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for serious business.

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

With Workstorm, hard work just got a little easier. This user guide is

designed to help new members get up to speed quickly. Because work
takes collaboration, but collaboration shouldn't take work.

CONTENTS
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ACCOUNT SETUP

Siagn up for Workstorm via the email invite from support@workstorm.com,

sent to you by your site administrator or colleague. First time users must

create a username and password.

PROFILE

Select Settings, then Profile in the left menu to customize your profile. Upload a profile picture, add contact

information, and adjust font size.

» o XYZ cipune

Profile

PROFILE PHOTO

Robert

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

never miss a message.

< Settings

# Prot

Notifications

& Nafieanans

Fush Notifications

CUSTOMIZE YOUR NOTIFICATIONS

Division Notifications

Team Notifications

Private Notifications

Select , then to reset your password. Update your password regularly for security and to comply with

password requirements set by your company.

Sottings
o Manage Account

O anage Arcout
: UPDATE YOUR PASSWORD
" Hodfications

Paswward Mot $trong Enaugh: keep heing
Pagpwerd mudl fuve & misimm b angth of ADFOUATE

Walayn b malke your pasTeond strenger:

Additional video tutorials and web articles can be found at
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MESSAGING

Use Messaging to send private or team messages, share files, host video
calls, and more, all within the same secure platform.

PRIVATE MESSAGES

Select Messages, and then Private in the left menu to see all your existing conversations.

To start a new one-on-one private conversation, click the icon to search for a member.

Profile

PROFILE PHOTO

Additional video tutorials and web articles can be found at helpdesk.workstorm.com
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NOTE: For security purposes, only existing members of a company’s account will appear in search. If you have
permission to invite new or external members, an Invite New Members button will appear below the search bar. If not,

contact your Site Admin for help.

§ 2 XYZ..

Start New Private Conversation

ar

Type a message in the bottom message box, and press on your keyboard to send the message.

&+ XYZ..

Emilia Pasker

2 PETRARAL MENLASEY 6

B mevertsscrann

§ resetsaciaon

Additional video tutorials and web articles can be found at
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or share your screen by selecting the icon on the right toolbar within a private or team

conversation or Workspace.

@ Grace Evans

W®RKSTORM

Download and install the ,if prompted. Allow access to your camera and microphone, and permit pop-ups

under the Settings or Preferences tab of your web browser.

NOTE: The WebRTC Plugin is not required when using the Workstorm desktop app. Learn more under Desktop App, in the

Additional Features section of this guide.

Skylink WebRTC Tools

OVERVIEW REVIEWS RELATED

. - B - TC Li =l

Sereen capturing for the Skylink
platform

10 Report Abuse
Additianal Informatien

T
elated: june 7, 2015

Additional video tutorials and web articles can be found at
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within a private or team conversation by selecting the 6 icon to open the File Uploader, or drag and drop a file

into the message box.

§  motert Juciace

AL ERTERRAL MERAASES §

c" '\'.!b-(.‘l .J n-c‘!.‘v -

Coviny s v Fmin] Have

§ voren seiiacs

@ |

Add a comment to accompany the uploaded file in the provided text box.

Share the file by clicking or . if sharing multiple files.

FILES FOR UPLOAD TO JOE SMITH X
Project Management v2.xlsx
LegalDoc Management.docx

Another File

Add Comment for this File

Here are the files you need for the
meeting today!| =

Additional video tutorials and web articles can be found at
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Preview . download or reshare files shared with you.

8 2 XYZ cous

Joanna Smith

E DE0AT0NT 348 pm

Robert Jackson
Here's the deck for the meeting
Uploaded file;
Peaviow Attachnsan
Mame: Chicago Lesds xhx
A Uploaded: ORICZMT 148 pe

