WORKSTORM

Site Administrator Guide

for serious business.

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

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.
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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 at the bottom of the left side bar, then to customize your profile. Upload a profile picture and add
contact information. Select to adjust font size across the platform and choose a platform color theme based on

your preference.

c’; Account Settings Profile X

Personal Information

Add of UPGBIE YOUT contact Infarmation

I I First Name jrequred Last Name freguireg)
=3 Evans

Chicagn

Photo

o Selectimage

Additional video tutorials and web articles can be found at
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A\ Account Settings

Display X
PERSONAL SETTINGS Font Size A A A A
1 Frofile e r e
us
T Accounis
APP SETTINGS Cadas Snippat Coler
an

App Color Sattings

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 X

soges, slerts ond video call invilations waiting for your respor

Desktop Notifications A el
Announcements
o Dispiny Announcements notfications are enabled
2
= Video Conferencing T!.T\S’. _

Private Messages

Pitvale Messd

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 Secu rity

Password Current Passwarng

Set & new password.

APP SETTINGS Password Not Strong Encugh: keep typing
© Display Passward must nave a minimum sirengin of ADEGUATE
ke your password stronger:

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

COMPANY SETTINGS

After enabling notifications and setting up your personal profile, select Company Details 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

Enter your company’s contact details. manage permissicns and uplosd o logo.

PERSONAL SETTINGS Company Information and Company Neme
4 Profiis Parmissions
Profi Bickers & Bickers LLP
S A of UPDATE YOUT COMpany contact
& Security Infermation end manege permissions.
T Accounts Phone Numbar
E55.672.0087
APP SETTINGS

External Collaboration
D External collsboration s enabled

Password Expiration Policy

This pemission forces ubers 1o change their password after o st Aumber of ooys

Days
(']
§. Account Settings Com pany Deta“s
Enter your CoOmpany’s coMact detods, manage permissions and upéoad o I0go.

AL A
@D Extemal collaboration is enabied

APP SETTINGS

Two Factor Authentication
Twa factor suthentication is nof required

Loge
Upload & company IUQO iobe UISD:O}’QU
i Worksiomm,

= integrotions

® Apps
da Anatytics

1= Fian & Payment

o Selectimage

Log Out

PERSONAL SETTINGS
4 Profile
& Sacunty Paszword Explration Policy
This permission forces uvers 1o change their possword after o sef number of days
T Accounts Days
o

Additional video tutorials and web articles can be found at helpdesk.workstorm.com
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MANAGE EMAIL DOMAINS

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 support ticket.

§ Account Settings

PERSONAL SETTINGS
4 Profile
& Securtty

T Accounts

APP SETTINGS
© Display
A& Nolifications

& igeo Conferencing

ORGANIZATION SETTINGS
& Company Datais
h Divisions

o Users

Company Details

Enter your company’s contect detells, menoge permissions ond uplood o logo,

Company Information and
Permissions.

Add or update your company contact
information and Monage permissions.

Compary Nome

Bickers & Bickers LLP

PRone Number

555-672-9087

Extarnal Collabaration
WD External collaboration 5 enabied

Paszword Expiration Policy
This permission forces uvers fo change their possword ofter o set
Days

0

t number of dors.

Additional video tutorials and web articles can be found at helpdesk.workstorm.com
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CALENDAR / EMAIL

Go to Settings, then Apps and then click Enable Integration 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 support ticket if your Company does not use Office 365 and you would like to discuss a

potential integration.

Feb 2 - 8, 2020

Mon 273 Tue 2/4 Wed 278 Thu 2/8 P27

FW: ACME Matter - weekly diligence call

B Attachments 7
Outiing.doce we
">
Joyee, the dient has asked that we arrange weekly calls to go over diligence findings. Lets find time to
review the stteched outline before our call |
FW: ACME Matter - weekly dilige AL
agards, -
Robert
Mark Uinee

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

08


http://helpdesk.workstorm.com
https://helpdesk.workstorm.com

EXTERNAL COLLABORATION SETTINGS

Go to Settings, then Company Details and click the @) toggle to allow Company members to invite and collaborate with
External members.

§, Account Settings Company Details &

Enler your company’s contact details, manage permissions and upload 8 l0go.
Swarch Setlings

PERSOMAL SETTINGS Company Information and Company Nams
Permissions
A Proma Bickers & Bickers LLP
A of UpOse yOUT COMpANYy Contact
@ Secusity Infarmation and manage parmistions.
T Accounts Emel Domaing PRons Numoar
655-672-908T
APP SETTINGS
© Display Extermnal Collaboration
& Notincations.

