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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

Account Setup

Messaging

Additional Features

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

§ ° XYZ

Profile

PROFILE PHOTO

FontSize Default

Code Snippet Background Color Dark
PERSONAL INFORMATION
Robert

Jackson

Managing Director 312-867-5309

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

Notifications
A Notifications

Natifications Iet us notify you when you have a new message, even when you are not actively using Scoutahead, You can disable Netifications at any time,

Push Notifications

CUSTOMIZE YOUR NOTIFICATIONS

Division Notifications

Team Notifications

Private Notifications

Grace Evans

Jim Simpsan

Joanna Smith

Joe Smith

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

password requirements set by your company.

Sottings
S Manage Account

O khanage Arcoust
: UPDATE YOUR PASSWORD

Pasaword Mot $treng Enaugh: k

5
1 cf ABEOUATE
Wlars T maka your pasreord srongar:

» Add Craracters

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

Code Snippet Background Color Dark background (defaul) =

PERSONAL INFORMATION
Robert

Managing Director 312-867-5309

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.

§ = 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

L EXTRANAL HENIASEL B a

§ nevertssctsan

F vebart saciann

Additional video tutorials and web articles can be found at
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VIDEO CONFERENCING

Start a video call or share your screen by selecting the @ icon on the right toolbar within a private or team

conversation or Workspace.

2 Private Business Development #

ec e Workstorm
@ https://app.workstorm.com/corf ! A

o EXTERNAL TEAMS ©

ci

Download and install the Workstorm Screen Sharing Plugin. Allow access to your camera and microphone, and permit pop-ups

under the Settings or Preferences tab of your web browser.

NOTE: The Workstorm Screen Sharing Plugin is not required when using the Workstorm desktop app. Learn more under Desktop

App, in the Additional Features section of this guide.

[ JoN | Workstorm

= DMegdaia =

et

Additional video tutorials and web articles can be found at helpdesk.workstorm.com
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Invite additional participants by clicking the invite icon at the bottom right of video call window. Search for members and select
their names to invite them to the call.

2 private Business Development /

ece Workstorm -
@ nhttps://app.workstorm.com, 14

Business Development

Workstorm

Dial in Number

Phone: (95
Conference Number:

Invite Workstorm User

]

Jim Simpson

Nittps://app.workstorm.com

o8 EXTERNAL TEAMS ©

E Client Team ©

Additional video tutorials and web articles can be found at helpdesk.workstorm.com 08
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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.

o Smith

4 FETYATE HTERAGEE @

i
i

§ i

vy & v Fimtn) Heve

@ |

B st siaian

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 v

LegalDoc Management.docx

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.

Joanna Smith

B OEOAT0IT 318 pm
o Robert Jackson
Hera's the deck for the meating

Liploaded file:

Name: Chicagn Lesds ch

Uiplcaclet: CIR/CILR 01T 318 oo

Sizes 39 04 KB

= 02032017 323 pm
d Joanna Smith
Hi...are you there?

Fm sending you the new docs

GE20T8 BAS am

~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 - Hi
e been added to @ IT RECRUITING : 0 JIM SIMPS - BRUCE Wi -

A JimSimpss 5 .
M
be
lurch

:B Robert Jackson
Hi B let's grab

LT 3G
~B Roberd Jacksen

Member Added

’B Ml-nlln'h' Adn.in':ﬂ

W ESCALATION JOANNA S T JOE SMITH

'” ?l(-m-\l-:\'ﬂem ed

wath e mat

——
' m
E L B
. Robert Jackson
Great | wil
al. Let me
ke if sl waant
' % ik [ 37 i [ 1]

Additional video tutorials and web articles can be found at 10
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trigger an to the recipient(s).

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

$ = XYZ

Grace Evans

on your keyboard.

This mesusage ks aboul 1o alen Grace. Are you sure?

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.

Show that you like a message by clicking the

§ o XYZ o

&1 A2 Taams

1 PRIVATE MESSAGES ©

Lopez
O Bruce Warren
? O Emilia Parker

O Grace Evans

ro—
Ui
w1
fr————,
Robart Jack:
a9 | B remiiven
’ Joanna Smish
A Joyce Ross
B_ Jussazh Tayhad
L Jo smn
& Jim Simgrson
J]
e

icon in the upper right corner.

