q1N

5:00 PM

CC:
I hitesh.chouhan@sutherlandglobal.com . Subject : TEST MAIL KINDLY IGNORE - 7.30
2016112677110C9763C-Test email 2 *
@ 28 Now, M
[ hitesh.chouhan@sutherlandglobal.com .

WI201611267106EBAEGS-Supery
attachment

or to Junk an Workitem without

Lorem ipsum dolor sit amet, consectetuer adipiscing elit. Aenean commedo ligula eget dolor. Aenean massa. Cum sociis natogue penatibus et magnis dis parturient montes,
nascetur ridiculus mus. Donec quam felis, ultricies nec, pellentesque eu, pretium quis, sem. Nulla consequat massa quis enim. Danec pede juste, fringilla vel, aliquet nec,
= vulputate eget, arcu. In enim justo, rhoncus ut, imperdiet a, venenatis vitae, justo. Nullam dictum felis eu pede mollis pretium. Integer tincidunt. Cras dapibus. Vivamus
hitesh.chouhan@sutherlandglobal.com 3 elementum semper nisi. Aenean vulputate eleifend tellus. Aenean leo ligula, porttitar eu, consequat vitae, eleifend ac, enim. Aliquam lorem ante, dapibus in
2016112671040E240F Team Leader to Assign Workicem to TC from Inoax feugiat . tallus. Phasells viverrs nulla ut metus varus aoreet. Quisque rutrum. Asnean imperdiet. Etam ulticies s vel sugue. Curabitr ulamcorper ulr
; ui. Etiam rhoncus. Mascenss tampus, tellus sget condimentum rhoncus, ssm quam ssmper libers, sit smet adipiscing ssm neque sed ipsum. Nam quam nunc, blandit vel, luctus
Folder without attachment pulvinar, hendrerit id, lorem. Maecenas nec odio et ante tincidunt tempus. Do e sapien ut venenatis faucibus. Nullam quis ante. Etiam sit amet orci eget eros
faucibus tincidunt. Duis leo. Sed fringilla mauris sit amet nibh. Donec sodales sagittis magna. Sed consequat, leo eget bibendum sodales, augue ve

© 28 Nov

PM

ursus nune,

©28 Now.

Thanks & Regards,

Skin Selection @ BE @8 QMT Version 3.0.

Steps to view content of draft email:
A — Click here to view the email list

B — Click on the DRAFT tab to view the email content

QMT 3.0 Powered by Sutherland 13
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i - _
RE:Test Email - 4 :\WI201701895007E7719E - Message [ & saveasprant | x piscaranran | 4 sena | x iscara |

To: ‘ Enter/Search email add ‘
cc ‘ En B ‘
Subject: ‘ RETest Email - 4 \WI201701895007E7719E ‘
|D ERNE] | 20 B R @ « 2 ||Q by “g-” Styles v|| Format vH Font vH Size v||Av .-HE|

|B I USxx L

» ®|=
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Test Draft Email

Thanks
Allocator

Please do not change the subject line in all communications to this query

From : Shruti.Mayekar@sutherlandglobal.com

C ot Thvim ders Lmmrsmms A0 AT A% A ARL

'Drop ﬁles to upload

(or click)

Steps to discard Draft:
A — Click on this button to discard the draft

TOC
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Compose / Reply using pre-defined templates

Templates can be created for standard replies so that the user doesn’t need to type the same reply every time
instead can select the right template while replying. This will reduce the time in replying to an email and also

increase the productivity of the user.

___’ '
H

A
1
i

&« c ® traveluatgmt.sutherlandglobal.com//Mailbox/Index?SId=5T000356
Q
Mailbox  SRefresh ]
Arranged By: Date = Descending }

QMT-DEMO
Draft Shruti.Mayekar@sutherlandglobal.com

Test Email - 4
= TEMPLATE_EMAIL

Inbox Shruti.Mayekar@sutherlandglobal.com
Test Email - 3

Shruti.Mayekar@sutherlandglobal.com

Test Email

Shruti.Mayekar@sutherlandglobal.com

Test Email

Shruti.Mayekar@sutherlandglobal.com

Test Email

Shruti.Mayekar@sutherlandglobal.com
Test Email - 1

Shruti.Mayekar@sutherlandglobal.com
Test Email -2

1 Page Size: 20

SkinSelection B BB 88

Compose using Pre-defined templates:

Attachment Trail Action Trail Template 1

Email Trail  « @ Stop Template 2

WorkltemId: WI201701895007E7719E

Subject: Test Email - 4

& | D

‘_.’ Allocator

Allocator =

Test Draft Email

Thanks
Allocator

Please do not change the subject line in all communications to this query

From : Shruti Mayekar@sutherlandglobal.com
Sent : Thursday. January 19, 2017 9:02:42 AM
To :qmtuser2@sutherlandglobal com

CC:

Subject : Test Email - 4

Test Email - 4

Regards,

SUTHERLAND

Shruti Mayekar
Manager, Platform Solutions Group

4t Floor, Liberty Towers, Reliable Plaza

QMT Version 3.0.4 £2016 9;.

A — Click on the arrow icon to view the pre-defined template list

B — List of the pre-defined templates

C — Select the template name to send email

QMT 3.0 Powered by Sutherland
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&« C | © traveluatgmt.sutherlandglobal.com/// &lsArch=No ! ! # o

p Allocator
Q Query Management Tool ‘ 1 ;’ Y —
. 1
Mailbox  &FRefresn (7] ! -
T
T i
Arranged By: Date + Artachment Trail Action Trail Froductivit}; Trail Categorization
QMT-DEMO i

Draft Shruti.Mayekar@sutherlandglobal.com

Test Email -4
&= TEMPLATE EMAIL Workltemld: WI1201701895007E7719E Template 1 -——=p B

2 Full Screen

1
I

Email Trail = = @ Swp ‘1 Reply | + % For
1

v

Subject: Test Email - 4
Inbox Shruti.Mayekar@sutherlandglobal.com B

Test Email -3

Test Draft Email

Shruti.Mayekar@sutherlandglobal.com Thanks

Test Email Allocator

Please do not change the subject line in all communications to this query
Shruti.Mayekar@sutherlandglobal.com

Test Email
From : Shruti Mayekar(@sutherlandglobal com
Sent : Thursday. January 19, 2017 9:02:42 AM
Shruti.Mayekar@sutherlandglobal.com To :qmtuser2@sutherlandglobal.com
Test Email cC:
Subject : Test Email - 4

Shruti.Mayekar@sutherlandglobal.com
Test Email - 1 Test Email - 4

Regards,
Shruti.Mayekar@sutherlandglobal.com

H Shruti Mayek:
Test Email -2 H SU"[;HEREAND ruti Mayekar

Manager, Platform Solutions Group

1 Page Size: 20 ~ 4" Floor, Liberty Towers, Reliable Plaza

Skin Selection @ W@ @8 OQMT Version

Reply Using Pre-defined templates:
A — Click on the arrow icon to view the pre-defined template list
B — List of the pre-defined templates

C — Select the template name to send email

TOC
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Unread E-mail Notification

Newly arrived emails will be highlighted in the unread notification area so that users are aware of new emails
and can take appropriate action.

i x
| - Query Management Tool X
&« c ® traveluatgmt.sutherlandglobal.com/, “ |
Allocator
= &
Q Query Management Tool ’ ) = 9 Allocator+
Mailbox  ZRefresh L]
Arranged By: Date = Descending } Attachment Trail Action Trail Productivity Trail Categorization
QMT-DEMO
Draft Shruti.Mayekar@sutherlandglobal.com o Email Trail = @ Stop - Reply - % Forward % Full Screen
b
Test Email - 4 *
= TEMPLATE_EMAIL Workltem|d: WI1201701895007E7719E
Subject: Test Email - 4
Inbox Shruti.Mayekar@sutherlandglobal.com o -
H
Test Email - 3 *
Test Draft Email
Shruti.Mayekar@sutherlandglobal.com . Thanks
Test Email : Allocator

Please do not change the subject line in all communications to this query
Shruti.Mayekar@sutherlandglobal.com

Test Email
From : Shruti Mayekar@sutherlandglobal.com
Sent : Thursday. January 19, 2017 9:02:42 AM
Shruti.Mayekar@sutherlandglobal.com . To :qmtuser2@sutherlandglobal com
Test Email ; CC:

Subject : Test Email - 4

Shruti.Mayekar@sutherlandglobal.com .
Test Email - 1 * Test Email - 4

Regards,
Shruti.Mayekar@sutherlandglobal.com

: Shruti Mayeki
Test Email -2 : SUT}{ER[A]\ID : ruti Mayekar

Manager, Platform Solutions Group

1 Page Size: 20 ~ 4" Floor, Liberty Towers, Reliable Plaza

Skin Selection @ BE @@ QMT Version 3.0.4 £2016 9;._;“ D

Mail Unread Notification:

A — Blue highlighted strip on the left of the Workitem indicates as Unread.