WD Extemal collaboration Is enabled
= Video Confarencing

Password Expiration Policy
TR SArmaanicn forced VINTE 10 SASRE IREI DOSIWONT SRS O et UmBer of STyl
ey
]
Go to Settings, then Apps and click Enable Integration.
§. Account Settings Apps x
Enobie and diseble current opps thol ore INtegrated with your COmgany’s Workston account, Piease contact your Workstorm Account Rep I you would
3 ke to discuss aacing sadiional apps.
Search Setlings
o Seitings
0N WHN YOUT IManage SCCOUNt 10 6CCess YOUr Worspoces, fles na content related to
PERSONAL SETTINGS Bdsreage  your B e
A Profile
& Securty
Dropbox Integration [
LT 3 c Woarkstorm with your Dropbax ecc o35 your siored files and share them with your
e, e
APP SETTINGS
7 Email/Calendar Integration [ERses|
Diapiey 8988|  access your inbox. compe 5. cr 15 and view your daity, weekly ond
& Notcaione NIy Schaduls with Wos ey
» Videa Conferencing
Giphy Integration [Eiiss
— Spice Up YOUr COnVersslion by Sherng shor video Mmessegis wilh your Colleagues.
ORGANIZATION SETTINGS A
& Company Delsils
& Divizions
- Users
= Iﬂgﬂﬂﬁﬂl
-

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

Go to Settings, then Company Details and use the provided text box to set a password expiration policy for all members. Pick a
number of days until member passwords will expire.

§ Account Settings Company Details 3

Entie your cOmpany’s CONACT Gotalls, MANGE POIMISSoNS 80 UPIST & 10g0.

Search Setfings

PERSCNAL SETTINGS Company Information and

Company Name

P iBsi
A Fromy Lt Bickers & Bickers LLP

Add or update your compary contact
& Security Infarmation and Manage permissions.
T &ccounts Erm. \BinS PRIAAG NUMBDET

585-572.5087
APP SETTINGS

O Display External Collaboration
& rotifications O !nermlc.au::;?r‘n:jn Y er\aue-a
& Video Conferencing conl 2 st Outs

Pazsword Expiration Policy
ORGANIZATION SETTINGS E’:;:QW’MMHNHMPW%’!MMWH sef numper of ooy
o Comparry Deloifs
k] v
& Duvisions

o Users

TWO FACTOR AUTHENTICATION

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

§, Account Settings Company Details il

Entes your company’s CONtact details, Mansge Cermissions and uploed o 1ogo.
Search Saltings

PERSONAL SETTINGS Company Informetion and

Comphny Name
Permissi
4 Frofy Sy Bichers & Bickers LLP
Add of update your company contact
@ Security Infarmaion And manage permissions,
T Kecouns FNone Numpar
S55-6T2-9087
APP SETTINGS
© Display External Collaboration

B Molificatons D External collsboration I"embmi

- iged Conferencing

Password Expiration Policy
ORGANIZATION SETTINGS This parmiSsion fOrces LEENE 10 CRONGE IHIr DIBIWENT e G B8t AUMBF OF CayE

= Days

: ]
& Civislons i

™ Users

= integratians.

Two Factor Authentication
. Apps L) Twa facior authentication i not requined
e s ~ et
L Ansiytics
B Plan & Payment

Additional video tutorials and web articles can be found at helpdesk.workstorm.com 10
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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 Settings, then Users. Select Filter Users and choose your filter criteria

under Multi Factor Authentication.

§. Account Settings Users X
A0 Of UPOALE USEFS TOr YOU COMpany.
Search Settings
PERSOMAL SETTINGS Usar Infarmation
. . Select All Action -« | Search Users
& Profie Invite & singhe user o uploed & list of
users.
s Filters A
n
© Uploaa G5V Elle .+ Jennifer Conway User Status
; Full Members
& Display © pownload Template Invited
A [ Katherine Ellison Pending
ICANONS
External Members
& \ideo Conferencing Blocked Members
Grace Bvans Admin Members
ORGANIZATION SETTINGS Multi Factor Authentication
& Company Detsils Sarah Evans Any MFA
h Divisions TOTP MFA
oves | 3 S
5 inogrations Jay Goetz Re‘set;eque:tcd
H Mo MFA
® Apps N _J
A Anatytics » Neil Gomez F:Ill.;lilllﬂhll'
1 Pian & Paymant
Becky Gonzalez Foll Menibac
Robert Jackson Full Member
Log Out

MANAGE ADMINISTRATORS

Select Users under Organization Settings, and then click on Filter Users and Full Members. Search for or scroll down to the

colleague you wish to make a Site Admin. Click the dropdown to the left of their name, toggle on Admin @) and click save to

confirm the user status change.

