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Serious collaboration for serious business.

Additional video tutorials and web articles can be found at helpdesk.workstorm.com
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INTROBDUCTION

Each company account on Workstorm is customizable by the Site
Administrator to meet the unique needs of your organization. This Site
Administrator guide is designed to help new Admins get up to speed
quickly, customize account settings, enable security settings and set

user functionalities.

CONTENTS

Personal Account Setup

Company Account Setup

Inviting and Managing Company Members

Announcements

Member Guide

Additional video tutorials and web articles can be found at helpdesk.workstorm.com
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PERSONAL ACCOUNT SETUP

Sign up for Workstorm via the email invite from
After accepting the invite, you will be redirected to create a password
and login.

Select . then in the left menu to customize your profile. Upload a profile picture and add contact information.

Select to adjust font size across the platform to your preference.

@) Account Settings Profile 4

Enter your contact details and upload a picture for your account

e RETCTT Personal Information Email Address
Add or update your contact information.
1 Profile saranevans384@gmall.com
& Securi
24 First Name (required) Last Name (required)
T Accounts
saran Evans
— Job Title
APP SETTINGS s
¢ Display
# Notifications Work Phone Internal Extension
312-867-5309 123
Cell Phone
Address
N .
@ Account Settings Profile X

Enter your contact details and upload a picture for your account.

PERSONAL SETTINGS
& Brtic 2400 N. Greenview

Address

& Securil
il Address Cont.

T Accounts

— City State Zip
APP SETTINGS
o Display

Chicago

50606|

4 Notifications

Photo
Upload a profile photo.

— Zoom +

& Selectimage

Additional video tutorials and web articles can be found at


http://helpdesk.workstorm.com
https://helpdesk.workstorm.com/knowledge-base/account-creation/
mailto:%20support%40workstorm.com?subject=

@ Account Settings Display 5

Set your display preferences for your account.

PERSONAL SETTINGS Font Size A A
1 Profile Adjust the font size for your account.

& Security

T Accounts

Code Snippet Color

When you type “/code” into a message,
the text will be formatted as depicted
Choose the color scheme for code
snippets

color
background: @oase

px solid;

Select . then to enable or disable push notifications for incoming messages, alerts, and video calls.

Customize notification preferences by conversation, as desired.

NOTE: Enabling notifications is recommended for all Site Administrators and members to help you never miss a message.

@ Account Settings Notifications 2

Control netifications that you receive for new announcements or messages.

All notifications are enabled

Announcements
PERSONAL SETTINGS Announcements notifications are enabled
1 Profile
& Securi
A4 Teams

T Accounts Teams notifications are enabled

== Private Messages
APP SETTINGS Privale Messages nolificalions are enabled

& Display

& Notif S Barry Smith
) Jenniter Cormay
Jim Simpson

Joanna Smith

Additional video tutorials and web articles can be found at
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Select , then to reset your password. Update your password regularly for security and to comply with password

requirements set by your company.

€ Account Settings Security &

Manage the security settings far your account

PERSONAL SETTINGS
L Profile

Password Current Password
Seta new password.

New Password
T Accounts

o weax
— Password Not Strong Enough: keep typing
Ll ) Password must have a minimum strength of ADEQUATE
Ways to make your password stronger:

Add Characters

& Display

& Notifications

Include at least one number. uppercase letter or symbol (@#$%")
The more unique characters you add, the stronger it will be.

Retype New Password

Additional video tutorials and web articles can be found at 05
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MANAGE COMPANY ACCOUNT

After enabling notifications and setting up your personal profile, select

to customize your company profile and

settings. Confirm your company name and upload a company logo to brand your company account on Workstorm.

@ Account Settings Company Details X
— Enter your company’s contact details, manage permissions and upload & l0go.
PERSONAL SETTINGS Company Information and Company Name

e Permissions

oot Bickers & Bickers LLP

: Add or update your company contact

@ Security information and manage permissions.

T Accounts Email Domains Phone Number

12storage.com, banit. me, 1 556-872-9087

APP SETTINGS

@ Display Email External Collaboration

Email and Celender client is enabled External collaboration Is enabled
& Notifications T . h ot o
Giphy Dropbeox
Giphy use is enabled Dropbex inteqration is enable

ORGANIZATION SETTINGS This permissio 75 to send animated GIFs. Tur v r

4 Divisions

ion Policy

s Users ces users to change

£ integrations

P N o]

ln Analytics
€) Account Settings Company Details X

Enter your company’s contact def

permissions and upload & logo.

