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CHECKPOINT
The Dashboard

Below are the main areas of your social media dashboard, for each area we have noted

the section of the Quick Start Guide and the corresponding page.
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Signing In

To sign in to the Checkpoint Marketing dashboard
visit http://
checkpointmarketing.thomsonreuters.com.au

Add your (1) Username and (2) Password. If you click (3)
Remember me?, it will auto-fill your username and
password next time you visit the page.

Please be aware that this will automatically log you in when you
revisit social.checkpointmarketing.net, so be cautious when
using this option on a public or shared computer.

Click (4) Lost your Password? to reset your password via
the email linked to your account.
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Setup Wizard

_ _ Let's Get Started!
Once Iogged In you WI” be able to use the (1) Setup Here are a few shortcuts to help you get the most out of your Checkpoint

Wizard, which can be found on the tOp I’Ight of your screen. Marketing Australia account.

The Setup Wizard will take you through (2) adding Services,
and going straight to your (3) Priority Inbox. i

We will show you how to use these separate areas ADDSERVICES | JUMEINTOTHE |
throughout this Quick Start Guide. e o

Services - Add Your Social Profiles

The Services area allows you to add your social media Social a
profiles and services to Checkpoint Marketing.
There are a number of social media services that you can add, Blogs e
these have been grouped for convenience. Choose from the most
(1) Popular social media sites such as Facebook, Twitter, Photo & Video o
Instagram and LinkedIn or choose by areai.e. (2) Social,
(3) Blogs, (4) Photo & Video, (5) Monitoring and Monitoring e
(6) Apps. The (7) Rebranded category is not
available.
S -
Rebranded a
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To add a service, click the (8) add button on the service. You will then be prompted to
enter the corresponding login details to authenticate with these social networks.

oy O

Facebook Instagram Twitter Facebook Ads (Beta) LinkedIn

(#00) (s YT

Service Lists — Group your social media services

You can create service lists to post to multiple _

services at one time. Simply select the list List name (> M ]
when composing your message instead of S ©s=
individual posting services.

When posting Create one message for the list

Define how messages you create should be disy

Click on (1) Add a new list to create a new list
- IMAGE B.

Consumers ° Select consumers
. ) Contributors e Select contributor
Then (IMAGE A) add the (2) List Name, (3) List Contributors can manags thelst and post o't from thf

Color, (4) Consumers (users who can post to @
this list) and (5) Contributors (users who can add CAnCEL

additional services to this list) and (6) Create List.

To add more services to your list, simply click (7) Add Service. To find services that
have been already added to a list, simply (8) search for them.

Each created list can be viewed in the Service Lists section.

THOMSON REUTERS
C H E C K PO I N T ENGAGE MONITOR ¥  CONTENT ¥  CONTACTS ¥  MEASURE ¥ SERVICES ¥ e

— s - A

Add Services

.
My Services Add a new X
list

©

Shared With Me

v

@ SMTest ° @ Soshal Mediya o
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Composing Messages

You will find the (1) Compose button located at the top right o / COMPOSE
of Checkpoint Marketing dashboard wherever you are.
Once the Compose button is clicked, a | .o =

pop-up box will appear where you can
start to (2) compose your message. a—

You can publish or schedule to one frvpe your message here.
or more social media sites at the
same time. It is also possible to save =

messages as drafts to review later.
9 = AL o & &

CANCEL SAVE -~ ( SEND FOR APPROVAL ) @

Select a service = ‘ =2

Basic Messages

Select the (1) service (social profile) that you would like to post to, or multiple services if
required. The (2) character count for that particular social network will appear if relevant.

Then, start composing your message. All URLs are automatically shortened and a preview
will be shown. If you'd like to add additional content to your post (like an image or video),
you can do this by clicking (3) Attach.

New Message

o samtrtest Twitter X @ SMTest Linkedin company page X o $°3 ‘ EEE

@ Facebook for Accounting Business Facebook post %

,‘ Original w m n

Type your message here...

B E % & 8 & ©
CANCEL SAVE ~ ( SEND FOR APPROVAL)
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Adding Images & Videos to Your Messages

There are a number of ways in which you can attach a file to your social media posts.

It's possible to (1) upload a file, source an (2) image from a URL and choose content
from your (3) Media Library or the (4) Cloud (e.g. Dropbox and Google Drive).