Grace Evans

Name: User Feedback xisk
Uploaded: 09/29/2017 9:17 am

Size: 5009 KB

there s a draft you ¢an take a look at when you have time. and lets go at 12

e 09/29/2017 8:18 am
Robert Jackson

l |like the color coding in the draft. Great work! I

And sure 12 sounds like a plan

e 02/20/2018 2:48 pm
Robert Jackson

Additional video tutorials and web articles can be found at


mailto:https://helpdesk.workstorm.com/knowledge-base/alerts/?subject=
http://helpdesk.workstorm.com

Flag and color-code messages to aid in search by clicking the iconin the upper right corner of the message.

§ « XYZ

< @ Grace Evans

do you want to grab lunch today?
L PRIVATE MESSAGES ©

g cvavsyan

Robert Jackson
Sure. Where would you like to go?
O Emilia Parker

e 09/20/2017 917 am
Grace Evans
Uploaded file:

Proview Atiachment

Size:60.09 KB

there is a draft you can take a look at when you have time. and lets go at 12

e 09/28/2017 918 am
Robert Jackson

Ilike the color coding in the draft. Great work!

And sure 12 sounds like a plan

B 02202018 248 pm

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
20 FI2
§  Robent Jackson

Hieta
Joyce Rose

Msding i ten mingtes

Fare: 54,9 KB

Don't target 10 Bring the brochure

AR I0AT 5 pr
§  mobent Jackson

Il be theve 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.

8 o XYZ o

{ @ ' Priva Grace Evans

1 PRIVATE MESSAGES @

e 09/29/2017 918 am
Robert Jackson

Iike the color coding in the draft. Great work!

And sure 12 sounds like a plan

O Bruce Warren

O Emilia Parker

e 0212012018 2:48 pm
Grace Evans d Robert 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

§ « XYZ.

Joanna Smith

L & o Uploaded: 02/05/2018 8:49 am
Size: 10955 KB
g 02/27/2018 9:30 am
Robert Jackson
Good morning - Please share the final deck with Victoria as soon as it is ready. Thanks!

G 03/05/2018 3:55 pm
Robert Jackson

/giphy coffee break

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

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

Home # - s
Join a team ROBERT JA
2
e ~_ r
. 4| ¥  Robert Jackson

HiL..are you there

ave the new

A CIDEI0E 330 pe sales materials

ulne a team admin's
HLGT PILOT 4 JOANNA 5

oR

F. DADR0E S04 2
d Joanna Smith

Good moming

¥ Robert Jackson

Great. | will e CVZIDIE 538 o
prepare the . Robert Jackson

al. Let e

K o vou wam

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

Escalation Issues

Uplpaded te:

0000E

Tom Thompsan
1 just talked to Janet O'Mail we are moving farwaed. Ploase prepare cur matarial 1o raview with hor next waek

.6 Robert Jackson

Great | wil prepare the material. Let me know if you want to inchide the financial charts

Additional video tutorials and web articles can be found at 15
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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 0 icon to manage settings or delete a team.

Robert Jackson's Team 1 #

Robert Jackson's Team 1

Add or remove members using the search bar and icon. Appoint additional Team Admins using the dropdown.

§ o XYZ..

Escalation lssues

Additional video tutorials and web articles can be found at 16
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Private or team conversations with members from outside your company are categorized as inthe

menu and marked with the icon.

QB Auto Hide

) Peter Williams

O Jim Simpson
O Joanna Smith
O Joe Smith

ph Martinez

D Kiley e 06/25/2018 12:01 pm
Robert Jackson
Sk hew coines Hi Peter, just a reminder that we are meeting for lunch to go over the XYZ project at 12 pm on Tuesday, 8/2~
’ O Patrick Parker Uploaded file:

= Preview Attachment
O Patrick Williams

O sarah Evans Name: Projact Managament v2 xisx
Uploaded: 06/25/2018 12:02 pm

O Tom Thempson
Size: 74.80 KB

01 EXTERNAL MESSAGES @

D Anthony O'Connor ®

Additional video tutorials and web articles can be found at
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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

¥ Home ~
m IT RECRUITING

¥ Robert Jackson

(2] 02/02/2018 2:35 pm
Joyce Rose
Hi

2 ESCALATION ISSUES

¥ Robert Jackson

the financial charts.

0214/2018.8:22 am
Tom Thompson

Vas nlasca inclira

Grace or Joanna can you send
over a finalized copy of the New
Hire spreadsheet please ta Joyce?