QMT 3.0 Powered by Sutherland 17



(_

C | ® traveluatgmt.sutherlandglobal.com//Mailbox/Index?S! 000356&TId=

Allocator
Allocator

1 m Attachment Trail Action Trail Productivity Trail Categorization

1
Email Trail - @ Swp + Reply * Fo

Mailbox ZRefresn (2]

Arranged By: Date = Descending

QMT-DEMO
Draft Shruti.Mayekar@sutherlandglobal.com

Test Email - 4 Add Reminder

= TEMPLATE_EMAIL

Mark as Unread

Inbox Shruti.Mayekar@sutherlandglobal.com

Test Email - 3

Test Draft Email
Shruti.Mayekar@sutherlandglobal.com Thanks
Test Email Allocator

Please do not change the subject line in all communications to this query
Shruti.Mayekar@sutherlandglobal.com

Test Email
From : Shruti Mayekar@sutherlandglobal com
Sent : Thursday. JTanuary 19. 2017 9:02:42 AM
Shruti.Mayekar@sutherlandglobal.com . To :qmtuser2 @sutherlandglobal. com
Test Email : cC:

Subject : Test Email - 4

Shruti.Mayekar@sutherlandglobal.com
Test Email - 1 Test Email - 4

Regards,
Shruti.Mayekar@sutherlandglobal.com

Shruti Mayek
Test Email - 2 SUTHERULND d ruti Mayekar

Eih Rk BRI O Manager, Platform Solutions Group

1 Pa

Skin Selection @ HE @@ OQMT Version

Steps to Mark email as Unread:
A — Click on the icon.

B — Click on the Mark as Unread

QMT 3.0 Powered by Sutherland 18



Duplicate Email Notification

Email with similar subject line but with different workitem id will be flagged as duplicate emails. User will get
a notification against each email along with the details of similar workitem id like its current status, pending

with role & user etc.

'| Query Management Tool % W\
e

C' | ® traveluatgmt.sutherlandglobal.com//Mailbox/Index?SId=S5TC

Allocator
Allocator «

Mailbox  ZRefresh (]

Arranged By: Date « Descending | Attachment Trail Action Trail Productivity Trail Categorization

QMT-DEMO
Draft Shruti.Mayekar@sutherlandglobal.com @ Start & Full Screen
Test Email -4

= TEMPLATE_EMAIL Workltemld: WI201701894984B0E331

Subject: Test Email % 2 Attachments
Inbox Shruti.Mayekar@sutherlandglobal.com B
Test Email - 3 From: Shruti.Mayekar@sutherlandglobal.com 19 Jan 2017 08:55 AM

Ta: gmtuser2@sutherlandglobal.com

Shruti.Mayekar@sutherlandglobal.com
Test Email

Shruti.Mayekar@sutherlandglobal.com
Test Email

Shruti.Mayekar@sutherlandglobal.com

Test Email

Shruti.Mayekar@sutherlandglobal.com

Test Email -1
Shruti.Mayekar@sutherlandglobal.com
Test Email -2

1 Page Size: 20 ~

Skin Selection @ BE @S QMT Version 3.0.4 €2016 9;._.?7.1‘7;3

Duplicate Email Notification:

A — Click on the button to view duplicate emails.