Checkpoint Marketing has also integrated with Canva, giving you a full (5) design suite
to create a range of content assets such as Facebook covers, blog headers and Pinterest
posts.

To further enhance your social media management, it'’s also possible to (6) search for
aroyalty free image on Google and Flickr or search for a (7) YouTube video
without leaving the dashboard.

UploadFile  From URL Media Library Cloud Design Search YouTube

Drop Your Files Here

or

BROWSEFILES

to upload your images, videos and documents @

You can also load images from the web

Page | 7



THOMSON REUTERS

CHECKPOINT
Scheduling Posts

You can (1) schedule each post by (A) date, (B) time or even the (C) pre-calculated
optimal time. The Checkpoint Marketing’s optimal time algorithm takes into account the
optimal times for all services on a user account based on your best-performing content.

It is also possible to (D) repeat your message or add your message to a (2) Queue
which allows you to randomize the repetition of multiple messages to avoid spamming.

All links in the compose box are automatically shortened with bit.ly. To improve tracking in
Google Analytics, you can add (3) custom URL parameters to each URL. You can also
add pop-ups to designated links with (4) Snip.ly.

If you get stuck for ideas, you can access your (5) RSS Feeds, additional content and
trending hashtags directly from the compose box. For bigger campaigns, you might
prefer to (6) Bulk upload your messages in a CSV file, with or without images instead of
writing them individually.

New Message =

o samtrtest Twitter X @ SMTest Linkedin company page X x ‘ EEE

@ Facebook for Accounting Business Facebook post X

/‘ Original L 4 m n

Type your message here...

(7 280 [ 1.300 [} 2.000 &3

=408 2

o oo @ Q8
CANCEL SAVE ( SEND FOR APPROVAL) m
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Smart Queues

your social media messages to a Queue .

that allows you to (1) publish them at set ST Queue name [ |
Fimes throughogt the wegk. .Queues are Monday o ecyele mescages on
ideal for automatically publishing content e
that is not time sensitive. o Contributors Select
o Wednesday o
By selecting to (2) recycle messages, your —
messages will be repeated until you delete
them. We suggest that you only set a e
Queue on repeat if you will be regularly Saturday
adding new messages to a Queue. .
Multiple users can act as (3) Contributors and CANCEL a
add posts to Queues they have access to.
RSS, Content & Trends
RSS, Content and Trends
1 2 3 4

Content curation is made simple with the
additional content features in Checkpoint

Marketing’s dashboard. Click (1) RSS to emr— e, V7 cmem—
share content from an RSS feed. c : m ) \ > o

RSS Content Trending  Placeholders

. Walmart Joins Dick's Sporting Goods In raising age ... 5:26pm by Reuters: B ...
Then, simply select your (A) saved RSS feed or
WASHINGTON/NEW YORK (Reuters) - Walmart Inc, the largest U.S. m

(B) add anew feed tO your account' The (C) retailer, joined Dick's Sporting Goods Inc in raising the minimum age to
Auto Post feature lets you automatica"y post purchase firearms to 21 after the massacre at a Florida high school that
new artiCIeS from an RSS feed. has reopened a fierce debate over gun control in America.

Exxon quits some Russlan joint ventures citing san ... 8:25pm by Reuters: B...

If you have content in a Content Library, you

) i . L. HOUSTON/MOSCOW (Reuters) - Exxon Mobil Corp will exit some joint m
can access it by clicking on (2) Content. This is ventures with Russia's Rosneft, citing Western sanctions frst imposed in
Where your team can save the beSt SOCial 2014, while the Russian company said the pullout will result in serious
. . losses for its U.S. partner.
media posts and other useful content you might
have come across. Nervous stock markets brace for Powell part Il, do ... 9:16pm by Reuters: B ... -

To see what’s (3) Trending, select the
appropriate city or region, then check for hashtags that you can use in your posts.

(4) Placeholders are used to personalize social media messages and email campaigns.
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Engage — Interacting on your social media profiles

The (1) Engage button is available in the top menu of the dashboard, no matter which
page you’re on.

Your Priority Inbox collates all of your social media activity into one convenient stream,
prioritizing the most important messages. (2) Filter by social media channel or use a
(3) manual search to find specific messages and user profiles. You can also (4) choose
to view an individual stream in real-time by selecting it from the right sidebar.