Sizec 3994 KB

# 0203207 323 pm
d Joanna Smith
Hi..are you thera?

'm sanding you the new docs

~e Robert Jackson

Ak %
A\ appear in the left menu when you:
Are added to a team
Receive an urgent message
Receive an @mention in a conversation
Click on an alert to access the message. Dismiss an alert by clicking on Dismiss or select
¥ Home ~ - HH o
we been added to @ IT RECRUITING + 9 JIM SIMPS 1 v BRUCE Wi
il . P
our Systeem 1oday [ 3 Hi . .
§  Rovert socuson g oo
ri:'\ Member Added a’\.:_l '.'u-_..- e new L R.oh.eﬂ Jackson
gy Member Addea i % i o di Y
s ESCALATION v JOANNA S - T JOE SMITH
'n t‘(‘l’ﬂl‘ll}\' Removed )
-ﬁ H‘nt‘lc‘rt;;(ks;m
e
db e ) Fiy " ] Ak 4

Additional video tutorials and web articles can be found at
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trigger an to the recipient(s).

Send urgent messages by clicking the A\ icon in the message box, instead of pressing

§ o XYZ o

Grace Evans

on your keyboard.

This meessage s about 1o alert Graoe. Are you sureT

Don't fonget about the meeting in 15 mins!

Additional video tutorials and web articles can be found at
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to trigger an Alert to an individual member in a team or private conversation.

Type @, the first few letters of a member’s name, then select the member from the dropdown list.

9 RM-;';I: -ch-l:wl\

 ——

u _ﬂ Eul.'\'ll]-u.ino'
i ot ety
A Joyce Ross

9 Juridah Tayhes
r; Jou Smith
[=] Ju-_:'S--m.au
Show that you like a message by clicking the icon in the upper right corner.

Grace Evans

thara Is o deaft you can take & look at when you have time. and lats go at 12

o &

Jackson

e N 248 pn
4 Robort Jackson

Additional video tutorials and web articles can be found at
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Flag and color-code messages to aid in search by clicking the iconin the upper right corner of the message.

Grace Evans

da you w

Robert Jackson

Sure. Where would you like 1o go?

tsere is a draft you can take 4 ook 81 when you have time. snd lets go at 12

c, TN SR
¥ Robert Jackson

14ke the cob

codng in the draft. Grest wark

And sure 17 sounds like a plan

£ 0220208 248

won

Add Emojis to your messages to convey tone or emotion. Select (=) to select an Emoji, or type ":" and a few letters for a

list of suggested Emojis.

? « Acme Co.

Robert Jackson
CANMIDONT 2T ar
§  moben Jackson
Hesa

Joyce Rose

Mpeting in ten minutes

A Uphyiedid: 10/ 302077 252 pm
sihil|

Sra 4,90 KB O
Doan't forget 10 bring the brochure!
Insert Emaji
§  Robert Jackson xs it g s
==
I'll pe there in 5!
-

Additional video tutorials and web articles can be found at
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Embed YouTube videos in your conversations by copying and pasting the URL into the message box.

Grace Evans

1 8ike the color coding In the dratt, Great wark!

And sure 12 sounds lika a gplan

e ORI T4 pen
B Bober Jackson

Embed GIPHYs in your conversations. Type “/"and select the GIPHY pop-up above the message box. Then type the word
you wish to convey in an animated image and press

5 Joanna Smith

Uploaded: 02052018 8.4% am

e ORI W0 e
B Robert Jackson

Good morming

Please share the final deck with Victoria as soon a4 it is ready. Thanks!

Igiphy coftee break

=

05

b L4

Additional video tutorials and web articles can be found at
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by adding teams, using the

Search for and join existing teams, or create a new team.

¥ Home #

Jain a team ROBERT JA

B OROEEHIE 330 pe
¥ A .g Robert Jackson

fl....are you there

w EXTERNAL TEAMS §

HLGT PILOT
oR

e VIIROIE 32
o Robert Jackson

Can you sen

th mEaest

icon.

W SALES

JOANNA 5

48 9l am

Aoy AOVDNE S0
@ Josnn Smith

can designate the team name, its availability in team search, and if membership is open or by approval only.

§ o XYZ...

Escalation Issues

[re— O
sarnu
— O
. o
e
e EXTERNAL TEAMS ©
Tom Thompson
1 just talked 1o Janet OMeil we are moving forward. Please prepare our material 1o revew with her nest week
§ oot suckeon
Greal. Iwill prepare the material. Let me know H you want 10 incude the financial charts

Tom Thompsen

Additional video tutorials and web articles can be found at
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Edit the team name by clicking on the icon to the right of the Team name in the Team’s expanded conversation.