Gipny
Giphy use is ensbled

PERSONAL SETTINGS

LF
Pessword Expiration Pol
& Security

T Accounts

APP SETTINGS

Two Factor Authentication
© Display

4 Notifications This permission ¢

ORGANIZATION SETTINGS

 Divisions

This permission aliows users to send onimated GIFs:

Lroppox

Two factor authentication is not r ed

 Users Logo

Upload a company logo to be displayed
In Workstorm

5 Integrations
Ja Analytics

£ Plan & Payment

2Zoom

@ Selectimage

Additional video tutorials and web articles can be found at
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Confirm the email domains associated with your company account. If external collaboration is enabled, any user that is invited

to a Team or Private message that doesn't have a matching email domain will be considered an external member. If you would

like to update the email domains associated with your company's Workstorm account, please contact your Account

Representative or submit a

ﬁ Account Settings

PERSONAL SETTINGS
1 Profile

& Security

T Accounts

APP SETTINGS
¢ Display

& Nofifications

‘ORGANIZATION SETTINGS

Divisions
@ Users
= Integrations

I Analytics

Additional video tutorials and web articles can be found at

Company Details
Enter your company's contact details, manage permissions and upload & logo.

Company Information and
Permissions

Add or updste your company contact
information and manage permissions.

Company Name

Bickers & Bickers LLP

Email Domains Phone Number
12storage.com, banit.me, ¢ 555-672-9087
Email External Collaboration

Email and Calendar client is enabled External collaboration is enabled
Turmn on the lent for your company’ This p

cor

Giphy Dropbox
Giphy use is enabled Dropbox integration is enabled
This permission aliows users to send animated GiFs. Turn on the dropbox Integration for your company

Password Expirat
This permission for
Days

0

Policy
users to change their password after @ set number of days.

07
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Click the toggle to enable Email and Calendar functionality. If your company uses Office 365, users will be able to login to
their email and calendar account and use them within Workstorm. Please contact your Account Representative or submit a
if your Company does not use Office 365 and you would like to discuss a potential integration.

< Calendar P C1 i Calendar

[ e Aug 11-17, 2019

B calendar
Sun 8/11 Mon 8/12 Tue 82 Wed 8/14 Thu 8/15 Fri 8/16 Sat8A7
all-day
Bam
* VIP Conversations o
# Workspaces
i 10am
# Messages (53
 Announcements am
© Recent
Contacts 12pm
@ Surveys
Tpm
= Email
z 2pm
3 Calendar
= Files 35
0 Hel
" apm
© Settings
<& Unmuted Spm
& Log Out
&pm
« Collapse Menu
< Email # New Email Q  Project Plan
= Brian Stearns -
& Inbox Good luck on the call today! 7/23/2019 1035 am Attachments
Repl:
# Drafts Project Plan 201.. @ Project Plan 201...
oo “
4 Sent ltems
w clud Reply Al
® Junk Sent: 08/14/2018 11:40 am
G e Michael W From: Robert Jackson ad
@ Messages [ W Trash Delano Mat To: Joyce Rose Forward
4 Announcements & archive Hi loyce, pl Subject: Project Plan
Get Outlook a
© Recent - "
B ACME Litigation Matter = Archiv
B Contsichs Robert Jackson )
o Hi Joyce,
™ Conversation History i al &
™ XY Litigation Matter Please see the attached project plan for Q4 Delete
o 2018. It is a ppt, as well as an excel file.
Outbox 772.627-3158 Ses you at the meeting! -
B Partner Group P
Best,
M PEC Litigation Matter
Robert

E: robert.jackson @workstorm.com
C:773-627-3458

@ Log Out

« Collapse Menu

Additional video tutorials and web articles can be found at
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Click the toggle to allow Company members to invite and collaborate with External members.

€ Account Settings Company Details

Enter your company’s contact details, manage permissions and upload a logo.

PERSONAL SETTINGS Company Information and Company Name
Permissions

1 Profile

Bickers & Bickers LLP
Add or update your company contact

& Y information end manage permissions.
 Accounts Email Domains Phone Number
12storage com, banit me, | 555-672-9087
APP SETTINGS
© Display Email External Collaboration

Email and Calendar client is enabled External collaboration is enabled

4 Nofifications saging ar

Giphy Dropbox
Giphy use is ensbled Dropbox int
the an

‘ORGANIZATION SETTINGS This pemmission allows users to send

 Divisions
Password Expiration Policy

& Users

= Integrations

Ju Analytics

Click the toggle to allow members to use GIPHYs, or animated images, in Messages.