When replying to others directly from the Engage section, make sure to take note of

the social network by the corresponding logo next to the profile name. Use the Like,
Retweet, Show Conversation, Repost, Reply, Translate, Archive, Assign and Reply
social engagement options that enable you to engage on your social media profiles
directly from the dashboard.

THOMSON REUTERS

CH EEK P'n:) [ N T 05‘46:‘55 MONITOR ¥  CONTENT ¥  CONTACTS ¥  MEASURE ¥  SERVICES ¥ Q o

Looks like You Have Not yet Received Any o@ e
New Messages in Your Priority Inbox

As you add more services, Checkpoint Marketing Australia will LBSEDRI CONPANY PACE
keep track of your social accounts and put all the important 0 SMTest
messages in one place - your Priority Inbox,

ADD ANEW SERVICE @ Test

Page | 10



THOMSON REUTERS

CHECKPOINT"

Engage — Your Inbox, Outbox and Tasks

You will see this section on the left-hand side of your dashboard. a
Once you click on (1) Inbox, you will arrive at your Priority Inbox
where you can engage with your followers and prospects.

The (2) Outbox section holds all of your sent and
scheduled social media messages:

e Sent: Posts which have already been published.
e Scheduled: Full list of your scheduled posts. Calendar
e Queued: Full list of your queued posts. Bounced
e Drafts: All of your draft posts.

e Calendar: This interactive calendar displays your past
and scheduled posts by day, week or month.

Each post can be drag and dropped to rearrange your
schedule. Messages can be filtered by Scheduled,
Queued, Sent, Team Member or Social Channel.

e Bounced: This is a list of posts that have bounced. Posts
may not send if the connection was lost between the platform and the social
media site, or if another issue prevented the social site from processing your post.

You can assign (3) Tasks to your team or other departments to boost efficiency. This area
relates to messages that have been sent for approval and tasks that have been assigned:

e For me: Tasks assigned to you.
e For others: Tasks assigned to your team members by you.
e Completed: All completed tasks.

(*) Calendar — month view

THOMSON REUTER!

.
e _ s taceerm - cowwr < cowmcrs - Meamne v smoaces - o

o < February2018 > [ —
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Monitor — Keyword and reputation monitoring

The (1) Monitor section allows you to monitor the “social web” for specific keywords,
brand mentions, your target audience and competitors.

To set up a new term or series of terms to monitor, click (2) New Monitor. When you do, a
pop-up box will appear, here you can choose whether you wish to monitor (A) keywords or
(B) review sites for your business (see image below).

THOMSON REUTERS 0
C% 'i Fri ( P O“. \!T ENGAGE ~ MONITOR v CONTENT ¥  CONTACTS ¥  MEASURE v  SERVICES v Q Q °

V' SHOW CHART

KEYWORDS
Monday, 19 February m
WORD CLOUD
> ng [ n't know that nearly 80% of all
e majority of ryday Au 2 ough retail g
Assoclation ‘Australian elong To You' campaign, No 1 2
ociation, November 19, 2017, Following mounting pressure from Labor and some Nati % E g
| king, superann dfi ga" -
en running ha“ks;
t ision, put ers 40 =
shared on social media and k profits go straight back to shareholders and the majority of those
shareholders yday Aus shares through their super funds". The ABA says bank prof hank
like you". Is that right? Checking the source The C jon contacted the Australian Bankers' Association requesting
sources and ¢ ve a response. On the "Australian Banks Belong To You® campaign website, the associa these references I = payout
he “nearly 809 re refers to the dividend payout ratio of the 8 key Australian retail banks 16and 2017. The are sourced from ivest ™" @
ut ratio is calculated as the sum of the dividends paid divided by the sum of cash earnings. According to the ATO uomlioﬁ Eg

at least one superannuation fund account (around 40% hav

ore than one). It's safe to say that many super

funds invest in Australian bank shares as part of their portfolio. This means that millions of Australians own bank shares. Verdict The Australian Bankers

Once you have multiple monitoring streams set up, you can (3) filter results by type - micro
blogs (social sites), blogs, news, videos and review sites or even positive, neutral or negative
sentiment. You can also (4) manually search for user profiles or more keywords.

It is possible to edit the conditions of each monitoring stream at any given time. Simply click
the edit button right next to your stream name and update it. Up to three monitoring
streams can be viewed at the same time.