Great. | will prepare the material
Let me know if you want to include

by selecting the === jcon near the top of the left menu.

@ W o
JIM SIMPSON - 5 7 BRUCE W
g 02/08
@ 04N19/2017 252 pm d Robe
& Jim Simpson HiEr
Hil just got back 12
e 1172017 8:39 am
Robert Jackson
Triad ~allinAyan Plaaca ~all ma
@ A (13 ! © A @

JOANNA SMITH T JOE SMITH

Uploaded file
Preview Attachment
Name: Project h

Uploaded: 02/0
Size: 74.80 KB

) A (13 @ A [+ %

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

HomeO

@ IT RECRUITING

¥ Robert Jackson

@) 020212018 235 pm
Joyce Rose
Hi

@ ESCALATION ISSUES

¥ Robert Jackson

the financial charts,

021472018 822 am
Tom Thompson

Vac nlasca inclira

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

Great, | will prepare the material
Let me know if you want to include

JIM SIMPSON - BRUCE
g =
@ 04192017353 pm ¥ Rone
& Jim Simpson Higr
Hil just got back 12
e NA7#2017 8:39 am
Robert Jackson
Trad allin e Dlasca call ma

@ A & , ® A &

JOANNA SMITH T JOE SMITH

e SNy Uploaded file
Preview Atachment
Name: Project h

Uploaded: 020
Size: 74.80 KB

Additional video tutorials and web articles can be found at

18
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Add, drag, drop and rearrange conversations within a workspace.

$ + XYL

¥ Home

® IT RE

ddd conversations to Home

Human Resourcas

Markpting

M Yiork OMico ot Launch

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

in the left menu.

8 ° XYZ o

Home

B |T RECRUITING

to Joyce?

Joyce Rose Trie P

JIM SIMPSON - s 7 B

P s L L

§  Rebert sackson

Featis

Additional video tutorials and web articles can be found at

o calling you. Please call me
i back
@
i L1 O P S
® SALES v & HUMAN RESOURCES W ESCALATION ISSUES
NRIRICT 00 A r Jim Elmpson.
a Joyce Rose Jm, are yo
Thatie ot | mean Robert
Areyou hene
@
i & =k & i %

19
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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.

8 = XYZ

Y
x] O
o o 4
] 't a3
]
B O 3
4]
2] O
a P
£} O >
[E] L4

Access integrated document management systems (DMS), such as iManage by clicking on in the left menu. The DMS folder

will appear under the Workstorm file folder.

Click on the DMS folder, and enter your credentials to login to your DMS account.

iManage

Log into your iManage Account

Additional video tutorials and web articles can be found at 20
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Reshare or download a DMS file by selecting the ellipsis to the right of the file.

Click the file link to open a new tab inside the DMS system to edit or update the file and maintain version control.

Files iManage

8 Workstorm

Name v | Type v | Version

How_Collaborati, Adobe Acrobat 1

Collaboration-Th. Adobe Acrobat ... 1

Ahn v. Cha Adobe Acrobat 1

Icon Options PNG 2

check Windows Ansi T. 1

Additional video tutorials and web articles can be found at

v | Size

370027

282694

104036

17874

v | Uploaded

08/17/2018 2:56

08/17/2018 2:56

11/14/2018 1:14 pm

08/17/2018 2:38

08/15/2018 4:30

¥ | Last User

Chris Freeman

Chris Freeman

Chris Freeman

Chris Freeman

Chris Freeman

21
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Select in the left menu. Then, click the

button to enter your credentials and log into your email account.

NOTE: If you do not see Email in the left menu, contact your site administrator to enable the Email integration feature.

Sign in to your account
ps://login.microsoftonline.com,

B2 Microsoft

Sign in
joyce.rose@workstorm.com|

No account? Create one

Password Expiration Policy

Enable Password Policy

Expert Witness

Sent: 09/19/2018 11:27 am

From: Matthew Lucas <mattlucas@scoutahead.com>
To: Joyce Rose <joyce.rose@workstorm.com>
Subject: Expert Witness

Joyce,

Please add Tom Weinberg to the Patent Litigation team. He
is the expert witness on the case starting next week

E: tom.weinberg@pplic.com

Thank you!
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Compose a new email by clicking in the menu. Add attachments, format content and more.