Click the toggle to set a password expiration policy for all members. Once enabled, set the number of days until member

passwords will expire and must be reset by the members.

@ Account Settings Company Details

Enter your company’s contaet details, manage permissions and upload a logo.

PERSONAL SETTINGS Company Information and Company Name
* Profile Permissions
Tofile Bickers & Bickers LLP
i Add or update your company contact
& Security information and manage permissions.
T ecouds Email Domains Phone Number
12storage.com, banit.me, | 555-672-9087
APP SETTINGS
4 Display Email External Collaboration
Email andl Calendar client is enabled External collaboration is enabled
A Notifications , v

our This
cor

Giphy Dropbox
Giphy use is ensbled Dropbox inteqra

ORGANIZATION SETTINGS

 Divisions

Password Expiration Pol

& Users users to change their.

= Integrations

30

i Analytics

3 Plan & Payment

Two Factor Authentication
Two factor authentication is not required

antrols the use

This perm

Additional video tutorials and web articles can be found at
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Click the

@ Account Settings

PERSONAL SETTINGS
1 Profile

& Security

T Accounts

APP SETTINGS
© Display

& Notifications

‘ORGANIZATION SETTINGS

4 Divisions
e Users
% Integrations

I Analytics

Company Details

Enter your company’s contact details, manage permissions and upload a logo.

Giphy

Giphy use is enabled

This permission allows Users to se

Password Expirt

This permi
Days

3d

Turn on the dropbox i

toggle to require 2FA for company members. Further customize 2FA settings by updating recovery code options.

Dropbox

Dropbox inteqration is enabled

our company

Logo

Upload s company logo to be displayed
in Workstorm.

As the Site Administrator, you can review requests to reset Company Members’' 2FA, see who has 2FA enabled and which 2FA

method they are using (SMS or TOTP) by clicking on

under Multi Factor Authentication.

@ Account Settings

PERSONAL SETTINGS
1 Profile

& Security

T Accounts

APP SETTINGS
 Display

& Notifications.

ORGANIZATION SETTINGS
i Company Details
 Divisions
s

= Integrations

s Analytics

£5 Plan & Payment

, then

Users
Add or update users for your company.

User Information
Select All

Invite a single user or upload a list of
users,

@ Upload CSV File

& pownload Template

. Select

-- Action —
AA
Tester Account
Craig Andrews
Testone Application
BB
David Bushby
Andrew Christensen
Jennifer Conway

Clay Curlee

Additional video tutorials and web articles can be found at

and choose your filter criteria

X
Filter Users

foc 1 X
Usdr Filters

User Status
sioc
UsEr Full Members

Invited

Fun vl Pending
usfir

External Members
Blocked Members
Hrs Admin Members

Multi Factor Authentication

Bioc Any MFA

U o TotP MFA
SMS MFA

rs Reset requested
No MFA

Fun
USER STATUS

Fun Member

USER STATUS

Biocken
USER STATUS
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Select under Organization Settings, and then click on and . Search for or scroll down to the

and click save to

colleague you wish to make a Site Admin. Click the dropdown to the left of their name, toggle on Admin

confirm the user status change.

m Account Settings

PERSONAL SETTINGS

Users
Add or update users for your company.

User Information

Select All - Action - Filter Users
1 Profile Invite a single user or upload a list of
users,
& Security
5 Fun Member
T Accounts Craig Andrews USER STATUS
@ Upload CSV File EMAIL INVITED JOINED

APP SETTINGS
© Display

& Notifications

ORGANIZATION SETTINGS
# Company Details
 Divisions
w

= Integrations

Ju Analytics

Select under

month, and number of APl Keys utilized.

W RKSTORM Analytics

LastMonth =

°
w2

MESSAGES

1.5ms

Video Conference

21l

© Download Template

to track company wide data storage, messages and video conference use per

DEVICE UsASE

5?” ;:;utes

gapeluwu@banit.me March 15, 2019 March 15, 2019
Parmission

Admin ¢

. Ful Mambar
Andrew Christensen USER STATUS

Jennifer Conway USER STATUS

ACTIVE UsERS FILES SENT

423 1.2k

Document Management

Additional video tutorials and web articles can be found at

822
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INVITING MEMBERS

Site Administrators have the ability to invite new members on an individual

basis orin bulk by uploading a CSV file. Once invited, new members will receive

an email invitation to join Workstorm from

Select ,and then under

. Click

and type the person’s email address and name,

then click Send Invite to issue an email invitation. If a useris invited individually from within the User's settings menu,

they will be added as a full company member even if their email domain does not match the domains selected for your

Company's account.