It is also possible to engage with mentions New Monitor

dil’eCtly from the dashboard by USing the Add a new monitoring term or review site to your account.
(4) SOCial engagement buttons Here yOU You can always manage them later from the Services tab.
can like posts, share, reply or set sentiment

as negative or positive.

The next few pages provide instructions on c ,0 e 0
how to set up a (A) keywords monitoring
stream and a (B) review sites monitoring
stream.

KEYWORDS REVIEWSSITES

( OK,'MDONE |
N J
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Keywords

(1) Description: This is for your own reference.

(2) Has one of these terms: Your main
keyword or phrase, this is a mandatory field.

(3) Has any of these terms (optional): an
additional keyword that would also need to be
included for the post to be brought through.

(4) Doesn't have these words (optional):
Exclude entries containing particular keywords.

(5) Google Alerts Feed (optional): Add the URL
to a Google Alerts Feed to enhance results.

(6) Only from this country: Choose whether
to only show mentions from a specific country.

(7) Location (Longitude, Latitude and
distance in miles) — narrow down results
by location even further.

(8) Email notifications: Choose the
frequency (daily, weekly) for receiving
monitoring results via email.

(9) Send email notifications to: Add the
email addresses you would like to send the
alerts to (if selected).

(10) Save settings: Make sure to save your
settings, you can amend your monitoring
service at any time.

Page | 13

Doesn't have these words
(optional)

ecoogle Aerts Feed (optional)
Gomy {from this country

Q-

Longitude
Latitude

Within this distance (miles)

10

This is for your own reference.

Results must contain at least one word of phrase entered into this field in order to be included.
Separate each word or phrase by a comma. e.g. cola, orange juice, lemonade

Results must also contain one or more of the above words or phrases
Separate each word or phrase with a comma e.g. coffee, hot chocolate, tea

Exclude entries containing the keywords above. (Separate multiple keywords with a comma)

Enhance your results by adding Google alerts feed, remembex o include the http:// or httpsJ/
Any

Only show mentions from a specific country or location (only supported on Twitter)
Select "Any” i you want to search every monitoring social network and web results
Piease note: Enabling this option will reduce the number of results.

Test this using Twitter's advanced search to see the example of results you can expect.

~
AL isle of Man

Map  Satellte
b Oublin: Manchester Hemburg
o
ireland ~ © Liverpoo! J
Amsterdam ¢J
> )
Netherlands
Lorkion §
L BasSioere Gon & i
o /\ o)
“Cg“bj(vma/ Frokfurt, 4
Cuxembourg
Parie. M
Gocgle Map data 62916 GeoBsis OE/BNG (62003, Coogle. s e Nacces T of Use
-0.200071
51.639728
1000

Never

Select whether or not to receive emall notifications when new mentions are discovered

Separate multiple email addresses with commas.

Cancel
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Review Site Monitoring

Set up this service to simplify how you
monitor feedback on various review sites.

First, enter the (1) description for your own
reference. Then add the URL of your
business page on each of the review

websites you would like to monitor, including:

e (2) Yelp Page

e (3) Trip Advisor Page

e (4) Glassdoor Company Page
e (5) City Search Page

(6) Setup additional review sites: Yes/No

Checkpoint Marketing has partnered with
ReviewPush to allow you to monitor
even more review sites, including
Google and Yahoo! Local.

O ~
This is for your own reference.

e Yelp Page (optional) http://

e Trip Advisor Page (optional) http//

Glassdoor Company Page http://
(optional)

e City Search Page (optional) http/

Setup additional review No
sites

o Send email notifications to

We've partnered with ReviewPush to allow you to monitor even more review sites in
Example WL inciuding Google & Yahoo! Local. Once you've Setup your ReviewPush
account, select Yes to add your additional review sites to Example WL.

Separate multiple email addresses with commas.

0 Email notifications Never

Select whether or not to receive email notifications when new mentions are discovered.

0 Cancel

Please note that this is a paid service and you should contact your administrator if you
would like to enable it. Once you've setup your ReviewPush account, you will be able to

add them to your dashboard.

(7) Send email notifications: Choose the frequency (daily, weekly) for receiving

monitoring results via email.

(8) Send email notifications to: Add the email addresses you would like to send the

alerts to (if selected).