QMT 3.0 Powered by Sutherland 19



&« (] ‘ @ traveluatgmt.sutherlandglobal.com//Mailbox/Index?SId=ST000356&TId=TP000059&IsArch=No#/tab-1 ¥r | o :

Query Management Tool

Mail Details

Workltem Id Status Name Subject Mail From Mail To Role Name User Name Received Date

WI20170189296D6397FB  Close Allocator | Test Email | tanusree.saha@sutherlandglobal.com gmtuser2@sutheriandglobal.com | Allocator 16 Jan 2017, 03:06 PM
WI2017018929751B0C%3  Close Allocator | Test Email | tanusree.saha@sutherlandglobal.com gmiuser2@sutherlandglobal.com | Allocator 16 Jan 2017, 03:06 PM
WI20170189298E805E14  Close Allocator | Test Email | tanusree.saha@sutherlandglobal.com gmtuser2@sutheriandglobal.com | Allocator 16 Jan 2017, 03:06 PM
WI20170189299494B925  Close Allocator | Test Email | tanusree.saha@sutherlandglobal.com gmtuser2@sutheriandglobal.com | Allocator 16 Jan 2017, 03:06 PM
WI2017018930294D65AF  Close Allocator | Test Email | tanusree.saha@sutherlandglobal.com gmiuser2@sutheriandglobal.com | Allocator 16Jan 2017, 03:06 PM
WI20170139496EER4451 nbox Allocator | Test Email = ShrutiMayekar@sutherlandglobal.com  gmtuser2@sutherlandglobal.com | Allocator 15 Jan 20117, 09:00 AM
WI20170189497205D7D7  Inbox Allocator | Test Email | Shruti.Mayekar@sutherlandglobal.com  gmituser2@sutherlandglobal.com | Allocator 19 Jan 2017, 08:59 AM
WI201701894984B0E331 nbox Allocator | TestEmail | Shruti.Mayekar@sutherlandglobal.com — gmtuser2@sutheriandglobal.com | Allocator 19Jan 2017, 08:55 AM
WI20160567689396FBB3  Sent Analyst Test Email | ShrutiMayekar@sutherlandglobal.com — gmiuser2@sutherlandglobal.com = External Role 20 May 2016, 04:40 PM

WI201701892956DE30D53  Inbox Analyst Test Email | tanusree.saha@sutherlandglobal.com gmtuser2@sutheriandglobal.com | Analyst Analyst 16 Jan 2017, 03:07 PM

Duplicate Email Details:
A — Email details will be show here

B — Click here to close the pop-up

TOC
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Sorting of Data in Re-Assignment

User can sort the data while re-assigning. By default system will sort the data on SLA

A

]
; L 1 .
& C' | ® traveluatgmt.sutherlandglobal.com/Reassignment/Reassign\Workitem 1 % O :
i
Q M Tool 'y - Admin
Query Management Tool L Administrator v
Workitem Reassignment |
Template Select Role User
‘ TEMPLATE 4 v | Username v ‘ Analyst v | | Analyst2 v ‘ v |
3 Reassign Workltem
Search Results
) D D Report 1

1

Template Work Item Id Last Action By Last Action On SLA~ Status

TEMPLATE 4 WI201611770703F1F1BD Hitesh Chouhan Oct 4 2016 4:20PM Nov 4 2016 5:37PM

TEMPLATE 4 WI201611770740B8C98E6 Hitesh Chouhan Oct 4 2016 4:20PM Nov 4 2016 5:39PM Assigned to

TEMPLATE 4 WI201611770731296029 Hitesh Chouhan Oct 4 2016 4:20PM Nov 4 2016 5:39PM Assigned to A

TEMPLATE 4 WI201611770789 Hites| ouhan Oct 4 2015 4:20PM Nov 4 2016 5:41PM

TEMPLATE 4 WI2016 584F Chouhan Nov 4 2016 5:41PM

TEMPLATE 4 WI20161177076F732899 Hitesh Chouhan Nov 4 2016 5:41PM

TEMPLATE 4 WI20161177 Hitesh Chouhan Oct 4 2016 4:20PM Nov 4 2016 5:41PM As

TEMPLATE 4 WI2016 Hitesh Chouhan Dec 4201 Nov 4 2016 7:55PM As

TEMPLATE 4 Wi201611 Hites| Dec 42015 4:20PM MNov 4 2016 7:55PM

TEMPLATE 4 Wiz01e Hites| Jun 4 2016 4:20PM Mowv 4 201

TEMPLATE 4 WI201611771241A2BBC9 Hitesh Chouhan Jun 4 2016 4:20PM Mov 4 2016 7:57FM

Steps to Sort:

A — Click on the icon to sort the data in ascending / descending order.