@ Account Settings

Users

Add o update users for your company.

PERSONAL SETTINGS
1 Profile

User Information

Invite & single user or upload & list of
users.

Select All

-- Action -

Filter Users

& Security

T Acoounts |

@ Upload CSV File

APP SETTINGS
< Display @ Download Template

A Notifications

ORGANIZATION SETTINGS
s Company Details

 Divisions

Select ,and then under

Becky Gonzalez

(required|

becky.gonzalez@bandb.cc

(required)

Gonzalez|

(required)

penaing
USER STATUS

Becky

. Click

to obtain a formatted spreadsheet to

invite multiple members. Enter the new company member details into the spreadsheet. Save in CSV format and click

.Once uploaded, the invitees will be moved into a pending state. To complete the onboarding process for these new

invitees, the Company Admin needs to confirm the invites for them to be sent.

ﬂ Account Settings

Users
Add or update users for your company

PERSONAL SETTINGS User Information

1 Profile Invite & single user or upload a list of
- users,
& Security

T Accounts

Select All

@ Upload CSV File

APP SETTINGS
@& Download Template

@ Display

& Notifications

ORGANIZATION SETTINGS
W Company Details

 Dit

-- Action --

Katherine Ellison

Grace Evans

Sarah Evans

Jay Goetz

Neil Gomez

Additional video tutorials and web articles can be found at

Filter Users

Ful Member
USER STATUS

Fuil Membar
USER STATUS

Ful Memoar
USER STATUS

Fuil Member
USER STATUS

Full Memper
USER STATUS
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Select ,and then under Organization Settings. Search for a user or filter users by

' ,or . Click the dropdown arrow to the left of the user’s name to see more

info, resend or rescind an invite, remove or block a user, and grant admin privileges.

@ Account Settings Users 3

Add or update users for your company.

PERSONAL SETTINGS User Information .
. . . Select All - Action — Filter Users
2 Profile Invite & single user or upload s list of
users.
& Security
. X
T Accounts ew User Craig Andrews Uelr Filters
@ upload CSV File User Status
3 Fun e
APP SETTINGS Andrew Christensen usfir Full Members ¢
© Display © Download Template Invited
4 Notifications s Fun b Pending
Jennifer Conway usfir

External Members
— Blocked Members
ORGANIZATION SETTINGS Katherine Ellison Ueln Admin Members

usfir
3% Company Detts. Multi Factor Authentication
 Divisions n
. Grace Evans ushR Ay MEA,
TOTP MFA
= Integrations SMS MFA
A1 Analytics Sarah Evans Ushr Reset requested
£5 Plan & Payment No MFA

Fun
Jay Goetz USER STATUS

Neil Gamez rulMemoer

ﬂ Account Settings Users *

Add or updste users for your company.

PERSONAL SETTINGS User Information i
5 Select All — Action — Filter Users
1 Profile Invite & single user or upload  list of
users.
& Security . s user simIUS
T Accounts
invteq, Excernal
John Doer USER STATUS
@ upload CSV File
APP SETTINGS
o o slocksa
@ Display Download Template Henry Doyle USER STATUS

A Notifications

External

Jason Doyle USER STATUS

ORGANIZATION SETTINGS
) EMAIL INVITED JOINED

# Company Details vasy@abyssmail.com March 18,2019 March 15, 2019

# Divisions

w
Block Jason Save
= Integrations

Ja Analytics

£ Plan & Payment

siecan
Frances Dwyer USER STATUS

. & Fun memoer
Katherine Ellison USER STATUS

Additional video tutorials and web articles can be found at


http://helpdesk.workstorm.com

ANNOUNCEMENTS

Site Administrators have the ability to send one-way company-wide or

division announcements and files to members.

Select ,and then in the left menu. Type a message to send out a new announcement to all Internal

company members.

Bickers & Bickers LLP

C , 0V24/2017 3:54 pm
s Joe Smith

Hello slll We are &t 120% of our target for sales YTD. Let's all keep collaborating and pushing the envelop A
on benalf of our clients!

01/24/2017 3:56 pm
Joe Smith

I want to share this feedback from our biggest customer....see the following sttachment.