(9) Save settings: Make sure to save your settings, you can amend your monitoring

service at any time.
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Search — Real time search on Facebook & Twitter

This section enables you to (1) search for keywords and mentions in real-time
on (2) Facebook or Twitter.

In the right sidebar are your (3) recent searches and (4) trending hashtags.

At the very bottom-right corner of the page is the Word Cloud that includes all of the
most popular keywords currently trending.

You can engage with your audience on your social media profiles directly from the
dashboard by using the social engagement buttons (such as like, share and others).

THOMSON REUTERS
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< [ exporTrOCSVY ) G FACEBOOK capital gains Q
Thursday, 1March

- e _
5 printegrat
_ > v Test
elVGC You say this like income tax isn't regressive? The wealthy don't maintain it by income - it's through capital gains, portfolio structure. All

staggered income tax does is screw people from poor families trying to make a life from thems

nrough working hard in decent jobs,
TRENDING
W kimmojaskarl :
Wasn't that just no VAT on spending? You still have to pay capital gains, and crypto is still property and not currency. So not necessarily #WorldBookDay

awesome. #StDavidsDay
” W Maltl c #Feliziueves
Did you know - Children have their own allowances and tax bands, as well as their own capital gains tax annual exemption, and in some cases, there can be a tax WS By e g 55
saving by transferring income producing assets to a child. ht ) J BStorEms
W Carsten71071425 “Carrero+Blanco™
It's only VAT exempt, one still needs to pay capital gains tax each time for each #Bitcoin purchase. It's still a long way to go until #F is easy touse “hack
as aform of payment in Germany Maceo
- W 118Carlo IOFAN>
» v i k You voted FOR the Bedroom Tax & raising VAT & AGAINST raising welfare benefits for the sick & disabled. You voted AGAINST. “National+Grid™
'E=HUSY
B ¥ Tigmargs
"Riccardo+Tisci"
Ll Itis March 2018 and we don't know yet the funds notified under Section 54EE for capital gains exemption which is applicable 2017-18 onwards. :( any idea
q ’ Leveson
B
W CryptoTaxUK
. B VECRSEBRUWAZETSH
Quick update at the bottom of the guide with an example of how to calculate capital gains when spending cryptocurrency htty
#1Mar
W duncangledhl #journeemondialeducompliment
2 RT If you use cryptocurrencies as amethod of payment, you won't be taxed in oE. You'll be taxed on the capital gains. #UniMentalHealthDay
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Content — How to add new content

The Content section of the dashboard allows you to manage your content suggestions,
RSS feeds and Content Libraries.

Content suggestions are similar to the real-time search within Monitoring in terms of
functionality. Here you can search for topics and filter them by Influencer, Relevance or
Top Articles.

NNNNNNNNNNNN
ENN - - =D o 2

Fund Structure 89 ARTICLES SORTED BY

Indusind Bank backs Rs 1,000
'venture debt fund Alteria
- Tis

Family offices hot on direct Family offices hot on direct
deals deals

.

i
Change the Stock Market
Australian National Audit Office Constant -
Austeallan Nationsl Audit Office Desig Outperforming the brosd Index Is hard hangs the stock market constant,

The Feeds section makes life more convenient if you are used to using RSS feeds.
Simply add a New Feed and receive all the latest news and blogs in your dashboard.

Key Insights: From Capital
Raising to Exits Academy
Session 1 - Financing 101

If you want to share a particular RSS feed (e.g your own), you can set up an Auto Post. With
this option, you can choose to automatically share content, including their frequency and
amount. It’s possible to publish posts automatically, queue or save them as drafts.

Your content library rests in the My Content section. Here you can add messages that you

have written or already published (via compose box). You can also save articles to read or
work on later.
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Measure

The measure section allows you to measure the impact of your social media activities. For
quick insights you can use the (1) Engagement Report and for deeper insights, you can

(2) build your own bespoke reports. It is also possible to (3) download raw data in CSV
or HTML.

THOMSON REUTERS
CHECKPO'NT ENGAGE ~ MONITOR v  CONTENT v  CONTACTS ¥  MEASURE v SERVICES v °

Select account 4 g
| e R — 15 February 2018 1 March 2018

f Facebook Page
¥ Twitter

@ Instagram

G* Google+

a

in Linkedin

&l Monitoring

0 YouTube

¥ Google Analytics

& MyReports

2/ ReportBulder
34 0 Download Data i Audience Growth

(%]
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Report Builder - overview

In Report Builder you can view and create custom branded reports to suit the
requirements of your business.