Select Ct icon to manage settings or delete a team.

Robert Jackson's Team 1 #

Robert Jackson's Team 1

L 0
Add or remove members using the search bar and icon. Appoint additional Team Admins using the dropdown.
$ o« XYZ..
: X Escalation lssues #
' T
— as
 Jar il e
§
d [+

Additional video tutorials and web articles can be found at 15
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Private or team conversations with members from outside your company are categorized as

menu and marked with the icon.

§ « XYZ

&) Peter Willlams

ORIS2016 12 01
Robart Jackson
Hi Pate

Uploaded

Uplonde: 0676/

Sizg: T80 KD

AL EXTERNAL MESS

Pater Williams 5

Additional video tutorials and web articles can be found at

a remincer that we are meating for lunch to go aver the XYZ project at 12 pm on Tuesday, 827

inthe
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ADDITIONAL FEATURES

Access company-wide announcements, conduct surveys, check

messages on the go and more, using these additional Workstorm features.

Organize related teams and private conversations into

|8 8 XYZ coonion

¥ Home ~

W |IT RECRUITING

¥ Robert Jackson
Grace or Joanna can you send
over a finalized copy of the New
Hire spreadsheet please to Joyce?

) 921022018 235 pe

Joyce Rose
Hi

) Ak L+

@ ESCALATION ISSUES

¥ Robert Jackson
Greal. | will prepare the material
Let me know it you want 1o include

the financial charts,

by selecting the ' ' ' icon near the top of the left menu.

- O
JIM SIMPSON = BRUCE W
o2 H
& OUIN2017 283pm g Robe
& Jim Simpsen HiBr
H¥ just got back 12
e W27 839 am
o Robert Jackson
Triad Fallinm 1unii Dlanes sall ma
& @ A L4+
JOANNA SMITH TR JOE SMITH
Uploaded file:

Narms: Frofect b

Name each workspace and assign anicon at the top left of the workspace window.

Choose alayout for each workspace to easily view multiple conversations

W |IT RECRUITING

¥ Robert Jackson
Grace or Joanna can you send
over a finalized copy of the New
Hire spreadsheet please to Joyce?

£ 0200 235 e
Joyce Rose
Hi

2 A L+

@ ESCALATION ISSUES

¥ Robert Jacksen
Greal. | will prepare the material
Let me know it you want 1o include
the financial charts.

0211472018 8:22 am
Tom Thompson

A Uplosded: 02T
. Size: 74,80 KB
dh Y A {4+
] O
JIM SIMPSON = L BRUCE W
2 H
& OUIN2017 283pm g Robe
& Jim Simpsen i
H¥ just got back 12
s W27 839 am
o Robert Jackson
Triad Fallinm 1unii Dlanes sall ma
& @ A L4+
JOANNA SMITH TR JOE SMITH
Uploaded file:

Narms: Frofect b

A Uplosded: 02T

Size: 74,80 KB

Additional video tutorials and web articles can be found at 17
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Add, drag, drop and rearrange conversations within a workspace.

P v XYL

Home ] I &
Add conversations to Home
w IT REZI
GRPANT = TEAME i
EXZ Corporatian
o
9 Jo N ]
H
cou
Human Resources
Marketing
M Yok QIMCe
Websie Content Development Katherire Ellson

Use the 0 icon to add or delete workspaces as needed, as well as organize and prioritize your workspace notifications

in the left menu.

Home - ] =]
e, T
Diisplary on Many
W IT RECRUITING s ¥ JIM SIMPSON B
Displry Message Counte
[ - T L LR
to Joyce?
fa] Q20 20W 3-8 pm _e Rabert Jackson
Joyce Rose Tried calling you. Please call me
H back
i % Fiy % ik e
w SALES I & HUMAN RESOURCES T @ ESCALATION ISSUES
A ;n 23 ,.-R:.'- o0 w b hl.l.| El-mpfan
yoe Rose Am, ane yo
| mean Robert
Are you thene
A O A a A | o

Additional video tutorials and web articles can be found at
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All files uploaded by or shared with you can be found in your in the left menu. You may also upload, share,

view and search for files here.