QMT 3.0 Powered by Sutherland 21



Data Dump Report

The data dump report can be generated as per workitem creation date / email trail date or Last action date.

-

A

1 T
&« c o 1rave|uatqmtsu1her\a‘1dgloba\‘com /DataDump/Data npReport 1 : “ | H

Allocator
Allocator «

T
i
Q Query Management Tool 4 [ ;‘

]
D4ta Dump Report
1

]
1
]
1 H 1
Template From Date To Date

| All Emails " ‘ 19an-2017 | = | ‘12--]an-2|]1.‘ ‘ =) |

@ - Archive SelectionType ===mmmemmccc— e ———————————————— » @

| e v ‘ ‘ Workitern Creation v ‘

Data Dump Search Results

Skin Selection @ B E @ E QMT Version 3.0.4 £2016 9".m7?~?

Steps to generate Report:

A — Select Template

B — Select From date

C — Select To Date

D — Select Archive (Yes — To include Archive Data, No — To exclude Archive Data, All — Both)

E — Select SelectionType (Workitem Creation — Derive the report as per the date when workitem is created
in QMT, Email Trail Date — Derive the report as per the email communication done on a workitem, Last
Action Date — Derive the report as per the last action taken by user)

F — Click on Search button

TOC
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Ageing Report

The ageing report can be generated by calculating aging in days / hours / minutes. The report can also be
generated for multiple months.

—

m‘lx http://travelustgmt.sutt =/ShowRepog O > & Iy

Query Management Tosl ‘

Allocator
Allocator ~

]

Query Management Tool a

From Month [January v From Yaar A
January ~]  Taear
1
Eupand/Calapse
1 1
i |
1 1
1 -
[t Jefa b Pl @ Find | Next B+ @)
FRqM JandaryZDﬂ TO January2017 Ternpla[e All Emails

N el e e i G i i il
NAME

TEMPLATE_DATA

& Reports

1

Analyst 1
& Consultant H
T

[BAgeing Report.

1 1
1 1
1 1
1 1
1 1 n
1 1
< 1 1 >
I 1
1 1
1 1
1 1
1
i v
I
v| F
Skin Selection § BE@E QU varsion 2.05 Gzo1s @) ST

Steps to generate Report:
A — Select From Month

B — Select From Year

C — Select To Month

D — Select To Year

E — Select Template

F — Select Expand / Collapse

G — Select Range (Days — Aging calculated in days, Hours — Aging calculated in hours, Minutes — Aging
calculated in minutes)

H — Click on View Report.
I — Report data will be displayed here.

TOC
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Productivity Trail Report

The aging report can be generated by calculating aging in days / hours / minutes. The report can also be
generated for multiple months.

re 1D [TEMPLATE EMALL v| Role

2 em It
[ V] Fromwonth [Fanoey u\---}l F I
r 2017 ] To_Month  [January V| ——— e -
e 2017 -
F o2z b M 6 [ Jemdines B @

e e Pl e e e s o e i e e
Shhls Role

WI201701890560DBESSD Received External Role  Allocator Inbox Allocator  Allocator 1/2/2017 0D 0H 0mi 0
et it5ies b

------------
Total Time 0D 3H 23mi
18ss

Assign 1/2/2017 1/2/2017 nn OH 0mi 0
7:57:38 PM

OD OH O mi
Oss
. -—-—-—-—-—-w

AT000001 External Role  Allocator 1/5/2017 Inbox Allocator  Allocator Allocator 1/9/2017 1/9/2017 0D OH 0mi 0
10:37:20 AM 1Z1L25PM 1Z1L25PM ss

e | ] | 1 R
il I N N N O O O S NN N -k
Assign AT000002 Allocatar Analyst Analyst /91 DEO0ST
1241725 P10
Net Time OD OH 0mi
0ss
Total Time 150 3H 29mi
4555

AT000001 Extemal Rale 1/6/2017 9D 0H omi 0
10:35:23 AM

------------
-l | | | | | _[=*~]

AT000001 External Role  Allocatar 1[9.‘21117 Inbox Allocator  Allocator Allocator 1/11/2017 1/1.1.'2n17 nn OH 0mi 0
E15:42PM 615