(A) Add new modules to existing report

¢ Modules include a range of reporting metrics (e.g., audience growth, content habits),
integration with Google Analytics, and social media channel filtering.

(B) Report sharing with other users on Social Media Manager
(C) Report sharing options:

e Print: print the report.
e Email: send your report to others on a daily, monthly or quarterly basis.
e Live: enables you to share the report via a URL.

(D) Create a New Report

(E) Personalize your report by adding your logo and contact details.

THOMSON REUTERS

C HE C KP O INT ENGAGE  MONITOR ~ CONTENT * CONTACTS ¥ MEASURE ¥  SERVICES +
[}\1-mequ 4[9 a .7 B‘] (7] ( )
9 e 0 30 January 2018 - 1March 2018 w ) FILTER DATE :j.

B Hide cover page ~
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How to create new report

Click (D) New Report on the right-hand side of the dashboard to create a new report.

(1) Enter your report details: Report Name, Report Title and Default Time Period (this
can be edited after the report is set up).

(2) Select the layout of your report.

o Report Name o Choose a layout

Report Title
This title will appear on your report 1 Column 2 Columns
Default Period
LAST 7 DAYS LAST 14 DAYS "’ LAST 30 DAYS ' LAST 90 DAYS
1-2 Columns 1-2-1 Columns

Once your new report has been set-up, (3) add modules — the metrics that you would like
to report on (additional modules can be added at any time).

3 AddModules

General Reports  Channels Monitoring Links Campaigns Google Analytics

[r. ter modules J

A Activity Overview

Summary of engagement, audience, mentions and message volume across all your social accounts.

Ed Audience Growth

Audience growth across all your connect social profiles.

F3 ContentHabits

Overview of posting habits across all your connected social profiles.

& Emalil Statistics

Email open rates.

2 Engaged Users
Most engaged audience members across all your connected social profiles.

©O 00 0O
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EXpO It — Export data for further analysis

Here you can export data for (B) Campaigns, Channels, Monitoring, Contacts, Users
and Other for further analysis.

Take note that all data is stored for 90 days on your social media management dashboard.

If you prefer to keep your analytics data for longer, you must (3) export data in (B) HTML
or CSV format for each individual month.

This gives you the ability to compare results on a quarterly and annual basis.

THOMSON REUTERS

CHECKPOINT ™

MONITOR *  CONTENT ¥ CONTACTS *

MEASURE *

SERVICES *

Export

A Campaigns

Channels

Monitoring

Contacts Users

Other

Sent Messages

Scheduled Messages

Drafts

Received

Clicks

Message Statistics

Bounced Messages

Team Statistics
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Preferences — control your Settings and Preferences

You can view a high level overview of your account information in (*) Preferences. To
access this area, click on the cog icon at the top right corner of the dashboard (see page
4). Then click on Preferences, just under Settings.

Here you can view and edit your (1) Contact and Location Information, as well as
choose whether to receive desktop (2) Notifications or not.

You can choose how to shorten your links and set your (3) Publishing Preferences.
To reset your cache and change your security question go to (4) System Settings.

Once you have made the adjustments, make sure that you click Save on each section to
save the changes you have made.
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Contact Information

Notification Settings

Name or company Ghaleon Ong
& or company Ghaleor Publishing Preferences
System Settings
Email shaleon.ong@thomsanreuters.com
ghaleon.ong

Username
Password

Location Information

Time zone Australia

(GMT+11:00) Australia- Melbourne
Language English :English
Clock format 12- hour
.
URL Shortening @ SystemCache @
Default URL shortener bitly v | RESETCACHE |
bitly Login ghal i i
e Security Settings
bit.ly Key trassnse Reset my session every 2days v
bitly pro domain Security question None r
(optional)
under legacy APl key
Valid IP addresses
Publishing
Twitter retweet RETWEET AS YOUR OWN
behaviour
Rich text editor Automatic v
Pause scheduled ON
messages
Default filter] My user v

IStrip links from post bod on  oFd
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http:// checkpointmarketing.thomsonreuters.com.au
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