Uploaded file:
Name: Feedback.docx

* BGA Client
i Uploaded: 01/24/2017 3:56 pm

icago Office @

Size: 21.89 KB

® Focus
e e

* Innovation Pract... Downlaod Share  View

orkspaces
0V312017 4:43 pm
Joe Smith

Congrats to everyone that worked on the Acme account. Great win for us all!

q 02/14/2018 8:54 am
¥ Tom Thompson

I want to thank everyone that work on the xyz account. It was a great win!

M 032320181204 pm
¥ Tom Thompson

Please read and sign this new NDA

§) om0 0
Robert Jackson

Bickers & Bickers is pleased to anncunce Jim Simpson has been named its newest partner, effsctive from

January 1st, 2019, The promotien strenginens one of the firm's core practice areas, employment law. and

ads further depth to the firm’s offering, Jim has been with the firm since 2011 and already has & wealth of

experience to help mave the firm towards its stated objectives. Flesse sl give Jim a well deserved

o Help congratulstions.

 Settings

Q Search = Files

Additional video tutorials and web articles can be found at
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Select ,and then

start a new announcement to all Division members. Select the 6 icon to upload files. Click the T iconor press

keyboard to send the announcement.

@ Surve

= Email

dar

Human Resources

OpErT ERTSIMENT 15 Your SNAUET OPPorUMITy 1o TEVIEW 8T Make CNanges 16 Your DemeTT

Please take this Opportunity to make your selections.

§ osooEsitam
Robert Jackson

Please review the employee handbook snd sign the acknowledgement by the end of the week. Thank you.

Name: Sa-Employee-Handbook (5).pdf
Uploaded: 05/02/2018 9:18 am
Sizer 390.22 KB

Q. 05/02/2018 9:43 am
Sarah Evans
Please return the acknowledgements to me by the stated date. Thanks!

d Billing

09/04/2018 1127 am
Robert Jacksen
‘Welcome back form labor day. Don't forget to review the updates to the handbook!

§ ouorommizem
<¥.  Robert Jackson

Here Is the overview of the new benefits program effective January 1st.
Name: BCBS Summary of Benefits Coverage 2018-2019.pdf
Uploaded: 01/07/2019 11:12 am
Size: 537.54 KB

() 0313720191251 pm
Joyce Rose

Reminder that the annual Code of Conduct training must be completed by Friday the 20th.

Q Search ® Files

Additional video tutorials and web articles can be found at

. Select the Division to which an announcement will be sent. Use the message box to

15


http://helpdesk.workstorm.com

Select and then under Organization . Click to create another division to add to your

company’s Workstorm instance. Edit the name, and click the gray plus icon below the Members search bar to add company

members to the division. Grant Division messaging privileges with the Admin toggle . Remove members by clicking the ellipsis
to the right of an existing member’s name.

If you want to make changes to an existing Division, click the drop down arrow to the left of that Division's name.

(‘; Account Settings

Divisions X

Add or updste divisions for your company. This festure is used for sending announcements to select groups of users.

Select All

-- Action -
PERSONAL SETTINGS:
1 Profile
@ Security Atlanta Office

T Accounts

Business Development

APP SETTINGS .
© Display Chicago Office
A Notifications .

Division Name (required)

Chicago Office

ORGANIZATION SETTINGS
s Company Details Members Sea

W Users Grace Evans Saranh Evans Robert Jackson  :
Admin e Admin & Admin
£ Integrations
Jda Analytics
f_‘ Joyce Rose | & Jim simpso
E3 Plan & Payment = Admin

o
& Admin ¢

Corporate Practice Team

Human Resources

IT Updates and Deployments

Delete a Division by checking the box to the left of the Division's name and clicking the Action dropdown menu to the right of

Select All. Within the Action dropdown menu, select to remove the checked Division from your Company’s Division list.

Additional video tutorials and web articles can be found at 16
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MEMBER GUIDE

Be sure to download the for details on using all the various
features and functionality available to members in Workstorm. The guide
includes instructions for:

Private and Team Messages

Video Conferencing

Workspaces

Email Integration

File Management and DMS Integrations
Desktop and Mobile Apps

Alerts and Urgent Messages

Search

Surveys

And so much more...

QUESTIONS?

A Workstorm customer support representative is here to help. Simply click

to create a support ticket or to provide product feedback.

Additional video tutorials and web articles can be found at


https://www.datocms-assets.com/6714/1567704028-workstormuserguide2-1.pdf
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