4:21:36
EE T e e
e | | | | 2" v

[ain ~]

Steps to generate Report:

A - Select Template ID

B — Select Role

C — Select User

D - Select From Month

E — Select From Year

F — Select To Month

G — Select To Year

H — Click on View Report

I — Report data will be displayed here

TOC
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Filter for Numeric Values in Categorization using Slider

Numeric categorization fields will be available as slider for filtering emails. This will help user to get the

required output within a range.

e =

'j Query Management Tool X

&

c ® traveluatgmt.sutherlandglobal.com//Mailbox/Index?SId=5T0003568:TId=TPO00059&IsArch=No#/RStab-2

Query Management Tool

QMT-DEMO

U Chaser

TEMPLATE_EMAIL

_______________________

-

Inbox (] i From:0 | To: 0
Eelanen Additional Info -

[ 1ssue Departure Time (HH:MM) -

O query From:
L |e]

Query Type To:

) payment

Priority

O crimcaL
[ HiGH

U MEDIUM

Steps to filter data for numeric values:
A — Click on the slider icon to select the range

B — Click on search.
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Tab, Section & Group for Data Templates

Data to be displayed in multiple tabs. Each tab is divided into sections and each section is divided in groups.
Each tab / section / group will be loaded individually which will result in user friendly data display and
improved performance.

Cargo Claims

(e 5ve ] o owne

Acknowledgement
AWB No. Claim File No. Claim Received Planned Delivery Date
|' 094848283 ‘ ‘C'."_"E':':."E | ‘ 10/3/2016 E | ‘ 372016 | m |
Date of Delivery Formal Claim Claim Type Reason for Claim
372016 | m ‘ ‘ GSA '| Delay " ‘ Consignment Received on 5th March 2016 instead |
Timely Notified Claimant Name Shipper Name Consignee Name
Yes " ‘ ‘E.E:-._'.'EZI'ZTZ._' ‘ R Travel |
Agent Name GKA Incident Place
Type of Cargo MAWE No. HAWB No. From To Air FLT No. FLT Date
| [oesees ]
Affected Pieces MAWB Grs Weight MAWB Pieces HAWB Grs Weight | McT | | B | | 0 | ‘ 456 ‘ | 3/20 | i |
Affected Weight MAWE Chr Weight HAWE Pieces HAWE Chr Weight | | | | | | ‘ ‘ | | & |
| [ e [« |
Claim Currency MAWE Rate HAWE Rate | | | | | | ‘ ‘ | | & |
[oue | [ | r
Claim Amount MAWE Other HAWB Other | | | | | | ‘ ‘ | | 5] |
| | 50 | 50 FLT Date Info Origin Destination
MAWE Total HAWE Total | BPCS/45KG Chocolates PER H MCT-BOM |

5

QMT 3.0 Powered by Sutherland
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Edit Workitem

The selected columns of workitem can be edited by user later. System will also maintain the edit trail for
future reference.

Allocator
Allocator +

Q Query Management Tool a4 ]

Mailbox  ZRefresh 7]

1
L
T
1
Arranged By: Date = Descending } Workitem Details Email Trail Attachment Trail Action Trail Productivity Trail : Categorization
&
F Edit Full Screen

WI201605677249BBD040
OR_123452/Test3/Mumbai

Worklrern|d: WI201605677249BBD040

@ TEMPLATE_DATA WI201605677239D161CD : UNIQUE  OR_123452/Test3/Mumbal
OR123Mtot 3rd GenerationAddress Street 1 G
New Data Order Product PR-7841581 Product Test3 Name of Chouhan Hitesh
Ref No. Code Name Customer
Email ID Contact 4487115578 City Mumbai State Maharashtra
Mumber
Pincode 400097 Delivery May 31 2016 12:004M Delivery URGENT
Date Option

Address Strest 123
Street 1

Address Street 2
Street 2

Remarks  TEST Remarks 123

1 Page Size: 20 A

SkinSelecton B BB E 0

Steps to edit Workitem:

A — Click on the button to edit the workitem details.
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&« (&) ‘ @ traveluatgmt.sutherlandglobal.com//Mailbox/Index?SId=ST000356&TId=TPO00059&sArch=No#/RStab-2 i ¥r | o]