§ Account Settings Users x
Acd or update users for your company.
Search Settings
Usar Infermation —
Select All - Agtion =~ Search Users =
it 8 single user of uplssd slistor T T D OERERS D EEEEREEEE ey
utere.
& Sgcurity
e
- @ Upload CSV File Jennifer Conway Full Membar
AP SETTINGS
! © Download Template
o D i
ooy Katherine Ellison Full Membar
A& Notfications
® Vidra Canferencing
e o
_— katherineallizonB@gmail.cam Dacembar 15, 2017
ORGANIZATION SETTINGS
- Company Dutals Heaa TOTE A 5 2t
December 15, 2017 No No
& Divislons
] .
= imegrations i Admin
L
& anatytics
s Block Kathenne
= Pien & Bayment

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

month, and number of API Keys utilized.

@ Account Settings Analytics

Graph Data

ORGANIZATION SETTINGS
& Company Details

= I K Py

MEMBERS

34

EXTERMAL MEMBERS

12

Additional video tutorials and web articles can be found at

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

MESSAGES
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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 support@workstorm.com.

INVITE INDIVIDUAL MEMBERS

Select Settings, and then Users under Organization Settings. Click New User and type the person's email address and name,
then click Send Invite to issue an email invitation. If a user is 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

Asa oF UpHete USErs for your company.

PERSOMNAL SETTINGS User Infarmation
1 Profie Invite o single user or upiced o s of
users.
@ Securily

@ Upload CSV Flle

APP SETTINGS
@ Display © Download Tempiate
& Nowfications
& Video Conferencing
ORGANIZATION SETTINGS
& Company Datails
 Diviskons

Select Al o ACHON =
There are ©3 users
Backy Gonzalez Pmﬂlrvn
etued) [requred)

becky gonzales@ryzcomper of  Becky

Dalste

INVITE MEMBERS IN BULK

Select Settings, and then Users under Organization Settings. Click Download Template to obtain a formatted spreadsheet to
invite multiple members. Enter the new company member details into the spreadsheet. Save in CSV format and click Upload

CSV File. 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.

2 Profile Invite & single user or upload o sl of
users.
& Security

e

@ Upload CSV File
APP SETTINGS
© Display © Download Template

4 Motifications

& Video Conferencing

ORGANIZATION SETTINGS
& Compeny Detolts

& Civiskons

= integrations

Select All ACHon -~ Search Users

There are 32 users

Full Members x

Cralg Andrews

Andrew Christensen

Jennifer Conway

Katherine Ellison

Full Member

Full Member

Full Member

Full Member

Additional video tutorials and web articles can be found at helpdesk.workstorm.com
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MANAGE USERS AND INVITES

Select Settings, and then Users under Organization Settings. Search for a user or filter users by Full Members, Invited, Pending,
External Members, Blocked Members, or Admin Members. 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 x
A3 O updatic users 1Gr your company,
Seaich Soltings
PERSONAL SETTINGS User Information - 7 =
& Profie Invite o single user of uplood o st of el A0~ #cthon - i SemrlyUsses .
& Sacurlty (L0 ==
Filters X
T Accounts + New User Tl
— © Upload CSV Flle Full Membars X | | ASmin Members X User Status
APP SETTINGS. Full Members
© Displny O Download Template »  Cralg Andrews Invited
# Hotfications ek
[ External Members
-
Vigeo Conferencing . Andrew Christensen Blocked Members
Admin Members
S Iti Factor Authentication
ORGANIZATION SETTINGS. Jennifer Conway 40 i L
& Compeny Detals Any MFA
TOTP MFA
& Divisions
Katmene ion e
FT :es:‘(Fr:ques(ec
o
& apps
. Grace Evans T e
& Anatytics
B Fien & Poyment
Sareh Evans F:nﬁ-.mbn
§. Account Settings Users
And of updste USErS a7 yOUT company.
Search Setiings
PERSONAL SETTI r Information —
He e s Select All — ACHON = % Search Users -
4 Profie Imvize & singfe user or upioed o fist of Finer
a - USEers.
=
© Upload CSV File Jason Doyle ¢ External
APP SETTINGS
0 Dispiay O Downioaa Template
A Nosficotions vasy@abyssmall.com March 15, 2019
= Video Canterencing
Tt s st 2
March 15, 2019 Nao No
ORGANIZATION SETTINGS
& Company Details
bofiib Block Jason
= Integrations
® Appe Frances Dwyer Blocked
do Annbylics
9 Pian & Payment e -
£ Katherine Ellison Full Membar

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

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

division announcements and files to members.