@ Workstorm
#& https://app.workstorm.com,
New Email X
€
From joyce.rose@workstorm.com
To... robert.jackson@workstorm.com,
cc...
Subject Presentation Feedback and Project Management| Feedback
O Project Management v2.xsx (56.2 kB)
dana 1ipt |B]951 B He
¥ Do L
Joyce Rose
E: joyce.rose@workstorm.com
P: 312-568-9032
Access company-wide and Bivision announcements by selecting in the left menu.
NOTE: Divisions mirror company departments, offices, geographies, etc. as determined by the Site Admin.
¢ Announcements @ I ¢
W XYZ CORPORATION » + HUMAN RESOURCES
A new referral came in from xyz corporation and we
are currently running conflict checks. Tom please § ¥R I0Ipn
plan on meeting with me next Monday to discuss Joyce Rose
details. We should be prepared to conduct research All reviews must be completed by end of week
after the conflict check is approved.
e 03M12/2018 9:34 am
03/12/2018 9:34 am < Robert Jackson
Robert Jackson Don't forget to turn in your reviews
Nan't foraet ahoint the comnany retreat this
D A .
h MARKETING T 4 NEW YORK OFFICE
e 01032017 242 pm (2} 0214/2018 858 am
< Robert Jackson Joyce Rose
This is the Marketing Announcements Don't forget our sponsorship event tomorrow at the
Union League Club from 8am - 1pm. If you did net
@, 0V242017 2:35 pm register, please contact Mike Ames.
& Jim Simpson
We have just landed the contract for Glen Garry
Glenross. Nice work team!
S A o

Additional video tutorials and web articles can be found at

| [}
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and notifications by selecting in the left menu. Click to open a recent activity.

¢ « XYZ
< Corporation

¥ Home

<{ 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...

FLELLERT ]
Robert Jackson: Upleoaded
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.

¢ Surveys @ Surveys

[l Take/Create

SURVEYS TO TAKE [1]

Lunch Question

Panicipants: &
Results: Admin Only

Administrator(s): Robert Jackson

SURVEYS [4]

Rebert Jacksan 041372018
Luneh Question

Participants: 7
Administrator(s): Robert Jackson

Surveys you can (] View Only [ Edit and view

Robert Jackson 1012412017
Hiring Options

Participants: 2
Administrator{s): Robert Jacksan

Additional video tutorials and web articles can be found at

Rotert Jacksan 10/24/2017
New Hire

Participants: 3
Administrator(s): Robert Jackson

HIDE =

Newest First =

24
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within a conversation by clicking Q above the message box. Refine the search by

selecting the o icon on the right side of the search box for more advanced options.

Grace Evans

1 See Previous

e 09/28/2017 3:18 am
Robert Jackson

| like the in the draft.|Great work!

4 See Mare

o

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

Workstorm window.

Filter Search Results

Flags X P00000GPCS

Date Range
Any time

From Contact

Only Files

Additional video tutorials and web articles can be found at

25
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Access keyboard shortcuts by holding or +Kon your keyboard. Access more shortcuts by

holding or +K+H.

Home

s IT RECRUITING ROBERT JACKSON @ SALES

Gt % i LB Hi_are y

Shortcuts Help

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

WeORKSTORM

Work takes collaboration.

Workstorm

Byclicking "Login’, you agree
toour and

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.

No SIM F 11:03 AM

= 3

Calendar Photos

Weather

®
®
®

Reminderg

iTunes Store

Home

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.

T EaEL T T e T EREL) R

o T im
< settings Notifications  settings Workstorm < Notficaions  Workstorm { Workstorm  Notifications

Messages ALLOW WORKSTORM TO ACCESS

Badgos, Sounds, Bannars

1 Music

Badges, Banners

(o noanrs ) [towottces O]
) Notificatio
& off

News l I Sounds [ @)
Badoas, Souncs, Banners
Z) Rackground App Refresh (@) Badge App lcon @)

(§ Prone
Badges,

& Prows WORKS TORM SETINGS s
Badges, Banners Show on Lock Screen [ @)

AgoUT
Podeasts
i [y Show I History
e Acknowledgements [ @)

Reminders Show as Banners q
Badges, Sounds, Alerts

Tips.
Aanners

v
Sounds, Banners

@ Velet
Badges, Banners

4, Workstorm
7 on

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