§ =+ XYZ

Files All Files

A Files %

o B
=] Py o
=] i A
B Y 4
o
B L
B P
o e,
=] L& * 4
= Ao
=] iy +
=] ey .
Access company-wide and Division announcements by selecting in the left menu.

NOTE: Divisions mirror company departments, offices, geographies, etc. as determined by the Site Admin.

2 a XYZ o
A . r * Announcements = o 0
# XYZ CORPORATION v h HUMAN RESOURCES
¥ Robart Jacksen LR 1Tt 1 LU o0 Your annual review

oivision oyén
All v 15t 1o cemplatod by ond of woek

5 oA
-6 Robort Jacksen

DO et 16 turn in your reviews

h MARKETING ' h NEW YORK OFFICE

‘g Robert Jackson
This is the Marketing Announcements

o 50
Jim Simpson

Additional video tutorials and web articles can be found at
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and notifications by selecting Recent in the left menu. Click to open a recent activity.

¢ Recent

Human Resources
Robert Jackson: Don't

forget to turn in your annu..,

Bruce Warren
Robert Jackson: Hi Bruce,
let’s grab lunch today at 12

Spring Product Launch
Robert Jackson: Hey

everyone let's have a...

Joanna Smith
Robert Jackson: Upl
file:

Joe Smith
@ Robert Jackson: Uploaded
file:

Joyce Rose
Joyce Rose: Hi

Select in the left menu to host or participate in an anonymous survey and/or view results.

§ + XYZ..

< Surveys o S l.l I‘Veys

I TawaiCrents

SURVEYS TO TAKE [1]

Lunch Guestion

Participants: &

Adnunieratars):  Raben Jacksen

SURVEYS [4]

Lunch Guastien Hiring Optiana

Pasthcipants: 7 Participants; 2
Administratorisl; Raber Adminlstratesish Robert Jackson

Additional video tutorials and web articles can be found at

Hew Hire

Participants: 1

Administratarisk Hobert Jackson

HIDE =
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within a conversation by clicking Q above the message box. Refine the search by
selecting the 0 icon on the right side of the search box for more advanced options.

£ o XYZ o

{ Pu W Toams Grace Evans

L PRIVATE MISSAGES ©

T See Previous

CRHINIDNT 918 am
FRebert Jackson
| 1osce e n thee dratt [Great werk!

Conduct a global search for keywords across all conversations by clicking Q in the upper left corner of your
Workstorm window.

Filter Search Results

Fgs I XXX XN

Date Range N

Any time

From Contact

Only Files

Additional video tutorials and web articles can be found at
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Access keyboard shortcuts by holding or +Kon your keyboard. Access more shortcuts by

holding or +K+H.

Home & i

T RECRUITING ROBERT JACKSON @ SALES

Yes, please inchide

Access Workstorm via the for Mac and Windows. App users neither require a compatible browser to access

Workstorm, nor the WebRTC plugin for video calls.

Workstorm

WORKSTORM

Work takes collaboration.

Workstorm

Additional video tutorials and web articles can be found at
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MOBILE APP

Send and receive messages on the go by downloading the mobile app for Apple or Android.

Login with your credentials to access your secure account.

11:03 AM

Wallet Reminderg

iTunes Store

Qe

Open Settings on your phone, select Notifications, and scroll to find and click on the Workstorm app. Toggle to

Allow Notifications, Sounds and other Alerts settings.

e L] TTE wmw L T I T TR e e —

 serngs Fsifications £ semings worstEm T T a— Cworstom  Nutfications

e e s sy E— D) [[wowrencesmens

........

e . In ;I?mmrm 1 —
Prone [E) macugeouen aop Retsn [ & Badge dpp leon

Show o Lock Screen

Pestcar

e Showin Histary
Acenaniedgements

Reminders Show o Barrwny.

Ftges b Abs

ARA AA A

Tios —

—
- A
8 e

5, Workstorm
¥ on

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