COMPANY ANNOUNCEMENTS

Select Announcements from your left side bar or More menu, then Company. Type a message to send out a new announcement

to all Internal company members.

£ Announcements Join & Blckers & Bi..

Bickers & Bickers LLP

&7 Joe Smith
Helio 81 We Are 81 120°% Of our 1ArGeT for sales YTD. Lats 81 keep COADOMMING And pUEIng thé envelop on behalf of our
clients! -
Fan
P UIATOT 355 pm »
Business Development ¥ Joe Smith - e
Woskspeoet  Chicaga Office 1 Want 10 Shars this Teedback from our BIGGest CLBIOMET___tée the following atiachment.
.ﬂ Human Resaurces uploaced file
= Name: Feedneck.doc
Messages T Upoates snd Deploym..
Uploaded: 012472017 356 pm
= Menagement Commitlee Bine: 21,89 KB
Office -
Fies - -
.
Video e QVIVIO 443 e
./ Joe Smith
[=] Cangrats o everyone that worked an the Acme account, Great win for us ot
£
0 02U EEL
E ¥ Tom Thempsan ..
Calender WAt 1o thank Everyone that work on the Xyz account. it wos o great win!

Mo ” ORITION 1204 pm
“F Tom Thempsen -

Please read and sign this new NDA

.ﬁ VU0 T am
a * Robert Jecksen
Bickers & Bickers is pleased to ennounce Jim Simpson hes been ramed s newest partner, effective from Jenuary s, 2019,
@ The prometion stre one of s core prectice orees, employment lew, and edds hurther cepth to the firm's offering,
A Jim hes been with 1 since 20 Iready hes o weelth of experience to belp move the firm lowards its steted
stjectives. Please oll give Jim & well deserved congretuletions.
o

Additional video tutorials and web articles can be found at helpdesk.workstorm.com 15
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DIVISION ANNOUNCEMENTS

Select Announcements from your left side bar or More menu, then Divisions. Select the Division to which an announcement will

be sent. Use the message box to start a new announcement to all Bivision members. Select the 6 icon to upload files. Click

the T icon or press Enter on the keyboard to send the announcement.

Mare

£ Announcements + Join

s COMPANY

Bickers & Bickers LLP

h DVISIONS.
Atiante Office
Busingss Development
Thicago Oftice:
HUman Resouroes
IT Lipastes and Deploym._
Management Commitize
New York Office

Proctice Announcements

—_—

® Bickers & BI... #® Human Res...

Human Resources

Pleate thke This SpRALNTY 10 Make yOUr S2lections,

CEOZ20M 3 am
Robert Jackson

Pleese review the employes and sign the = by the end of the week. Thank you,

Name: Sa-EmployeeHandbook (S pat

.! Uploaded: 05/02/2018 918 am

Size: 390.22 K6

OLULI0E 42 8
Sarzh Evans

Please refurn the acknowledgements to me by the stated date. Thanks!

CRDLION 1IT am
Jackeen

Welcome beck form labor day, Don't forget to review the updetes 10 the hendbook!

CUOTING 12 am
Robert Jackson

Here it the duveniew of e Néw DeNsNts program fMective Januany 16t
Name: ECBS Summary of Benefits Coverage 2018-2019.p01

.! Uploaded: OUOTZ0E 012 am

Slze: 537.54 KB

0

LRI 125 em
Joyce Roge.

Reminder that the annual Code of Conduct training must be compieted by Fridey the 20th,

& Messages A Search w Fles

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

Select Settings and then Divisions under Organization Settings. Click New Division 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

Search Sattings

PERSOMAL SETTINGS
PR ]
& Security

T accounts

APP SETTINGS
© Display
& Notifications

& Video Conferenting

ORGAMNIZATION SETTINGS
& Company Details

® sers

= integratians:
® Apps

L Anshtics

B Plan & Payment

Log Out

Divisions

A0E of update dhiSEans for your Company. This feature i uted for sending ANNOLNCEMENES 1o Select Groups of users,

SelectAl o

XYZ Office

Divisdon Name [requined)

XYZ Office v

Members  Search mambare

e Robert Jackson ” Kiley Jones £ ﬁ Joyce Rose ©
<. @D aamin € agmin =  Adman

Atlanta Office

Business Development

Chicago Office

Human Resources

IT Updates and Deployments

Management Committee

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 Delete to remove the checked Division from your Company’s Division list.

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