Allocator
Query Management Tool

Create Workitem

Section 1
UNIQUE FIELD

‘ OR_123452/Test3/Mumbai Order Ref No. * | OR_123452

Product Code

PR-7841581 Product Name * Test3

Name of Customer

Chouhan Hitesh Emailin | test@123.com

Contact Number

‘ 4487115578 Address Street 1 Srresr 123

Address Street 2

| Mumbai

State

‘ Maharashtra Fincode | 400097

Delivery Date

‘ 31-May-2016 - Delivery Option | URGENT

Remarks TEST Remarks 123

Edit Workitem details:
A — Update the details

B — Click on save button
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Mailbox  &Refresn @

Arranged By: Date Descending b

QMT-DEMO
WI1201605677249BBD040

OR_123452/Test3/Mumbai

WI201605677239D161CD
OR123Mtot 3rd GenerationAddress Street 1

[ TEMPLATE_DATA

New Data

Skin Selection @ BE @80

View Edited Workitem History:

A — Click on the button to view the history.

1 Page Size: 20 ~

Email Trail

Workltemld: WI201605677249BBD040

UNIQUE OR_ fTest3/Mumbai

FIELD

Order OR_1 Product

Ref No. Code

Email ID 123.com Contact
Number

Pincode 400097 Delivery
Date

Address Street 123

Street 1

Address Street 2

Street 2

Remarks  TEST Remarks 123

QMT 3.0 Powered by Sutherland

Atrachment Trail

PR-7841587

s = ,’ Allocator
p =y

Allocator ~

1

{

T

1

Action Trail

Frndut:ivi(y Trail Categorization

]
| [ Edit ¥ Full Screen

Product Test3 Name of Chouhan Hitesh
Name Customer
City Mumbai State Maharasht
Delivery URGENT
Option

QMT Version 34
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&« & | @ traveluatgmt.sutherlandglobal.com//Mailbox/Index?SId=ST0003568&TId=TPO00059&IsArch=No#/RStab-2 b4 | o :

Query Management Tool

Edit Workitem Trial

Column Name Column Values Modified By Modified On

Address Street 1 Street 1 URD00O378 16 Jan 2017, 06:40 PM
Delivery Date 2016-04-30 00:00:00.000 | URDD0378 16 Jan 2017, 03:48 PM
Delivery Date 2016-05-31 00:00:00.000  URD0DD378 16 Jan 2017, 03:47 PM
Product Name Testd URD00O378 16 Jan 2017, 03:26 PM
Product Name Test3 URD00378 16 Jan 2017, 03:26 PM
Order Ref No. OR1_123452 URD0DD378 16 Jan 2017, 02:10 PM
Order Ref No. OR_123452 UROOO378 16 Jan 2017, 02:09 PM
Order Ref Mo. OR_123451 URDDO378 16 Jan 2017, 02:02 PM
Product Name Test2 URD00D378 16 Jan 2017, 02:02 PM
Product Name Test3 URD0O378 16 Jan 2017, 01:43 PM

Order Ref Mo. OR_12345 URDDO378 16 Jan 2017, 01:46 PM

Product Name TEST URDDD378 16 Jan 2017, 01:46 PM

Remarks TEST Rema URD0D378 16 Jan 2017, 01:42 PM

Order Ref No. OR 12345

View Edit Workitem trail:
A — Details of edited columns information will be shown here.

B — Click on the close button to close the view

TOC
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On Demand Mailbox Loading

Users having multiple mailbox access, all the status for every mailbox were loaded together. On Demand
loading only loads a mailbox that is currently being viewed by the user.

Rules to Auto Action Workitem (Phase1)

Rules can be created for every email that reaches QMT so that few manual interventions can be eliminated.
Hence, users will working only on relevant emails resulting in improved productivity & TAT.

Status based auto acknowledgment email

Auto acknowledgment can be sent to the sender on pre-configured statuses within the QMT. These email
will give a fare idea to sender about the progress on the workitem

Transaction Level SLA

SLA can also be set at transaction level along with the existing status level SLA. New reports on Transaction
level SLA and existing reports to support both, Transaction & Status level SLA.

TOC
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Thank You

For any further queries/issues mail to: PSG_QMT_HELPDESK@sutherlandglobal.com

QMT 3.0 Powered by Sutherland
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